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Technician Creative IT for Digital Design



	School/Department: 
	Technical services
	Grade:
	5
	Reports to: 

	Technical Services Manager

	Responsible for: 


	N/A


	Summary of Main Job Purpose:

To provide technical support in the areas of Digital Design for Screen which meet the needs of the course, portfolio and students, and enable optimum use of technical facilities and actively support students to undertake cross-disciplinary practice




 
 MAIN DUTIES
·    To work within guidelines provided by the Technical Services Manager, including those for the allocation of duties, authorisation of hours of work, sickness, annual leave etc.
·     To carry out all work in accordance with the University’s Health and Safety policies and procedures.
·     To develop approaches that demonstrates facilities and skills to students wishing to adopt and engage with cross-disciplinary practice.

· To assist in the preparation, mounting and dismounting of assessment and other exhibitions, including Degree shows both on and off the campus premises. This applies within the context of relevant disciplines.

· To assist in the audit of the use of facilities.

Other Duties:
· Self-appraise and pursue, with the aid of an annual PDR, a plan for personal and continuing professional development.
· To attend weekend and evening events when required. Time off in lieu will be given.
· Undertake other responsibilities appropriate to the efficient operation of the University and commensurate with the post and grade.
· To cover non-specialist main duties in the short-term absence of other technicians as indicated by the Technical Services Manager.
· To give feedback and suggestions to the Technical Services Manager, so that they can represent those views as appropriate at university committees and working groups of which they are a member.
· 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.
·    To work within guidelines provided by the Technical Services Manager, including those for the allocation of duties, authorisation of hours of work, sickness, annual leave etc.
·     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:
· To induct students, through demonstration, into the designated area’s safe working practices, basic processes and proper use of equipment / materials, and record the achievement of these basic competencies.
· To offer technical advice and assistance on request by students and staff. 
· To assist in the organisation and preparation of external and internal shows and student exhibitions.
· To ensure the security and supervision of the designated areas and the equipment contained within them.
· To undertake and maintain a record of COSHH 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:
· 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.
· To ensure designated areas are clear, tidy and remain a healthy and safe working environment at all times.
· To maintain adequate stock levels of consumables and tools in consultation with the budget holder, raise purchase orders in accordance with Finance Policies and Procedures, and take deliveries.  
· Advise on the long-term development of facilities and when appropriate remove or install equipment.
Specialist technical duties

To provide expertise, guidance, support, and demonstrations. Including:
· To be able to use and deliver demonstrations in motion graphics software (i.e. Adobe After Effects).  
· To be able to use and deliver demonstrations in Adobe Creative Cloud software (including Photoshop and Premiere).
· The preparation and delivery of content related to digital film, sound, editing and digital manipulation.
· To prepare and deliver related hardware and software demonstrations in accordance with Course requirements.
· To cover for short term absence of colleagues in other departments within his/her sphere of competence.
· Any other duties commensurate with the grade of the post.

Specific demonstrations to be agreed and reviewed with Technical Services Manager on an on-going basis.

· Undertaking health and safety duties and responsibilities appropriate to the post.
· Maintaining and promoting equality and diversity within the terms of the University’s published procedures.

The University actively encourages staff development and training. You are expected to participate in training and development activities as necessary to meet job, institutional and personal development.

Training and development are primarily focused as developing you in your present role.  However, some part of the long-term training strategy of the University includes identifying personal development needs that will improve your performance and skills as an employee of the University.
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Selection Matrix

This matrix identifies the criteria needed to be effective in the position.  These will be used for selection purposes. 
	[bookmark: _Hlk109211881]Criteria

	Essential
	Desirable
	Used to shortlist (max of 5)

	Qualifications 

	1
	National Qualification Framework Level 4 equivalent or equivalent experience
	☒	☐	☒
	Knowledge & Experience

	2
	Experience using Adobe CC packages with particular emphasis on After Effects.
	☒	☐	☒
	3
	Experience in digital film, sound, editing and digital manipulation.
	☐
	☒	☐
	4
	Experience in video compositing, motion graphics design, and animation.
	☒	☐	☒
	5
	Ability to offer advice on different types of files, file conversion and their application across Adobe products.
	☐	☒	☐
	Ways of Working 

	6
	Excellent team working skills identifying opportunities to work and support colleagues within and outside of own function
	☒	☐	☐
	7
	Excellent organisational, time management and planning skills with the ability to work under pressure and prioritise as appropriate.
	☒	☐	☐
	8
	Excellent problem-solving skills, resourcefulness, responsibility, and the ability to demonstrate initiative and self-motivation.
	☒	☐	☒
	9
	Creating teaching/training material for a range of skill levels, also designing and delivering technical workshops.
	☒	☐	☒
	Personal Attributes/Behaviours

	10
	Excellent written and verbal communication skills, able to explain technical information in an accessible way
	☒	☐	☒


Does this role require a DBS check?		No
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