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Job Description

	Job title: 

	

	Job type:

	Technical Assistant

	Department/School:

	

	Grade:

	3

	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


	 N/A




	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 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 or experience working in a relevant 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 
	√
	 

	Demonstrate the ability to understand and assess information and make sound decisions in relation to scientific concepts 
	
	√ 

	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 
	√
	

	An aptitude to correctly identifying problems and applying suitable scientific approaches to finding causes and realise solutions 
	
	√
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