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	School/Department:
	Technical services
	Grade:
	4
	Reports to:
	Technical Services Manager

	Responsible for:
	N/A

	
	

	Job Summary and Purpose:    

	
To provide effective and efficient stock administration, including booking, receiving, checking and servicing of equipment held within the Equipment Hire Department. 




01	MAIN DUTIES
This professional role will encompass all of the following, but the balance of duties and responsibilities will be determined in agreement with your line manager and the principles of the stated job purpose.
1.1 Main Duties/Responsibilities 
1.1.1 To work within guidelines provided by the Technical Service Manager, including those for the allocation of duties, authorisation of hours of work, sickness, annual leave etc.
1.1.2 To carry out all work in accordance with the University’s Health and Safety policies and procedures.

To provide support for student learning and academic teaching including:
1.1.3	To offer technical advice and assistance on request by students and staff.
1.1.4	To assist in the organisation and preparation of external and internal shows and student exhibitions.
1.1.5	To ensure the security and supervision of the designated areas and the equipment contained within    them.
1.1.6.	To undertake and maintain a record of COSSH and risk assessments necessary for the operation of the designated areas.



To ensure that the named range of facilities are prepared on a day-to-day basis and remain operational for scheduled times of access including:

1.1.7	To construct a schedule for the maintenance and repair of equipment within the defined areas and carry out routine work, which is not covered by service contracts.
1.1.8	To ensure designated areas are clear, tidy and always remain a healthy and safe working environment.
1.1.9	To maintain adequate stock levels of consumables and tools in consultation with the budget holder, raise purchase orders in accordance with Finances Policies and Procedures, and take deliveries.  
1.1.10	Advise on the long-term development of facilities and when appropriate remove or install equipment.

1.2 	Other Duties
1.2.1	Self-appraise and pursue, with the aid of an annual PDR, a plan for personal and continuing professional development.
1.2.2	To attend weekend and evening events when required. Time off in lieu will be given.
1.2.3	To cover non-specialist main duties in the short-term absence of other technicians as indicated by the Technical Service Manager.
1.2.4	To give feedback and suggestions to the Technical Service Manager, so that they can represent those views as appropriate at university committees and working groups of which they are a member.
1.2.5	Ensure compliance with all relevant legislation and take responsibility for understanding and implementing University policies and procedures including those governing Health and Safety, Equal Opportunities, Copyright, Data Protection, Freedom of Information and Disability, within the remit of the post.
1.2.6	To undertake such other duties as are within the scope and spirit of the job purpose, the job title, and the grade.
1.2.7	Take responsibility for the health and safety of yourself and others in carrying out the duties of the role.
1.2.8	To promote equality, diversity and inclusion in your performance of your duties.
1.2.9	To take responsibility for safeguarding of children and vulnerable adults as a member of UCA staff.
1.2.10	To actively participate in learning and development to meet the requirements of your role and the organisation.
1.3        Specialist Technical Duties
To provide professional expertise, guidance and support in the Equipment Hire Department including media equipment, software, and associated processes, to include:
1.3.1	To facilitate the efficient checking, distribution and receiving of all items within the Equipment Hire Department (EHD).  
1.3.2	Preparing equipment bookings to be collected by students and staff.
1.3.3	Maintaining the loan system (SmartHub) in accordance with University requirements.
1.3.4	Field technical support enquiries from users to relevant technicians.
1.3.5	Organise and maintain the storage area(s) in accordance with Health & Safety and Fire regulations.
1.3.6 Provide basic administrative support (e.g. assisting in updating Area Risk assessments, Stock Checks and administrating student fines).
1.3.7 Conducting annual stock checks and accurately checking equipment inventory.

[bookmark: _Hlk156307019]02 	DUTIES OF ALL STAFF 

[bookmark: _Hlk156312999]2.1 	To undertake such other duties as are within the scope and spirit of the job purpose, the 	job title, and the grade. 

2.2 	Maintain and promote health, safety & wellbeing awareness and commitment within the 	framework of the University's Health, Safety & Wellbeing policy. 

2.3	Take responsibility for health and safety of yourself and others in carrying out the duties 	of the role.  

2.4	To promote equality, diversity and inclusion in your performance of your duties.

2.5	Undertake any other work and hours of work as required to commensurate with the level 	and responsibility of the post. 

2.6	To actively participate in learning and development to meet the requirements of your role 	and the University.  
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	Essential
	Desirable
	Used to shortlist

	Qualifications

	1
	National Qualification Framework Level 3 equivalent or equivalent experience working in Equipment Hire / Media Stores.
	
	
	

	Knowledge & Experience

	2
	Knowledge and experience of Film, Photography and Audio-Visual equipment.
	
	
	

	3
	Knowledge and experience with asset management software (SiSo or similar platform)
	
	
	

	4
	Experience of conducting stock checks, inventory management and updating systems.
	
	
	

	Ways of Working

	5
	Excellent administrative skills. Computer literate with working knowledge of the Microsoft Office 365 software: Teams, Word, Excel, e-mail and internet skills.
	
	
	

	6
	Excellent written and verbal communication skills, able to explain technical information in an accessible way.
	
	
	

	 Personal Attributes/Behaviors
	
	
	
	

	7
	Good customer focused support and experience in dealing with customer enquires/issues.
	
	
	

	8
	Excellent team working skills identifying opportunities to work and support colleagues within and outside of own function
	
	
	

	9
	Excellent organisational, time management and planning skills with the ability to work under pressure and prioritise as appropriate.
	
	
	

	10
	Excellent problem-solving skills, resourcefulness, responsibility, and the ability to demonstrate initiative and self-motivation.
	
	
	

	
	
	
	
	


Does the role require a DBS? NO
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