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REQUEST FOR EVALUATION OF NEW/VACANT ROLE

	Professional Services Division / Faculty / School:
	Generic role

	Process Owner area:
(where applicable e.g. Education and Students Process area)
	X Process – Technical Staff

	Divisional Head’s / Faculty Manager’s / School Manager’s Declaration:
(where applicable)
	“I confirm I agree with the requirement for evaluation and the content of the job description.”  ☐(check box)

Name(s):

	
	

	Job Title (Current):
	Level 1 Specialist Technician (Teaching)

	Job Category: (select from drop down)
	Technical Services
	Reason for establishing new role or changes to vacant role:

	Part of a project to establish Generic JDs supporting the new Technical Career Framework.

	If vacant role, please state the name of the previous role-holder:
	

	Anticipated Grade:
	G

	NOW SEND THIS FORM AND THE NEW JOB DESCRIPTION TEMPLATE BY E-MAIL TO THE RELEVANT FACULTY / DIVISIONAL HUMAN RESOURCES MANAGER / OFFICER

	For HR Use Only

	Date received:
	15th January 2018

	Does the role fit / make sense within the Professional Services Divisional / Faculty / School structure?
	☒ YES   ☐ NO

	Does the role overlap with any other service area outside of the existing Professional Services Divisional / Faculty / School structure? 
	☐ YES   ☒ NO 

	Have the grade descriptors (where appropriate) been used?
	☒ YES   ☐ NO   ☐ N/A

	Is the JD well-structured and coherent?
	☒ YES   ☐ NO

	Can the grade expectation be met?
(Know How check completed?)
	☒ YES   ☐ NO

	Name of Role Expert to attend the panel (where deemed necessary by the HRM/O):
	Fred Hale

	Where appropriate, any contextual information for the Technical Adviser:
	Information Cover Sheet & Technical Career Framework also submitted for information.

Yellow highlighted sections are to be completed for recruitment.

	Confirmed job description template ready for evaluation:
	☒ YES   ☐ NO

	HR Manager / Officer:
	Laura Balkwill

	Date:
	[bookmark: _GoBack]5th March 2018

	Please now forward to: reward-team@bristol.ac.uk





















Level 1 Specialist Technician (Teaching)
 
JOB DESCRIPTION 
(Guidance notes are available to assist in completion of this template)

[bookmark: _Hlk503365251]Faculty / School or Division:  Generic role across all Faculties and Schools
Faculty/School or Division Address:   

	Job Family:
	Technical Services
	Grade:  
	
	Salary range:
	

	Hours of work:
	
	Contract type:
	

	Work pattern:
	Full or part time
	Vacancy Reference Number:



Main Job Purpose
Contribute to the development and delivery of practical and classroom teaching activities.  Proactively liaise with key stake holders to ensure that learning spaces are prepared for teaching and compliant with relevant Health and Safety and other legislative or policy requirements. To support teaching activities by providing guidance and training in relevant techniques and processes.

(SHORT description of teaching space, if necessary)
[bookmark: Text9]
Main Statement of Responsibilities[footnoteRef:1]  [1:  Specific details can be added to relevant responsibilities as needed (e.g. type of equipment/consumables).] 

(Once complete, these headings can be re-ordered to reflect role priorities. Please use the sub-headings below referring to guidance notes)       

The Student Experience
Contribute professional expertise in the design of a stimulating learning environment.

Interact with students, monitor progress, and provide guidance and support in the teaching and learning environment, to enable excellent teaching and learning for all types of students. 

Use specialist experience to provide services, guidance, troubleshooting, support and training to students conducting research studies or projects.

Maintain an understanding of academic and pastoral student support procedures, provide direct support and/or making referrals to the wider University support network as appropriate.

Professional Practice
Contribute to the design and delivery of teaching within a laboratory/laboratories or other teaching space(s), typical duties would include [Delete where not relevant[footnoteRef:2]]: [2:  No more than two of these should be deleted.] 

· Work with key stakeholders to plan and deliver teaching sessions, contribute specialist knowledge and expertise.
· Recognise and resolve problems, including complex issues, e.g. fault diagnosis, experiment or process improvement.
· Evaluate effectiveness of teaching practical outcomes, to inform future development, and monitor consistency between repeated sessions.
· Task others to and/or carry out independently the preparation and lay out of equipment and consumables as required for teaching; and clear away after teaching sessions, ensuring space is ready for next use.
· Source and maintain stocks of teaching materials and consumables, as well as input into larger and more specialist purchases, liaise with relevant contacts and suppliers to ensure cost effectiveness.
· Operate, service, maintain and calibrate specialist equipment.
· Write risk assessments and method statements/standard operating procedures (SOPs), ensuring compliance with all relevant guidelines.  Understand and follow all relevant Health & Safety guidelines.
· Train others in specialist processes, provide advice and guidance to all users of the space. Give task direction to others when necessary.

