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JOB DESCRIPTION FORM

This form will be used in the assessment of your role as part of the Framework Agreement and placement on the new spine.  Please refer to the Guidance Notes when completing this form.

	School/

Administrative Section
	School of Life Sciences

	Job Title
	Technician
	Current Grade
	X

	Current Post Holder
	A N Other
	Staff Number

(from payslip)
	123456

	Responsible to
	Enter the title of the post holder(s) responsible for line-management of this post.

	The Head of School through the Technical Resources Manager



	Responsible for


	Enter the job title(s) and number of posts for which this post holder is the line manager.  Attach a relevant organisational staffing chart for your area (if available).



	No supervisory responsibility



	Job Summary


	Enter a concise statement giving details of the primary purpose of this post.



	To provide support to medical students and staff to ensure the efficient operation of the Life Sciences Teaching Laboratory.



	Principal Duties and Responsibilities


	Enter up to 6 bullet points that capture the main responsibilities/activities associated with this post.



	· Provides assistance and advice to medical staff and students using the teaching laboratory regarding suitability of resources.

· Liaises with academic staff with regard to the appropriateness of resources and makes recommendations for future expenditure.

· Carries out maintenance of resources (models and kits), arranges repairs or replacements, where necessary, and catalogues and checks stock.

· Maintains and operates a consumable budget for the replacement or repair of resources.

· Demonstrates, where necessary, the use of resources and kits to individual students and staff or supervised groups.




ACTIVITIES

Please expand on the details of your role by providing additional information against the 14 elements below.  Please refer to the Annex to the Guidance Notes when completing this part of the form.

The following 14 elements are used in the HERA job evaluation system to analyse roles.  This information will be used to help in determining the appropriate grade for this role.

	HERA ELEMENTS
	PLEASE PROVIDE EXAMPLES OF YOUR JOB REQUIREMENTS

	1 Communication


	ORAL: 

Deals with queries from staff and students on a day-to-day basis.  Queries may vary in nature from simply advising about the availability of resources to discussing their use in general practice experience and evaluated assessments.

Explains how to use computerised models.



	
	WRITTEN: 

Mainly uses e-mail to respond to queries from staff and students about the availability and use of resources.  Responds to requests from academic staff (including doctors and other clinicians) regarding booking requests.

Produces written procedure sheets for new students and updates these annually and where necessary.



	2 Teamwork and motivation


	Member of the Life Sciences Technician Team responsible for running the teaching laboratory, not normally involved with the work of other technicians except for the team meetings held once per term.



	3 Liaison and networking


	Regular contact with security, secretarial, timetabling and accounts staff in order to provide and obtain information and data to carry out role.

Member of the Life Sciences Robotic network.  This is an external network that provides a mechanism for the exchange of information and sharing of ideas amongst staff working with robotic models in HE Life Sciences schools.



	4 Service delivery


	Provides a responsive service based on staff and student needs. Contact is normally initiated by the members of staff or students.

Identifies changes to users’ needs by obtaining feedback from staff and students.  Discusses feedback with Technical Team Leader with a view to modifying the service provided.



	5 Decision making processes and outcomes


	Makes independent decisions on a daily basis in relation to all aspects of the work of the Resources Centre: buys low cost items from the budget, checks stock from suppliers’ lists.

Meets with the Technical team Leader to discuss and agree maintenance schedules for models and kits.

Provides information to academic staff to help them make decisions about the purchase of additional and new types of computerised models and kits.



	6 Planning and organising resources


	Ensures the smooth running of the teaching laboratory, plans and prioritises own workload in accordance with the teaching schedule, decides when to order replacement stock or produce written instructions and help sheets.



	7 Initiative and problem solving


	Carries out regular maintenance of equipment, computerised models and diagnostic kits.  Solves standard problems for staff and students.

Some initiative is used in solving problems relating to the computerised models and diagnostic software problems.  Help is available from the IT section and supplier’s advice lines.




	8 Analysis and research


	Carries out research on new resources, including software, particularly relating to the use and application of computerised robotic models.  Uses the internet and the Life Sciences Robotics network to gather information.



	9 Sensory and physical demands


	Responsible for moving expensive equipment around the teaching laboratory, research laboratories and seminar rooms within the School.  Sets up and dismantles data projection and audio-visual equipment in the teaching laboratory and seminar rooms.



	10 Work environment


	The teaching laboratory is a fairly stable environment.  There are no hazardous substances such as sharps, chemicals or biological specimens.  Provides advice to staff and students on safe working practices within own area of responsibility.



	11 Pastoral care and welfare


	Expected to respond with sensitivity and tact where necessary to staff and students and to pass the individual on to a recognised contact, where required.



	12 Team development


	Involved in the induction of new technical team members and work experience placements, showing them around the teaching laboratories in the School and explaining basic procedures.



	13 Teaching and learning support


	Demonstrates the use of models and kits to students as required and to groups of students in supervised sessions.



	14 Knowledge and experience


	Required to have experience in the setting-up and use of the models, kits and presentation equipment without reference to others.  Ideally should possess a relevant formal science qualification.



	Any other significant activities not included above?




SIGNATURES

We the undersigned have reviewed the above job description and agree that it is an accurate reflection of the requirements of the post.

	Current Post Holder (Name in Block Capitals)   ………………………………………………………………………………………………….




	Signature   ………………………………………….…………………………….………………………    Date   …………………..…………………...




Head of School/Administrative Section or Designated Line Manager (Name and Position In Block Capitals)

	…………………………………………………………………………………………………………………………………………………………………………




	Signature   ……………………………………………………………………………...………………    Date   .…………………………………………




Where appropriate the Head of College/University Secretary may delegate the approval of any job description to an appropriate senior member of staff who has line-management responsibility for the post.

Head of College/University Secretary (Name and Position In Block Capitals)

	…………………………………………………………………………………………………………………………………………………………………………




	Signature   ……………………………………………………………………..……………………….     Date ……………………………………………




Please return the completed form to:

�





Job Code:





(For office use only)











