BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE
JOB DESCRIPTION
Job Title:
Performing Arts Technician: with classroom lesson cover
Grade:
Level 2D (point range 4-6)
Hours:
37 hours per week, term time only plus 5 training days to support


Music, Dance and Drama and the Performing Arts

Responsible to:
Head of Performing Arts
Job Purpose

To provide full technical support within all areas of Performing Arts and to provide classroom lesson cover, when required. The person appointed will make a contribution towards developing the technical aspects of music, dance and drama that are essential in the evolution of Biddenham as a vibrant performing arts community.  The technician work is divided between the three areas, Dance, Drama and Music
Main Duties and Responsibilities
· To provide technical assistance for all - Performances, Productions, Concerts, Celebration Evenings, Assemblies, Performance Examinations and External bookings by negotiation

· To provide administrative support for all areas of the Performing Arts.

· To provide technical support for classes and extra-curricular classes including: GCSE and A Level, KS3 classes and extra-curricular projects.
· To run the Performance Technical Club with students to train for future functions.
· To maintain and organise equipment in the Music, Drama and Dance departments; create inventories, complete repair and maintenance schedule

· To record performances to CD or video as required.

· To provide assistance in designing and upgrading the Performing Arts Block.
· To be a fully integrated member of the Performing Arts team.

· To implement health, safety and COSHH regulations.

· To cover in the absence of a teacher by supervising students who are carrying out work set by the teacher in advance.

General
· Provide technical support in all areas of Performing Arts, including Dance, Drama and Music.
· Provide support to ensure the smooth running of all technical aspects of course delivery.
· Maintain teaching and workshop spaces and equipment including recording, dance and drama studios, together with lighting and sound etc. in public performance spaces.
· Provide technical support for all performance events.
· The Technician will be based centrally in the technician’s office situated in A block corridor so that each department can easily contact the technician for support when required.
· To be aware of and comply with policies and procedures relating to child protection and safeguarding, including PREVENT, health and safety, confidentiality and data protection reporting all concerns to an appropriate person.
· Anything else that the Headteacher might reasonably request or is required to ensure the job is completed.
Music Department Specifically
· Prepare ICT software for lessons
· Compile audio CDs for curriculum purposes
· Assist with recording of all GCSE and A Level performing and composing course-work
· Assist where required in the practical delivery of Music courses where required.
Music Daily
· Check Peri timetables and ensure practice rooms are unlocked for their arrival.
· Monitor use of practice rooms during breaks and lunchtime and check that all equipment has been returned to correct room.
· Quick sweep of A3/A4 to check keyboards.
Music Weekly
· Check all guitars are accounted for and functioning.
· Check that keyboards are in correct places with matching numbered adapter – re-order parts if necessary.
· Check percussion
· Monitor pan room
· Displays – create/renew and take down old posters.
· Co-ordinate use of lighting box.
· Be available for lessons where needed, particularly for music tech.
Music Monthly
· Transfer/log recordings to hard drive

· Be available where possible for pm/eve concerts and rehearsals to set up sound equipment.

Dance Department Specifically
· Maintain equipment in dance areas.

· Provide technical support during dance events – including rigging and use of lighting board, and sound

· Record DVDs and working audio vision equipment

· Assist with the advertising of Dance events and extra curricular activities.
· Compile and editing audio CDs for curriculum purposes

· Assist in the filming of all GCSE and A Level performance and composition examinations and assessments.

· Assist in the organisation of trips, e.g. bookings, including coaches and advertisements.

· Develop display materials and assisting in updating displays, including taking photographs of lessons, performances and extra curricular activities.

· Collate and catalogue dance resources, including resource packs, DVDs, CDs, videos and books.
Drama Department Specifically
· Provide technical support (sound, lighting etc) during preparation for public performances in curriculum and extra curricular activities.

· Advise on use of DVD recording equipment and assist in its use with students as an aid to assessment.
· Organise trips, adhering to Health and Safety Trips Policy.
Classroom Lesson Cover Specifically

· Refer to Job Description for Cover Supervisor.
BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE

PERSON SPECIFICATION

PERFORMING ARTS TECHNICIAN: with classroom lesson cover
	
	Essential
	Desirable

	Education/
Qualifications
	· Educated to GCSE level with English and Maths at A* to C or equivalent.

