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JOB DESCRIPTION: SECONDARY SCHOOL TECHNICIAN

LAST REVIEWED: January 2023

VALID: 2022-25 School Years

JOB POSITION: Secondary School Technician

REPORTS TO: Head of Department

WORKS WITH: Department teachers, Principal’s Assistant, Director of Government Relations,
Purchasing and Operations staff, Zhongkao Coordinator.

OVERVIEW OF PURPOSE

To work with teachers as part of a professional team to support learning by providing
technical assistance through working with pupils in the delivery/demonstration of practical
learning activities and the preparation and maintenance of teaching areas and equipment
for pupils. Areas of responsibilities

RESPONSIBILITIES

1. SUPPORT TO THE CLASSROOM

a) Plan and implement the preparation and distribution of apparatus to the
laboratories/ classrooms as requested by teaching staff.

b) Advise and check work that is carried out in the science laboratories or Design
classrooms and prep rooms by outside contractors.

c) Attend lessons and assist teaching staff with demonstration lessons and practicals
when required.

d) Set up and test experiments or practical activities to ensure they perform as
expected.

e) Maintain equipment before lessons, assessments and examinations to ensure that
they work.

F) Assist in covering work and supervision when teaching staff are absent.

g) Implement structured and agreed on practical learning activities for groups or on a
one-to-one basis, as prepared by, and under the direction of, the class teacher

h) Contribute to the planning and development of systems, policies and procedures for
their technical area.

i) Provide clerical and administrative support to the classroom teacher as directed

j) Support the planning, administration and execution of events held by the
department such as exhibitions and competitions.

k) Under the direction of a teacher, supervise planned learning activities of individuals,
groups or whole classes of pupils.
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Under the direction of a teacher, facilitate learning activities for groups and/or
whole classes of pupils.

ADMINISTRATION

Carry out the annual audit of stock.

Label and store equipment in a logical manner that allows for easy retrieval and
identification of lost items. Maintain a reference guide and inventory along with the
labelling system for review and use.

Keep a record of the curriculum area budget expenditure and track trends from year
to year.

Provide faculty with an overview of stationery and stock and maintain supplies.
Update records, including production of reports and analysis of information to be
available on demand for review and inspection.

Help with the organization of department trips including help with the supervision of
students during the trip.

Provide accurate and timely translation of key communications for members in the
department, government guidelines, learning resources and other translation tasks
as assigned by the Head of the Department.

RESOURCES

Assist with the development of teaching resources.

Liaise with technical and teaching staff regarding any problems in the ordering of
apparatus or consumable items.

Liaise with technical and operations staff for the routine servicing of all equipment in
the department and arrange refurbishment and upkeep as required.

Ensure the clean, safe and appropriate operation of equipment_as needed and
arrange maintenance and servicing, annually or as appropriate.

Collect materials from school grounds and local suppliers.

Prepare and make teaching aids as required.

Develop, prepare and maintain specialist resources as required.

Order and maintain resources within an agreed budget.

Demonstrate the use of equipment to technical and other staff.

HEALTH, SAFETY AND SECURITY

Align all practices to meet the minimum standards as set out by CLEAPSS for safety
and appropriate procedures for risk assessment and good practice.

Establish and implement appropriate risk assessments for use by teachers and
students for class practical work and the broader use of equipment within the
department on a regular basis.
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c) Ensure the school is in line with or exceeds minimum government regulations
related to the safe storage of equipment.

d) Maintain the safe storage of tools and equipment

e) Ensure the safe treatment and disposal of used materials, including hazardous
substances, and respond to actual or potential hazards.

f) Serve as health and safety representative for the curriculum area and attend Health
and Safety meetings as required.

g) Handle emergencies in classes, breakages and spillages of chemicals in line with
international safety standards.

h) Check materials and equipment before and after use by the class for quantity and
damage.

i) Ensure the safe and secure storage of allocated resources/materials/equipment to
prevent unauthorized access/misuse.

j) Complete the annual portable appliance testing (PAT) for appliances and equipment
within the department or the local equivalent to ensure all portable appliances are
safe to use. (See j).

k) Ensure adherence to health and safety regulations by technical support staff within
the school within the curriculum area.

5. SUPPORT FOR SCHOOL

a) Promote and safeguard the welfare of children and young persons you are
responsible for or come into contact with.

b) Be aware of and comply with policies and procedures relating to child protection,
health, safety and security, confidentiality, and data protection, reporting all
concerns to an appropriate person.

c) Be aware of, support and ensure equal opportunities for all.

d) Contribute to the overall ethos/work/aims of the school.

e) Appreciate and support the role of other professionals.

f) Attend and participate in relevant meetings as required.

g) Participate in training and other learning activities and supervision, performance
evaluation and professional development as required.

h) Assist with pupil needs as appropriate during the school day.

i) Attend supervision duties of students for the school as assigned.

OTHER

Assist with other duties as assigned by the Head of the Department and/or the Secondary
School Management Team (SMT).
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PERSON SPECIFICATION (PS): TECHNICIAN

PS.A. EXPERIENCE
1. Five or more years of successful experience in a related discipline and role at another
international school
2. Understanding of IBDP & MYP teaching (preferred)
3. Two or more years serving in international schools (preferred)

PS.B. QUALIFICATIONS:
1. Bachelor’s degree from an accredited college or university (required);
2. Master’s degree in an education-related field (preferred)
3. Fluent English speaker (required)
4. Technician qualification (preferred)

PS.C. KNOWLEDGE/SKILLS:
1. An excellent standard of practical knowledge.
2. A working knowledge of relevant equipment.
3. Ability to work constructively as part of a team, understanding school roles and
responsibilities and your own position within these.
Ability to organize, lead and motivate other staff.
Good communication/interpersonal skills.
Ability to relate well to children and adults.
Good organizing, planning and prioritizing skills.
Methodical with good attention to detail.
. BEHAVIOURAL ATTRIBUTES:
Follows the school’s Code of Conduct and demonstrates Daystar Academy Core
Values

PS.

PO ®Now R

2. Builds personal relationships with stakeholders, through regular contact and
consultation.

3. Coaches and empowers team members to take responsibility for ensuring customer
care.

4. Understands the school’s development plan and how it relates to team and

individual objectives.

Accepts, supports and quickly implements change.

Identifies and promotes best practice and encourage the sharing of ideas.

Proactively seek opportunities to increase job knowledge and understanding.

Values the diversity of individuals, adaptable approach to meet individual needs and

effectively utilize the diversity of team members.

@ N o u

9. Works with others to resolve differences of opinion and resolve conflict.
10.Requires minimum supervision.
11.Takes responsibility for own and team actions.

12.ldentifies and overcomes barriers and manages risks.
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13.Takes quick and effective action.

14.Demonstrates focused implementation of role and responsibilities.

15.Builds strong team ethos where everyone feels valued.

16.Provides timely, sensitive and honest feedback on performance.

17.Is accountable for own development and encourages the ownership of development

needs amongst team members.

PS.E. CHILD PROTECTION
In addition to the ability to perform the duties of the post, issues relating to child protection
and promoting the wellbeing of children will need to be demonstrated, these will include:

1. Motivation to work with children and young people.

2. Ability to form and maintain appropriate relationships and personal boundaries with
children and young people.

3. Emotional resilience in working with challenging behaviors and

4. Attitudes to use of authority and maintaining discipline.
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