Job Description 
Job Title:
Film and Media Studies Technician

The Film and Media Studies department technician's is to support the technical provision of the department and support in the teaching and administration of the department. On the days that the technician is employed, duties are to;

· Manage the booking out of and maintenance of all technical resources; cameras, tripods, lights, dollies and all other miscellaneous materials.

· Daily check the status of all technical equipment, cameras, lights, tripods etc. Ensuring all cameras are fully charged, and equipment is permanently in a fit state to be loaned out.

· Create and update media displays throughout the department’s classrooms and corridors.

· Archive all coursework electronically and create DVDs and CD ROMs to be sent to exam boards.

· Continually update the department’s Google Suite, with regular postings and links to relevant resources. Upload coursework details and coursework examples to hand in folders and exemplar folders.
· Be involved in the development of the departments ‘Google Suite’ facility.

· Review and update Graveney Film and Media’s YouTube channel.
· Attend training in support of professional development and to further develop skills in relevant software programmes such as ‘Photoshop’ and ‘Final Cut Express’.  

· Create AV presentations, playlists and display for work for exhibition and publicity material for Year 6, Year 9 and Sixth Form opportunities evening.
· Provide technical and administrative support in setting up displays for open evenings.
· Manage the film and media department’s displays throughout the school, regularly checking on the condition and relevance of displays.

· Facilitate learning at KS4 and 5, by offering technical support to GCSE and A-level students on relevant creative programs. 
· Mange equipment orders and departmental equipment inventory.
· Assist with other departments pending requests for assistance. 
· Support departmental trips and on request pending availability other school trips.
· Security label and tag all new equipment with Graveney security ID. 

· Attend open evenings as an ambassador for the Film and Media Studies Department.

· Liaise with ICT and other relevant staff regarding the support and use of ICT systems and technological resources.

· Keep up to date with changes in new media technologies, inform media department staff and make recommendations regarding new equipment and resources.
· Perform a range of administrative duties, such as typing out orders and typing out drafts of non-confidential letters, photocopying and filing non-confidential paperwork, assisting in the administration and organisation of trips and visits etc.  

· Managing stationary stock and creating new orders for such items when required.

· Performing any other duties in relation to the successful running of the department as and when requested by the head of department and/or other media teachers to the best of your ability.

· Be obliging and respectful to all staff and students at all times.

· Act as a role model and ambassador for the Film and Media Studies department.

· Act as s role model and ambassador for Graveney School and Sixth Form.
SAFEGUARDING CHILDREN

To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the school


To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.


To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

Person Specification
· Able to work well with both staff and students 

· ICT literate and interested in remaining well informed of developments in new media technologies 

· Genuinely interested in students and supporting pupils to progress  

· Diplomatic and considerate in their interactions with others 

· Good organisational and time management skills 

· Punctual and be able to prepare equipment in time for lessons

· Able to work independently and effectively to develop projects and see them through 

· Able to act as a role model and ambassador for Graveney School and Sixth Form

· Be able to anticipate potential issues or situations that need responding to

· Flexibility 
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