Planning & Organising Resources
Plan, manage and prioritise own workload, with limited management direction; responding to the changing priorities and needs of a busy, dynamic environment, working to tight timeframes to ensure commitments to teaching are met.

Plan resource requirements in advance to meet scheduled teaching activities, e.g. staffing numbers for teaching sessions, facilitating timetabling, monitoring a delegated budget, ensuring availability of functional equipment, consumables availability.

Contribute technical knowledge and experience to the design and delivery of existing and new teaching units.

Governance and Compliance
Use of specialist knowledge to implement and review local rules, University Health & Safety policies and legislative requirements; set and uphold standards, e.g. safe working, good working practices, relevant legal frameworks.

Report, advise and deal with any incidents of non-compliance as appropriate.

Leadership and Management
Where appropriate induction and supervision of students and other technical staff; provide task direction where necessary to achieve objectives.

Day to day supervision of Technicians, Technical Assistants or apprentices where appropriate.

Relationships 

Line manager:  Appropriate Leading Technician or Technical Manager

Line manager to (where appropriate):  unlikely to have formal line management responsibility but will undertake day to day supervision of Technicians, Technical Assistants or apprentices where appropriate
Organisation Charts 

Please note these are generic structure charts and should be replaced with the local structure chart on recruitment

Key for all diagrams
Core Technical Staff

Academic Staff
Professional Services Staff
Externally funded Technical Staff
Dotted line denotes Associate Management
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Job Hazards/Safety Critical Duties (Pre-employment health screening)
(Please refer to the guidance notes at: http://www.bristol.ac.uk/hr/resourcing/practicalguidance/appointment/checks.html)

As this is a generic role, this section will need to be completed for specific hazards on recruitment.

The following duties are an intrinsic part of the role and any offer of employment will be conditional upon satisfactory health screening by the University Occupational Health Service:

· 
· 

(IF THERE ARE NO JOB HAZARDS/SAFETY CRITICAL DUTIES PLEASE DELETE PARAGRAPHS ABOVE AND STATE “NOT APPLICABLE”)



PERSON SPECIFICATION[footnoteRef:3] [3:  Desirable criteria can be added on recruitment if necessary.  Also, specific skills or areas of experience may be added as needed to the relevant ‘essential’ bullet point.] 


Relevant Experience, Skills and Knowledge

Essential 
· Detailed specialist knowledge and refined skills; demonstrated experience in (specify specialist knowledge/topic/s here) specific areas of practice
· Ability to review and advise on complex procedures
· Good IT skills, and an ability to learn to effectively use new software or IT systems when required
· Excellent organisational skills, with the ability to deal with and prioritise a range of ongoing tasks at the same time and to be able to cope under pressure
· Ability to carry out procedures in an accurate and timely manner, and contribute to process improvement
· Ability to work independently towards pre-defined goals
· Maintain a high level of accuracy, consistency and precision in all areas of work
· Innovative approach to work  

Relevant Qualifications

Essential 
· Relevant qualification at GCSE/A-Level, or NVQ, or equivalent level, and broad relevant work experience; or substantial work experience in a relevant role.

Desirable
· Appropriate professional registration
· Engagement in appropriate teaching and learning training
· Relevant qualification at degree or equivalent level

Communication and Interpersonal Skills

Essential 
· Polite and courteous approach when dealing with others
· Ability to effectively communicate with a wide variety of contacts
· Ability to work both independently and as part of a team 
· Ability to convey knowledge and complex technical information  
· Good influencing and negotiation skills

Additional Criteria 

Essential 
· Commitment to customer care and to providing a quality service
· Take ownership for continuous improvement in own knowledge, practice and skills
· Ability to use initiative in service delivery and teaching design





JOB EVALUATION

N.B. 3.1 – 3.3 are only required for UBJES evaluation. 

0. Work Examples  
These indicative examples are included to set the range and general level of activity and should be replaced as required to reflect specific roles but will need to be at the same general level as the indicative examples.  This is to enable your HR team to demonstrate that the work required is at the appropriate level.

1. Health and Safety
As a source of specialist knowledge in a particular area, the role holder performs an essential role in setting and maintaining high standards of working practice to ensure a safe and efficient teaching environment. 

They will constantly check and verify that all users of the space (e.g. academic staff, technicians, HPTs, students) are adhering to local rules and safety requirements and will regularly review and update risk assessments and other documents.  Where modifications are made, they will communicate changes to the relevant users, and ensure compliance accordingly.  They will also report any accidents and incidents, including near misses, via the appropriate channels.  The role holder will play a key role in communicating day-to-day operations, acting as a point of contact for any problems or queries within their areas.  In addition, through regular meetings with the Technical Manager and other members of the technical, school and faculty teams, they will ensure local staff are kept informed by disseminating information on any local operational changes and responsibilities as required. 

