JOB DESCRIPTION: 
This is a varied role where you will be working alongside the Art and Design teachers. At times the jobs can be creative and fun and other times less so but an enthusiastic approach with a dash of humour will ensure you have a productive and positive day.

You will need to be flexible and adaptable as no two days are exactly the same and different members of staff may have different expectations, however, never unreasonable. Staff will never expect you to do anything that they wouldn’t and don’t do themselves. At times you will be allowed to use your initiative and other times the job might mean that you follow instructions set out by the member of staff.

Below is a list of the type of jobs you will be required to do.
Some admin work for Art  Department such as:
Distributing allocated post to Department Staff
Whole Department orders and copying such as exam papers etc
Parents Evening attendance
Sorting SEN information
Dealing with post exam work
Dealing with ex students and their work
Assisting in repacking during GCSE Exam moderation
Keeping files relating to orders, SEN, others
Load assessment on to SIMS when required
Take messages
Downloading images and deleting images from cameras
Stationary maintenance

General duties (in no particular order) performed in A1, A2, A3, A4 and D4

Supervise use of cameras when required

Cutting and preparing fabric

Over locking

Preparing sewing machines 

Supervising the use of sewing machines when required

Sorting out pupils work

Photocopying

Laminating

Load and un-load kiln.

Tidy teacher’s desk when required 

Preparing colour slips and oxides

Preparing clay

Preparing materials for print making

Cleaning sinks and associated equipment such as brushes, palettes etc…
Help clean tables at end of lessons when required

Watering plants

Sort storage

General tidying

Help in putting up displays 

Preparing resources for lessons, such as: cutting paper and cardboard, sharpening pencils, filling paint pots, filling glue pots etc…
Ordering stock

Assisting in lessons when more than one student needs help

Handing in commendation slips and detention slips to the office

