 UNIVERSITY OF SUSSEX

Job Description for the post of: Teaching Lab Technician
	Department


	

	Section / Unit / School
	

	Location


	

	Grade


	7

	Responsible to


	Title of line manager

	Responsible for


	Title of people reporting to this post holder


Purpose of the post - The management of the provision of an effective and efficient technical service within the University for staff and students. General responsibility under the Technical Services Manager or the senior member of academic staff for the operation of the teaching laboratory facilities, providing additional support to research laboratories where required. The management of all staff technical staff in own area of responsibility, ensuring a safe and tidy working environment is maintained at all times. Responsible for planning and organising resources to meet with the needs of teaching and practical classes, and to ensure the efficient operation and management of the laboratory facilities.
Key Responsibilities:
	1
	Forward planning of the technical needs relating to both staff and equipment, in liaison with the teaching faculty, to ensure that the service provided is in line with the needs of the department. 

	2
	Ensure the implementation of a safe working environment using good working practices, in line with relevant local and legal requirements.  Undertake risk, or other, safety assessments and ensure standard operating procedures/safe working practices are in place and being followed to ensure the safety of others in the lab(s).

	3
	Communicating advice, instructing, training and guiding a range of staff and students in techniques and operation of particular equipment / apparatus as directed by a supervisor or member of academic staff.

	4
	Responsible for the preparation of special (i.e. not generally commercially available) materials, compounds and solutions or equipment (electrical, electronic or mechanical).

	5
	set up and/or construction of apparatus involving modification / manufacture of apparatus using various techniques.

	6
	Responsible for ensuring that lab equipment is functional at all times.  Carrying out the regular first line maintenance tasks or minor repairs on all such equipment.  Responsible for ensuring that all repairs are carried out and records are kept up to date.  Identifying equipment that needs replacing and assisting in preparing specifications for equipment purchases in conjunction with the Technical Services Manager.

	7
	Ordering of apparatus and materials and maintaining adequate stock levels within policies laid down. Carry out budgeting exercises and cost control measures to ensure that all expenditure is within the agreed budget, as directed by the Technical Services Manager.

	8
	Apply working knowledge of theory and practice, sharing this knowledge with others as appropriate. S/he should demonstrate continuous specialist development by acquiring relevant skills and competencies

	9
	.Explain or show the use or application of equipment, systems, operations and techniques to students within class providing an understanding of underlying operational and practical principles, where appropriate.

	10
	The allocation of responsibilities to and supervision of technical staff, ensuring the provision of general laboratory services is maintained. 

	11
	Instruction, training and guidance of technical staff in laboratory procedures as required

	12
	Monitoring performance staff and undertaking appraisals, and keeping of specific technical records as requested


	13
	Communication with range of staff across the University on issues related to teaching and safety provision.

	14
	Liaison and networking with outside agencies, such as medical, local and other authorities and visitors.




	EXTRA FACTUAL DETAILS:
DUTIES Specific to the role

	· Overall responsibility for making sure technical staff are available to clear and reset large classes at peak times and ensuring cover is in place for any absences owing to sickness.
· Preparing equipment and chemicals for a range of practicals for both laboratory and field work sessions.

· Overall responsibility for ensuring that all Risk assessments / COSSH documentation for laboratory teaching is completed.
· Responsible for authorising purchases of materials/consumables for teaching and monitoring expenditure of allocated teaching funds.
· Running introductory laboratory session at the start of each academic year for undergraduate students.

· Liaising with academic staff and Student Systems office to ensure that practical sessions are timetabled appropriately around course modules. 

· Input into experimental development and ensuring that new experiments are piloted in the teaching environment prior to use 

· Responsible for ensuring that equipment is properly maintained and cleaned 

· Responsible for ensuring chemicals, drugs and other materials are appropriately stored. 

· To consult with teaching staff and course organizers to ascertain whether new courses require additional/new equipment. Replacing old equipment as necessary.
· Responsible for ensuring that within the teaching laboratories all health and safety procedures are understood and followed correctly; dealing with health and safety emergencies. 

· Co-ordinating work in the laboratory to ensure that the most efficient use is made of expensive pieces of equipment. 

· Overall responsibility for the provision of technical assistance for a series of summer schools as part of centrally coordinated outreach activities. 

· Member of the School’s Teaching and Learning Committee. 




This Job description sets out the current duties of the post that may vary from time to tome without changing the general character of the post or the level of responsibility entailed.

Date: ………………………………………..

UNIVERSITY OF SUSSEX

Person Specification for the post of: Teaching Lab Technician

SKILLS / ABILITIES








        Essential        Desirable

	Good interpersonal skills: ability to both convey and understand communication with fellow workers and have a willingness to coach develop and instruct other team members thus ensuring a degree of knowledge and co-operation is achieved at all times.
	X
	

	Ability to prioritise work to meet set deadlines. 
	X
	

	Ability to work as part of a team and also to take on a role of team leader with the aptitude to motivate other staff.
	X
	

	Is required to have organisational and supervisory skill.
	X
	


KNOWLEDGE








        Essential        Desirable

	Computer skills:  University and other computer software as appropriate.
	X
	

	The ability to produce a high level of quality and quantity of work with the use of good sensory and physical co-ordination within the requirements of the job.
	X
	

	Understanding of and participation in administrative structures relevant to the teaching laboratory 
	
	X

	Understanding of Management Skills as they pertain to leading a small team of technical staff
	X
	

	Knowledge of health and safety e.g. risk assessment, PEEPs, PAT Testing
	X
	


EXPERIENCE








        Essential        Desirable

	Possession of the basic knowledge, skill and experience required for the job and the ability to use these to discharge their role effectively and efficiently.
	X
	

	The ability to apply a breadth and or depth of experience showing full working knowledge and proficiency of own area of expertise
	X
	

	Proven experience of working in HE teaching laboratory in relevant biology/biochemistry subject area
	X
	

	Experience of purchasing in a HE environment
	
	X


QUALIFICATIONS








        Essential        Desirable

	Normally expected to have degree level qualification or an equivalent professional qualification (CSciTeach) or experience
	X
	

	Other specific to the role
	
	


PERSONAL ATTRIBUTES AND CIRCUMSTANCES 








        Essential        Desirable

	Dependable and reliable.
	X
	

	Good personal organisation, competence to organise others.
	X
	

	Proficiency to handle confidential matters appropriately and discreetly, and with due regard to the General Data Protection Regulations. 


	X
	

	The role holder acts as a point of reference to others and demonstrates continuous specialist development, acquiring and refining skills and expertise in new or related areas through undertaking and encouraging internal/external development activity
	X
	

	Will be a member of a relevant professional body, IST for example.
	
	X