2. Input into teaching design and delivery
The role-holder will provide advice, guidance and specialist knowledge to academic staff on technical procedures and potential methods relevant for teaching (detail specific techniques here).  This includes support for the preparation of proposals for future classes, contributing to the planning and costing of such plans accordingly.  They will be required to maintain and build on their specialist knowledge to ensure that the classes continue to reflect best practice and the latest developments in the subject area.

3. Maintenance of teaching space and equipment
The role-holder will play a crucial role in obtaining the best value (in terms of usage, life-span and cost) from equipment already within the organisation, and in the purchase of new or replacement items.   They will input professional expertise into the design of teaching sessions, ensuring that appropriate equipment is used to support excellent teaching and learning.  The role requires equipment to be monitored to ensure it is working correctly and provide troubleshooting and solutions when necessary, often in the middle of a practical class.

For specialist equipment, the role-holder will ensure that these items are regularly calibrated, maintained and serviced.   They will also have the main responsibility for identifying, diagnosing and rectifying faults.  The role-holder will troubleshoot and fault find in the event of an equipment failure – assessing the nature of the problem, whether a service engineer is required, repairing themselves if not and making the necessary arrangements for any subsequent engineer visits if needed.  Where equipment is a shared resource, the role-holder will share this responsibility and will work with relevant staff to organise the purchase or repair of equipment.   

The role-holder will contribute to the purchase of efficient equipment for use in the teaching space.  This may be as part of a major refurbishment project, one-off purchases related to specific needs or the purchase of replacement equipment from School or Faculty budgets.  The role holder will assist with determining the requirements of the equipment (e.g. functionality, size, requirements, likely usage, and potential location), and the subsequent assessment and purchase of the equipment itself.   They will work with the Technical Manager and the procurement office to ensure that the correct processes are followed, e.g. large-scale tender exercises, and meet with prospective suppliers to discuss requirements and arrange demonstrations where appropriate. They will then work with relevant stakeholders, seeking advice from other members of the technical team (who may manage similar equipment in their areas) and facilities manager, to ensure that the most appropriate equipment is selected and is within permitted budgets.  

Once the new equipment has been ordered, the role-holder will make the necessary arrangements with stores, the Facilities Manager and local staff to ensure the equipment can be delivered and set-up as quickly and efficiently as possible. Once the new equipment is in place, the role-holder will oversee the installation and commissioning process, ensuring the training of key technical and research personnel. They will then act as a key contact for training in the use of the equipment, development of SOP’s, and for repair and servicing issues. 

4. [bookmark: _Hlk499115478]Student Support
The role holder will support students during teaching sessions (whether based locally or as a fieldwork session), providing guidance on safety rules, answering questions and prompting them in the direction of the most effective use of the equipment and techniques to achieve excellent results.  They will be confident with specialist equipment, able to quality check outputs and diagnose and explain any problems immediately.  They will rectify any problems where possible or suggest alternative solutions, acting as an escalation point for other technicians or teaching staff.   
The role holder is in a crucial position for student monitoring and pastoral support.  Practical work and attendance are often the first indicators that a student may require academic or pastoral assistance, making the role-holder a first point of contact for students needing help with a problem.  They will be aware of and follow the central guidance and local student support procedures.  The role holder may also be asked to help support students with behavioural disorders, disabilities etc. who may need extra assistance during the teaching session.  
Additional Statistical Information. This can also include any other relevant contextual or specific School/Department/Team information that may help for job evaluation purposes  
N/A
Relevant Physical and Environmental Information  
N/A

3.4	Key Contacts

Contact 						Type	Purpose of Contact
· Technical Management and/or more senior technicians – line management structure, obtaining communications, setting priorities, discussion of requirements and associated technical issues.
· Other Technical staff – providing support and guidance in absence of manager.  Exchange of information and expertise.
· Students – provide assistance during teaching sessions.
· Academic staff – exchange of information and expertise and performing tasks.
· Safety Office – under guidance of manager reporting near misses and incidents, obtaining advice, sourcing information.
· Zonal IT Team – liaise on computing matters.
· Other University Support Services, e.g. finance, procurement - liaise with and provide information to as required.
· Facilities Manager and Estates - Under the direction of, and in the absence of the manager, report on building maintenance issues and discussion of relevant safety matters. 
· Estates Assistants -  Exchange information on security, visitors.
· Service engineers - Under the direction of, and in the absence of the manager, organise servicing and breakdown repair of equipment.
· Contractors - Under the direction of, and in the absence of the manager, liaise with company contractors regarding access, installations, repairs and maintenance in their designated area.
· Delivery drivers/couriers – dealing with incoming deliveries or collections of goods.
· Visitors - To coordinate (and assist with) visits, demonstrations and tours
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