
Penryn College  

 
School Based 

 
JOB DESCRIPTION 

 
Job title:     Creative Arts Technician  
 
Grade: F 
       
Responsible to: Head of Faculty 
 
Direct Supervisory Responsibility for: None 
 
Indirect Supervisory Responsibility for: None 
 
Important Functional Relationships: Internal:  Head of Faculty, Head of 

Departments, teaching and support staff, 
Headteacher, site team and ICT department.  

 
External: Governors, Suppliers of goods and             
services, LEA Advisers and professional 
organisations.  

 
Main Purpose of Job: 
The Creative Arts Technician will be responsible for providing the technical requirements for 
the Faculty with a focus on lighting and sound. The Creative Arts Technician will also need to 
assist with assessment, rehearsals, performances and concerts, all of which fall both during 
the school day and after.   
 
In addition, the Creative Arts Technician will work closely with the Head of Faculty and Head 
of Departments to facilitate and support the audio-visual and resource requirements for 
lessons and events.  
 
Penryn College offers numerous extra-curricular opportunities, including Drama club, Band 
Jam, Jazz Band, DJ club, Dance Clubs, whole school productions and more. These generally 
run 3.30-4.30pm and may require the support of the Creative Arts Technician throughout 
the year.  
 
Principal Responsibilities  

• Setup and Operation of Lighting, Sound and Audio-Visual systems. Ensuring safe 
usage and that resources are maintained. 

• To prepare specialist equipment/resources/materials for both school and 
productions, ensuring all resources are set up appropriately within strict timescales. 

• To design, rig and /or operate lighting, sound and other technical equipment where 
necessary. 



• To maintain all technical equipment for the Creative Arts department. (i.e. lanterns, 
lighting board, camcorder, computers, audio equipment, amplifiers, guitars, PA 
systems etc).  

• To maintain strict Health and safety standards, with specific regards to Kernewek 
Hall, the Drama Studio and Music department, ensuring all users of the facility 
adhere to the regulations and instructions 

• To uphold the Council’s and other departments’ Health and Safety requirements, 
particularly with regard to agreed codes of practice and safe methods of working. To 
include keeping a record of all risk assessment for the faculty and ensuring this is up 
to date and advise the Creative Arts faculty where needed. 

• To supervise student crew during productions in conjunction with creative arts 
teaching staff.  

• To demonstrate, and assist other users (staff / hirers) in the safe and effective use of 
specialist equipment/materials within the performing arts department and share 
best practice. 

• To check and test equipment routinely to ensure its good safe working order and to 
undertake maintenance, repairs and servicing where needed and within the limits of 
the post holder’s skills and training.  To recommend any necessary repairs or arrange 
further maintenance for equipment on the approval of the head of faculty.  

• To support with the running and management of the Faculty social media account, in 
conjunction with the Head of Faculty and Head of Departments.  

 
Other Responsibilities 
 
1. To prepare materials, equipment and teaching aids for classroom use, at the direction of 

the head of departments.   
 

2. Advise and support staff generally on the use of media technology in their Creative Arts 
subject areas. A focus on use of Apple Macs, adobe, photoshop, Garage Band and logic 
are desirable.  

 
3. Liaise with site team, lettings, ICT team and staff for the use of Creative Arts spaces 

and Creative Arts events.  
 
4. To support teachers and students during practical work, to include setting up 

demonstrations, providing advice to pupils in the development of their tasks, including 
the safe operation and demonstration of equipment. 

 
5. To oversee the work of small groups of students engaged in practical tasks, as requested 

by the head of department and under the supervision of the classroom teacher. 
 
6. To supervise students assigned to the department as part of their work experience 

programme, under the direction of the Head of Faculty.  
 
7. To operate a system of stock control, ensuring sufficient replenishment of materials 

within the approved limits and recommending any additional equipment/material 



requirements to the head of department.  To assist in ordering stock and checking 
deliveries of stock when received. 

