[image: image1.jpg]Windlesham




WINDLESHAM HOUSE SCHOOL

JOB DESCRIPTION 
Post: Science Technician
Department: Science
JD Prepared By: Head of Science
Date Prepared: November 2017
Windlesham House School, set in 60 acres on the West Sussex South Downs, is one of the country’s leading IAPS co-educational boarding and day prep schools for children aged 4 to 13. 
The successful candidate must be an organised and efficient Science Technician with proven experience of providing laboratory support up to GCSE level.

Responsibilities:
· To prepare and deliver to the laboratories the apparatus and chemicals required by the science department staff for their lessons.  The staff will pre-order these requirements
· To collect, wash and return to the laboratories all used equipment and dispose of chemicals according to safety regulations
· Check that laboratories are equipped in accordance with planned lessons
· To make up chemical solutions as required
· Prepare media for microbiological practicals
· Carry out inventory checks and reorder chemicals and disposables as necessary using the purchase order software
· Order equipment and other materials from the most suitable supplier keeping within set budgets
· Keep up to date with Health and Safety and COSHH regulations and ensure all experiments, labelling and storage of chemicals etc. meet the current standards
· Ensure routine and non-routine checks of equipment in use in the department and obtain quotes for repairs etc. that cannot be done in-house
· Undertake clerical and technical tasks as reasonably requested by the Head of Science and any other duties which may be reasonably requested
· Assist in the preparation of documents used in the Science Department
Hours:
Monday to Friday 08:00 to 13:00 term time only

This Job Description may be altered to meet changing needs and will be reviewed with the post holder.  The Job Description is indicative of the nature and level of responsibilities associated with the post.  It is not intended to be exhaustive; other tasks may be allocated as necessary from time to time.
Child Protection

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times. If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the School s/he must report any concerns to the Designated Safeguarding Lead or to the Headmaster (if different).
