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Job Description

	Job title: Add ‘job type’ field?


	Technical Supervisor

	Department/School:

	

	Grade:

	7

	Location:

	University of Bath premises



	Job purpose


	Summarise the principal aims of the post.  Try to convey a broad picture of the job and the contribution expected from the job holder towards the achievement of departmental objectives.  




	Source and nature of management provided 


	The job title of the line manager




	Staff management responsibility


	Describe the line management responsibilities required as part of this role




	Special conditions 


	Highlight any unusual features of the job e.g, DBS check, shift working; requirement to be mobile throughout a specific area; physical factors where relevant.  Check with your HR Advisor as this might contravene current legislation on discrimination.




	Main duties and responsibilities 


	Detail the main duties of the job, grouping together related activities.  Consider the precise nature of responsibility and choose the most appropriate verb e.g. plan, supervise, analyse etc.  This will help when evaluating the grade of the job.  Please refer to the guidelines on writing a job description and consider the 14 HERA elements when detailing these duties.


	1. People
	The role holder leads a team and is responsible for: 
· Maintain and manage their personal development plan; role-modelling proactive engagement in CPD activities and ongoing learning and development of team members
· Allocation of routine tasks and/or project work 
· Providing direction, support and guidance as necessary, in line with individuals’ skills and abilities 
· Monitoring progress against agreed quality and performance criteria 
· Facilitating effective working relationships between team members and across teams to encourage collaboration and effective working practices
· Assisting team members with the process of creating development plans based on outcome statements 
· Monitoring team members’ continuing professional development records, ensuring that achievements and enhanced capabilities are recorded 
· Implementing resource plans, including conducting recruitment interviews, facilitating selection, assessment and induction processes 

	2. Service Delivery
	The role holder ensures that the people, processes and resources are in place to deliver the following services for the department: 
· Maintenance of safe and operational laboratory/ workshop/ communal facilities within Department/ Faculties.
· Proactively communicate relevant health and safety information to all staff members using a facility, taking a lead responsibility for ensuring that health and safety documentation is up-to-date and appropriate for use
· Coordinate technical support for staff and students using department laboratory/workshop/communal facilities
· Ensure that records are regularly and accurately maintained by staff members (i.e. direct staff members to document key data relevant to facility) 
· Coordinating staff in the support of teaching and research-based projects 
· Ensuring timely technical support for practical teaching sessions
· Ensuring the provision of on-site training in communal facilities for students, technicians and staff. 
· Communicating technical advice and guidance to staff, students, and visitors, including inductions/training requirements where appropriate.

	3. Facilities & Resources
	The role holder is responsible for: 
· Ensuring stock control for areas of responsibility/facility. 
· Ensuring instrumentation and equipment undergo necessary maintenance and are kept in good repair (with associated paperwork/certification kept up to date)  
· Managing the lab timetable and scheduling equipment use 
· Overseeing the cost effective spend from the department’s technical budget, ensuring that any spend is within budget 
· Assisting in the development of business cases in relation to the technical projects of the department
· Supporting the development of grant applications through providing detailed and specific advice with respect to their area of technical expertise 

	4. Compliance
	The role holder is responsible for: 
· Maintaining up to date knowledge of health and safety practice/legislation in order to provide a safe and effective technical service 
· Proactively ensuring that any functionality and safety issues are appropriately addressed within their area by self and others 
· Ensuring that records are maintained and updated to demonstrate compliance with department/University policy and health and safety regulations
· Engaging with relevant specialists as necessary and demonstrating and promoting good health and safety practice 
· Ensuring matters of non-compliance and near misses are raised with the relevant post-holders


	5. Stakeholder Management
	The role holder will: 
· Act as the routine contact point for service engineers/contractors/Estates, supporting the resolution of technical issues or incidents within their area of work 
· Sit on or support various University committees as is appropriate to the nature of their role 
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Person Specification


	Criteria:  Qualifications and Training

	Essential
	Desirable

	Relevant qualifications at [A-level or GCSE level] or equivalent or experience working in a relevant field
	√
	

	Relevant HND/degree qualification or equivalent
	
	√

	Appropriate professional registration
	
	√

	Appropriate health and safety qualification
	
	√

	Appropriate leadership and/or management qualification or equivalent demonstrated experience
	√
	



	Criteria:  Knowledge and Experience

	Essential
	Desirable

	A track record of critically evaluating relevant scientific and/or engineering information and concepts to propose solutions to problems
	
	√

	Experience of the promotion and implementation of health, safety and security policies and protocols
	√
	

	Experience of leading compliance with all relevant regulatory requirements and quality standards
	√
	

	Oversee the implementation of solutions, considering the bigger picture and context in which you are operating
	√
	

	Experience of scoping, planning and managing multifaceted projects  
	√
	

	Proven experience of managing the performance of a team to achieve high-quality service delivery
	√
	

	Experience of financial, resource and risk management
	√
	

	A track record of leading continuous performance improvement by example and in the wider organisational context
	√
	

	Demonstrate understanding and compliance with relevant codes of conduct
	√
	

	A demonstratable commitment to professional development through continuing advancement of own knowledge, understanding and competence
	√
	



	Criteria: Skills and Aptitudes

	Essential
	Desirable

	Demonstrate strong communication skills with the ability to adapt communication style to a broad range of audiences
	√
	

	Demonstrate capability to lead, motivate and support a team to deliver a high-quality service
	√
	

	A track record of facilitating, developing, facilitating and maintaining effective working relationships, collaborative working practices, and problem solving within and across teams
	√
	

	The ability to exercise sound judgement in the absence of a defined solution and in complex or unpredictable situations
	√
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