
 

 

1 
 

Sensitivity: Official 

 
 

Job Profile comprising Job Description and Person 
Specification 

Job Description 
 

 Job Title:  
Sign Shop Technician 

Grade:  
SSA Link Grade Sc3 - Sc4 
£30-225 - £34,389  
 

Section:  
 Highways Sign Shop (Wandsworth)  
 

Directorate:  
Resident Services 

Responsible to following manager: 
Sign shop Manager 

Responsible for following staff: 
Not applicable 

Post Number/s: 
 

Last review date:  
June 2026  

 

Working for the Richmond & Wandsworth Better Service Partnership 
 
We’re Richmond & Wandsworth Better Service Partnership, the shared public service 
team for Richmond and Wandsworth Councils. Like any local authority, our role is to 
deliver the agenda of our elected members on behalf of the people who live and work 
in our part of the world. We deliver key services to our communities including social 
care, public health, children’s services, housing and regeneration and environmental 
and community services.  
 
Our joint workforce creates efficiency and resilience by bringing more creativity to the 
way we work, more objectivity and adaptability too, helping us deliver better services 
for all our residents. 
 
We’re here to help our communities thrive in a changing world, and to be there for the 
people who need us most we believe we need to keep adapting. That’s why, at 
Richmond & Wandsworth Better Service Partnership, you’ll be at the forefront of 
innovation in local government, and we’ll invest in you and offer you opportunities to 
grow in a way only our unique organisation can.  
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Job Purpose  
 
Responsible for the fabrication and installation of the borough’s signs and other 
related traffic activities, ensuring all signs are made to specification and to customer 
satisfaction.     
 
 
 
Specific Duties and Responsibilities 
 
 

1. The delivery of Sign Shop fabrication and installation. The position also 
forms an integral part of Highways in the overall emergency out of hours 
service when required and the highway response to winter service needs. 

 

2. Learn to produce and fabricate signs and other traffic related products 
using correct materials and in line with the Traffic Signs Regulations and 
General Directions 2002.  

  
3. There are additional requirements in some waste management and to 
make a positive contribution to developing the sections approach to mobile 
working, receiving works ordering and agreeing joint priorities in the 
methods and timings of repairs, use electric bike to install posters on a 
monthly basis.  

  
4. The fabrication of signs and installation in accordance with ISO 9001 & 
CE Marking and contributing towards a strong and highly valued Sign Shop 
Service.  

  
5. Plan their works in a suitable manner to maximise their productivity and 
performance. They should also have the ability to maintain records of 
completed works and accurately record any amendments. 
 
6. To use electrical and mechanical tools and plant to cut, shape and 
assemble signs.  

   
7. Work closely with the Street Environment (Inspection and Enforcement 
Team and Network Teams), Traffic & Engineering, Planning and 
Transport, Housing, Parking and any other sections to help identify and 
solve particular street environment issues.  

 
Generic Duties and Responsibilities 
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• To contribute to the continuous improvement of the services of the 
Boroughs of Wandsworth and Richmond.   

  
 
 
 

• To comply with relevant Codes of Practice, including the Code of 
Conduct and policies concerning data protection and health and safety.  

  
• To adhere to security controls and requirements as mandated by the 
SSA’s policies, procedures and local risk assessments to maintain confidentiality, 
integrity, availability and legal compliance of information and systems.  

  
• To promote equality, diversity, and inclusion, maintaining an awareness 
of the equality and diversity protocol/policy and working to create 
and maintain a safe, supportive and welcoming environment where all people 
are treated with dignity and their identity and culture are valued and 
respected.  

  
• To understand both Councils’ duties and responsibilities for safeguarding 
children, young people and adults as they apply to the role within the council.    

  
• The Shared Staffing Arrangement will keep its structures under continual 
review and as a result the post holder should expect to carry out any other 
reasonable duties within the overall function, commensurate with the level of 
the post.  

 

Additional Information  

Undertaking the standby scheme for the winter service on a rota basis and some staff 
will be required to participate in the Emergency Out of Hours Standby Service 
(including depot emergency cover and any additional out of hours service that 
is required). Should be prepared to respond to the Councils major Emergency Plan 
when required. E.g. sand bagging, storm damage etc.  