 
8. To support teachers and students during practical and project work, providing advice to 

pupils in the safe and appropriate use of audio-visual equipment, including the safe 
operation and demonstration of equipment. 

 
9. To enhance exhibitions, demonstrations and displays through the use of audio-visual 

equipment as requested.  To advise teaching staff and students on the use of audio-
visual aids with regard to demonstrations, displays and exhibitions. 

 
10. To monitor all TV and radio programme recordings and purchasing of music, ensuring 

adherence to copyright legislation.  To advise staff and students on copyright legislation 
and ensure appropriate records are maintained.  

 
11. To ensure all audio-visual equipment and associated ICT equipment is packed up and 

locked away in the designed places after use so as to ensure the safety and security of 
audio-visual equipment at all times.   

 
12. Provide technical support for students and staff in the performance aspects of drama, 

music, dance and media, ensuring high quality. 
 
13. Monitor the use of Media technology and the state of equipment, liaising with the 

school ICT team and HOF to ensure equipment is well maintained. 
 

14. Advise HOF on relevant budgetary requirements for new equipment and maintenance.  
 

15. Work with staff organising Creative Arts events and productions to ensure a high 
standard of lighting and sound. 

 
16.  Support the premises manager as required to help set up Kernewek Hall. 
 
17. To be aware of and work in accordance with the school’s child protection policies and 

procedures in order to safeguard and promote the welfare of children and to raise any 
concerns relating to such procedures which may be noted during the course of duty. 

 
18. To be aware of and adhere to applicable rules, regulations, legislation and procedures 

including the Schools Equal Opportunities Policy and Code of Conduct, national 
legislation (including Health and Safety, Data Protection). 

 
19. To maintain confidentiality of information acquired in the course of undertaking duties 

for the department. 
 

20. To be responsible for your own continuing self-development, undertaking training as 
appropriate. 

 
21. To undertake other duties appropriate to the grading of the post as required. 



 
Date Prepared:   November 2023 
 
Job Description Prepared by:  Head of Creative Arts 
 
PERSON SPECIFICATION 
 
Job Title: Technician – Specialist (level 3)  
 
Department: School Based 
 
Person specification prepared by: Head of Creative Arts 
 
Date: December 2022 
 

ATTRIBUTES ESSENTIAL DESIRABLE HOW 
IDENTIFIED 

Relevant 
Experience 
 
 
 
 
 
 

At least 2 years experience of 
working in a technical support 
role. 

Work within a 
professional or 
industry setting for 
technical support.  
 
Experience of liaising 
with other 
companies and 
agencies.  
 

Application 
form/ 
interview. 

Education & 
Training 
 
 
 
 
 
 
 

Level 3 qualification (NVQ, AVCE 
or ‘A’ Level) in a subject related 
to the specialist area plus a 
minimum Level 2 qualification 
(NVQ, GNVQ or GCSE grade C or 
above) in English and Maths. 
 

Basic Health & 
Safety certificate. 

Application 
form. 

Special 
Knowledge & 
Skills 
 
 
 
 
 
 

Experience in working Lighting 
and Sound design and set up.  
 
Experience with procedures 
subject to MHOR.  
 
Ability to complete and monitor 
risk assessments 
 
Basic ICT and clerical skills. 
 

Confidence in using 
any of the following:  
 
Adobe software  
 
Photo Shop  
 
Green Screen  
 
Garage Band  
 

Application 
form/ 
interview. 



Good organisational skills. Logic  
 
Showbie  
 
One Drive/Office 
365 
 

Any 
Additional 
Factors 
 
 
 
 
 
 
 

Self-motivated. 
 
Enjoys working with 
children/young people. 
 
Ability to work on own initiative 
and as part of a team. 
 
Displays an awareness, 
understanding and commitment 
to the protection and 
safeguarding of children and 
young people. 

Experience with 
working or 
supporting in any of 
the below subjects: 
Art, Dance, Drama, 
Music and Textiles  

Interview. 

 