	

	Experience

	· Experience of word processing and spreadsheet packages eg: Word and Excel.
· Experience of managing time and prioritising tasks.

	· Previous experience in a classroom support role.
· Previous experience of working in a school or educational establishment.



	Skills
Knowledge

Aptitude


	· Knowledge of music technology.
· Effective organisational skills.

· Ability to maintain confidentiality at all times.

· Ability to work as part of a team and to use initiative when required.

· Ability to relate to staff in a positive and effective manner
· Ability to cope with conflicting demands and deadlines.

· Excellent interpersonal and communication skills (written, listening, oral and non-verbal) 
· Ability to fully utilise Windows based software applications eg: word processing, Power Point, Publisher and the Internet
· Ability to pay attention to detail in all aspects of work 

· Ability to maintain discipline in a classroom situation.

	· Video and lighting experience.

· Knowledge of behaviour management strategies.
· Understanding of the educational system and National Curriculum.



	Motivation

	· Willingness to be flexible.
· Willingness to work some evenings to assist with school productions.
· Willingness to undertake training as appropriate.

· Ability to work on own initiative.

· Ability to work effectively as a member of a team


	


BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE

JOB DESCRIPTION

Job Title:
Cover Supervisor

Grade:
Level 3B (point range 6-8)

Responsible to:
Assistant Headteacher

Job Purpose:
To cover in the absence of a teacher by supervising pupils who are carrying out work set by the teacher in advance.

MAIN DUTIES AND RESPONSIBILITIES

· To supervise pupils in the absence of a teacher, creating and maintaining a purposeful and orderly learning environment for pupils.

· To ensure that the work set by the teacher is carried out in accordance with the school’s strategy.  To check that pupils have appropriate equipment and materials to enable them to complete the tasks set and answering pupils’ questions about process and procedures.

· To support expectations of pupil behaviour in the classroom, securing appropriate standards of discipline and ensuring that the school’s behaviour management policy is adhered to.

· To work to the school’s safeguarding, health & safety and discipline policies at all times.

· To deal with any emergencies or problems which occur, in line with the school’s policies and procedures.

· To ensure that completed work is collected at the end of the lesson and returned to the teacher, together with handover notes when required.

· To report to the teacher after the lesson, in accordance with the school’s agreed referral procedures on any issues arising, including the behaviour of pupils.

· To assist in the general efficient operation of the school, including providing cover for other support staff where necessary and as directed by the Headteacher.

· To attend staff meetings, participate in performance management arrangements and undertaking training and development as required.

· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information.

· To undertake administrative duties as required.

GENERAL

· To be aware of and comply with policies and procedures relating to child protection and safeguarding, including PREVENT, health and safety, confidentiality and data protection reporting all concerns to an appropriate person.

· Anything else that the Headteacher might reasonably request or is required to ensure the job is completed.
BIDDENHAM INTERNATIONAL SCHOOL & SPORTS COLLEGE

PERSON SPECIFICATION

COVER SUPERVISOR

	
	Essential
	Desirable

	Education/

Qualifications
	· Educated to GCSE level with English and Maths at Levels
9-5 (A* to C) or Level 4 and above (or equivalent).  


	· Educated to Degree level

· Educated to Level 3/A Level



	Experience


	· Experience of word processing and spreadsheet packages eg: Word and Excel.
	· Previous experience in a classroom support role.

· Previous experience of working in a school or educational establishment.



	Skills

Knowledge

Aptitude


	· Ability to maintain discipline in a classroom situation.

· Ability to cope with conflicting demands and deadlines.

· Effective interpersonal skills.

· Effective organisational skills.

· Ability to maintain confidentiality at all times.

· Ability to work as part of a team and to use initiative when required.


	· Knowledge of behaviour management strategies.

· Understanding of the educational system and National Curriculum.



	Motivation


	· Willingness to be flexible.

· Willingness to undertake training as appropriate.

· Ability to work on own initiative.

· Ability to work effectively as a member of a team


	· Interested in gaining teaching experience prior to applying for a teaching qualification

· Ability to inspire young people
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