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Job Description

	Job title: 

	Technical Assistant

	Job type:

	Technical and Experimental

	Department/School:

	Faculty of Science

	Grade:

	3

	Location:

	Faculty of Science



	Job purpose


	This post will predominantly provide assistance to the Technical Teaching Team and Technical Leadership Team.   They key Department of Life Sciences UG teaching areas are Biochemistry, Biomedical Sciences, Microbiology, Ecology, Synthetic Chemistry, Pharmacy and Pharmacology.   The key Department of Chemistry UG teaching streams are Synthetic, Physical and Computational.  
The post holder will contribute to the smooth running of departmental teaching facilities including general laboratory support tasks, laboratory set-ups, turnarounds and close-downs.  This can include solution and media prep, working with a range of chemicals, managing hazardous waste and UG lab housekeeping tasks.     The team also support Open Days and widening participation events. 
The post-holders will also provide assistance/cover for autoclaving, a scientific wash–up service, basic media preparation, glasshouse support, compressed gas logistics, hazardous waste collections, solvent store tasks and working in organism facilities.  They may also assist/ cover the upkeep of communal research facilities.  
Post holder will carry out a wide range of general departmental support tasks including deliveries, providing a cryogens service, laboratory clear-outs, laboratory moves, PAT testing and housekeeping tasks.  A team player who has the ability to engage with a wide range of stakeholders effectively and prioritise workload is essential for this post.  

This post may support staff in communal research facilities, research labs and teaching labs, but the post holder will not be carrying out any research.   

Health, safety and wellbeing are key to the success of our team.  Post holder would be expected to have an understanding of laboratory health, safety and compliance and the importance of communicating any safety concerns with senior members of the Technical Team.  



	Source and nature of management provided 


	Technical Supervisors.  Instructions coming from teaching and research teams.   



	Staff management responsibility


	 NA



	Special conditions 


	· Cleaning and basic checks of laboratory kit, including basic maintenance of laboratory equipment (microscopes, hotplates, balances, etc…).
· Full PPE kit to be worn at all times (lab coat, safety glasses and gloves).
· Flexible working on occasion, i.e. early starts or late finishes, 
· Collecting hazardous waste (chemical and biological classification).
· Time spent in our hazardous waste/ solvent storage areas. 
· Autoclave duties (dealing with biological hazardous waste).
· Manual handling:  Moving heavy or awkward items such as liquid nitrogen cylinders/ compressed gas cylinders and laboratory equipment. 
· Working with organisms/ in organism facilities (sometimes under Home Office and DEFRA licence).
· An active post where you will spend the majority of your time on the move.

Please note:  All necessary additional training will be provided



	Main duties and responsibilities 


	Working predominantly in the Teaching labs
· Preparing the lab equipment, student kits and laboratory facilities for the practical teaching sessions, including preparing/weighing of chemicals and preparation of the solutions needed for the experiments.
· Restocking consumables and providing students with extra chemical/glassware/equipment when needed.
· Cleaning the lab and its equipment after the sessions, basic maintenance, replacing consumables/ glassware etc and raising equipment issues to senior members of staff.
Provide assistance/cover for:
· To clean and maintain the laboratories and its equipment, including annual/bi-annual cleanings 
· Key point of contact for gas cylinder deliveries via technical hub list.  Contact for access to the gas cylinder storage area.  Distribute compressed gas cylinders.
· Collect hazardous waste (chemical and biological) with support and direction from senior members of the team. 
· regular checks of communal facilities (including in lab water systems, cold rooms and laboratory/ compound areas).  Ensure that housekeeping is of a high standard and raise any issues to senior team.
· Departmental housekeeping including waste clearance, decontamination and lab clear outs.
· Provide a scientific wash up service.
· Support and shadow basic duties of other technical roles to provide continuity of service.
· Portable appliance testing (PAT) with training and supervision.
· Operation of autoclaves, scientific wash-up facility kit and some communal equipment. 
· Basic organisation of spaces and kit using a tick list (e.g. first aid kit contents).
· Sorting/ organisation, delivery of packages, consumables & glassware. 
· General knowledge of types of hazards that might be encountered in the workplace.  A general knowledge of how to categorise laboratory waste. Training provided with risks/hazards explained. Minimal H&S responsibility, but expected to escalate concerns effectively.
· You will from time-to-time be required to undertake other duties of a similar nature, as reasonably required by your line manager. 


	1. People
	The role holder will: 
· Maintain their personal development plan with the support of their line manager. 
· Consider appropriate CPD opportunities at a university and/or external level.
 

	2. Service Delivery
	The role holder will: 
· Assist with the preparation, laying out and clearing away of basic laboratory materials/equipment and instrumentation for teaching and research activities. 
· Prepare and setup basic laboratory equipment. 
· Maintain an ordered, provisioned, clean and tidy work environment.
· Undertake established routine duties in support of the department.


	3. Facilities & Resources
	· Within their area of specialism, the role holder is responsible for: 
· Inventory, storage and organisation of supplies and equipment.
· Notifying colleagues/line manager when stock levels are low, or when instrumentation/ equipment require maintenance/are exhibiting faults.
· Assist with basic maintenance, repairs, and equipment testing.  Provide support, with guidance, to senior technical team members.



	4. Compliance
	· The role holder is responsible to: 
· Work in compliance with health and safety legislation [e.g. COSHH], appropriate codes of practice and relevant standard operating procedures 
· Demonstrate and encourage good health and safety practice.
· Maintain good working general knowledge of health and safety practice to support the provision of a safe and effective technical service.
· Be aware of and work in accordance with relevant University policy.


	5. Stakeholder Management
	· The role holder will: 
· Communicate issues with equipment/instrumentation to senior team members.
· Communicate effectively with team members, demonstrators, students, academics and others in delivery of service. 
· Develop and maintain positive working relationships with other team members.
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Person Specification 
 
 
	Criteria:  Qualifications and Training 
 
	Essential 
	Desirable 

	Relevant qualifications at GCSE level or equivalent  experience working in a Life Sciences field 
	√ 
	 
 


 
	Criteria:  Knowledge and Experience 
 
	Essential 
	Desirable 

	Experience of complying with basic H&S instructions and protocols to be able to safely operate equipment
	√
	 

	Ability to follow and understand technical methods, procedures and techniques to undertake tasks 
	√
	 

	Ability to work reliably and efficiently with minimal supervision to appropriate standards and protocols 
	√
	 

	Understand and comply with safe working practices 
	√
	 

	A track record of completing tasks and procedures, exercising initiative and judgement where necessary.  
	√
	 

	Recognise, organise and use resources appropriately to complete tasks 
	√
	 

	Demonstrable ability to operate within relevant codes of conduct and practice 
	√
	 

	A demonstrable commitment to continuous personal professional development activities 
	
	√ 


 


	Criteria: Skills and Aptitudes 
 
	Essential 
	Desirable 

	Able to communicate effectively with a broad range of audiences 
	√
	

	Good interpersonal and communication skills 
	√
	

	Demonstrate an ability to work effectively with others 
	√
	

	Good problem solving capacity 
	√
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