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	Job Evaluation Code
	8590



	Job Title
	Technician

	School/Department/College
	

	Job Grade
	3

	Career Pathway
	Technical Services



Organisation Chart 
	
Insert Org Chart if available


	Post Responsible To
	Lindsey Owen

	Posts Responsible For
	



Job Purpose
	
To provide professional technical support to the School of Earth & Environmental Sciences




Duties and Responsibilities
	
Key Duties
· Provide a service to staff and students by maintaining, servicing and repairing materials, machinery and equipment within the School’s Research Labs, advising and training staff and students on their appropriate use using established guidelines
· Prepare all materials and equipment as necessary for customers use and ensure area of responsible is kept clean and tidy
· Undertake stock control, ensuring adequate security and levels of stock are maintained and stock is distributed as required
· Deal with routine enquires from internal and external customers in a professional manner, following established procedures, referring complex enquires to relevant staff members, ensuring all relevant facts and information needed is recorded and passed on
· Assist in the maintenance of routine records, updating databases  and analysing routine data/information as required
· Record the results of experiments in a presentable and user-friendly format and to assist staff and students in the preparation of technical data/materials for future reference such as publication or teaching purposes
· Plan and manage small projects ensuring the effective use of resources
· Participate actively within the work team, setting an example and showing a flexible approach to delivering team results
General Duties
· Ensure that an understanding of the importance of confidentiality is applied when undertaking all duties
· Abide by University policies on Health and Safety and Equality and Diversity
· Perform other duties occasionally which are not included above, but which will be consistent with the role





Person Specification 
	Essential Criteria (maximum of 10)

	
Qualifications and Education
1. NVQ 2/GCSE level A-C or equivalent qualification/work related experience
Knowledge, Skills and Experience
1. Experience in constructing, maintaining and repairing equipment
2. Significant experience in working in technical support role 
3. Proficient in the use of appropriate IT packages e.g., MS Word, Excel
Customer Service, Communication and Team Working
4. Ability to communicate effectively and professionally with a wide range of people
5. Evidence of working well as an effective team member, providing advice and guidance to other team members where necessary
6. Ability to deal promptly, effectively and courteously with requests for information or service
Planning, Analysis and Problem Solving
7. Ability to use initiative in solving problems and responding to queries ensuring compliance with standard procedures and practices
8. Ability to work on own initiative and unsupervised to deadlines, planning, organising and setting priorities for own work, as well as managing small projects as appropriate
Other
9. A willingness to undertake further training and development

	Desirable Criteria (if appropriate)

	
1. A-levels or an equivalent qualification or equivalent work related experience
2. Experience of working in a Higher Education environment
3. Fluency in Welsh, written and oral



Additional Information
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