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Art Display and Reprographics Assistant

	Reporting to:

	Art Curriculum Leader for Art Department Work and HR Manager for Reprographics 

	Responsible for:

	Provision of support with preparation of materials to staff in the Art Department and provision of display work across the college.
Maintain smooth running of copiers and paper supply for whole college.

	Liaising with:
	Headteacher, Deputy and Assistant Headteachers, departmental teaching staff, other support and teaching staff across the college. Copier and paper suppliers 

	Working time:

	20 hours per week, term-time only
Exact working times/days to be discussed at interview.  Additional hours may be available within holiday periods to carry out display work


	Salary/grade:

	Grade B (£24,027 - £24,348 FTE)

	Art Department: 

	· To assist with the preparation for practical lessons including clay for ceramic work, cutting printing blocks, sizing card and paper for sketchbook making or any other materials, as appropriate.
· To maintain an appropriate stock control system and order regular stock for the department as necessary.
· To check and put away all stock deliveries.
· To check art consumables and all general equipment is available for student use and replenish as necessary.
· To organise resources and stock for GCSE Art exam.
· To assist with preparation of the GCSE Art exam.
· To assist with preparation of the Art exhibitions including photographing, mounting, naming, hanging, and displaying work online, when required.
· To mix bucket glazes and maintain safe working practice with glazes
· To load and unload the kiln, and move and manage 3D work in each room.
· To ensure health and safety requirements are followed with any Product Data Sheets and COSHH where relevant.
· To keep up to date with new developments and current practice in Art health and safety.
· To work with the CL to keep track of Art department expenditure.


	Display Work
	· To undertake display work around the college including covering display boards, creating text for displays, and displaying photos, student work or other resources provided by staff.
· To carry out regular stock check of display materials and order stock accordingly. 


	Reprographics
	· Deal with daily photocopy requests from staff
· Laminating, cutting and binding as requested.
· Order items for copiers on the portal.
· Return used toners for recycling on a regular basis.
· Respond to any problems with copiers. Change toners, staples, fix jams
· Report faults on the portal to request an engineer.
· Order paper, colour paper and card for whole school as required.
· 6 monthly ordering of paper for school for call-off


	General Duties  
	· To attend staff meetings as required.
· To be aware of the college Child Protection, Data Protection and Health and Safety procedures relevant to the post.  


	Other Specific Duties:

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Date: October 24
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