 
Team structure 



 

 

4 
 

Sensitivity: Official 

 
 

Person Specification 
 

Job Title:  
Sign Shop Technician 

Grade:  
SSA Link Grade Sc3 - Sc4 
£30-225 - £34,389  
 

Section:  
 Highways Sign Shop (Wandsworth)  
 

Directorate:  
Resident Services 

Responsible to following manager: 
Sign shop Manager 

Responsible for following staff: 
Not applicable 

Post Number/s: 
 

Last review date:  
June 2026  

 
 
Our Values 

THINK BIGGER 

    EMBRACE DIFFERENCE 

CONNECT BETTER 
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LEAD BY EXAMPLE 

 PUT PEOPLE FIRST 

 
 

Person Specification Requirements  
  

Assessed 
by   

A/I/T/C   
(see below for 
explanation)  

  Knowledge  Essential  Desirable  Assessed  
  Possess a working knowledge of safe 

working practices in order to take all 
reasonable care of the health and safety of 
him/herself and/or other persons who may 

be affected by his/her actions or 
omissions.    

  X   A&I  

  The ability to manufacture signs using a 
range of industry recognised materials and 

installation thereof.    

 X   A&I  

   Have the knowledge to prepare and 
install signs, work within (The Traffic Sign 
Regulation General Directions 2016 and 

the Traffic Sign Manual chapter 7) 

   X A&I   

  Experience  Essential  Desirable  Assessed  
  Ability to use own initiative and work 

alone.    
   X A&I   

 Be prepared to read and understand 
maps, plans, work orders and able to 

layout traffic management.   

 X A&I  

 Ability to use machinery and work under 
minimum supervision.  

 X A&I  

 Experience with computer design 
programs would be an advantage (e.g. 

Photoshop, Auto Cad, Omega 
Composer, Sign plot, Sign Lab)  

 

X  A&I  

   Be reliable and flexible in work 
approach, able to listen and follow 

instructions.   

   X  A&I  

  Experience in working in a busy sign shop 
environment and be multi-skilled in all 

associated sign shop works.    

  X   A&I  

  Skills  Essential  Desirable  Assessed  
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  Ability to manufacture signs using a range 
of industry recognised materials and the 
installation thereof.     

 X   A&I   

   Be flexible in your approach to work and 
take on many various tasks given 

  X   A&I  

 The ability to carry out heavy manual tasks 
involving lifting and handling materials and 
equipment, loading and unloading vehicles 

etc.   

 X A&I  

 The ability to work without supervision or 
part of a team.   

X  A&I  

 Knowledge and application of Health & 
Safety Responsibilities would be an 
advantage.   

• Duty of care for self and 
others   
• PPE & Manual Handling 
issues  

First Aider  instructions.   

 X A&I  

 Experience in working in a busy sign shop 
environment and be multi-skilled in all 

associated sign shop works.   

 X A&I  

  Able to operate machinery, Chop 
saw, power/hand tools and learn to install 
signs to walls and lamp columns.  

 X A&I  

 Computer literate, able to use computes 
programmes, proficiently and input data 

accurately.  

X  A&I  

 Able to operate small tools, 
sharp instruments and machinery.  

 X A&I  

  Learn to read and understand drawings 
and plans to install signs/schemes to 

specification and in line with Richmond’s 
QA standards and practices  

  X   A&I  

  Qualifications  Essential  Desirable  Assessed  
  Full Drivers licence (optional)       X  A&I  
  Forklift/loading shovel operator’s licence 

or certificate of competency if required.    
 X   A&I   

    

Opportunity to obtain NVQ Level 2 in Sign 
Manufacturing within 2 years.  

 

   X A&I   
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Our Values are embedded across Richmond & Wandsworth Better Service Partnership 
and throughout all roles and responsibilities at all levels of the organisation. Please 
familiarise yourself with our values as they are an integral part of our recruitment and 
selection process. 
  

 
A – Application form / CV 
I – Interview 
T – Test 
C - Certificate 
 

https://www.richmond.gov.uk/media/afdbdeao/five_values.pdf

