
 
 

JOB DESCRIPTION 
 

Date August 2026 

Position Title Design and Technology Workshop Technician  

Reports to Head of Department – Design and Technology 
 

 
 
 

The Design and Technology Technician will be responsible for the following:  
 

• maintaining, preparing, and developing the Design and Technology workshop facilities to a high standard 

• procuring and recording all materials, tools and equipment used by the department 

• supporting staff and students in the preparation and construction of projects and teaching aids 

• assisting staff and students in the safe preparation and construction of workshop-based projects. 
 

 

 
 

Essential Duties and Responsibilities: 
  

• Under direction from staff and with approval from the Head of Department, procure materials, 

tools, and equipment for curriculum delivery. 

• Administer documentation associated with the procurement of materials, tools, and equipment in 

accordance with Design and Technology purchasing procedures. 

• Monitor and record workshop procured materials, tools, and equipment. Log new tools, equipment, 

and machines to the Departments workshop inventory.  

• Compile and maintain a Material Safety Data Sheets record.  

• Ensure chemical safety including appropriate monitoring for all hazardous chemicals, protective 

safety gear, fume hoods and first aid kits within the department. 

• Maintains Work Health and Safety procedures in the workplace. 

• Carry out work schedules, programs, projects, and maintenance within agreed time frames.  

• Be responsible for the safe upkeep of all machines, tools, and equipment within the workshop. 

• Supervise and conduct a planned maintenance program for the Design and Technology workshops. 

• Assist staff, with approval from the Head of Department, in the preparation of teaching aids and 

student project materials. 

• Assist students, on occasion, in the construction of workshop-based projects, during school hours. 

• Liaise with staff to design and make new jigs, fixtures, and tooling to assist teachers and students in 

the manufacture of workshop projects. 

• Demonstrate an awareness of critical incidents and emergency management procedures in the 

Design and Technology area. 

 

Other 

• Demonstrate an awareness of all emergency management procedures and safe work practices in the 

respective areas of work. 

• Maintain the ethos of Hale School by acting in a manner that supports the School’s Values, Statement of 

Purpose, Ethos and Anglican framework. 

Summary: 

 

Responsibilities: 

 
 



The Headmaster, at his sole discretion, reserves the right to vary your duties at any time. Such a variation of your 

duties does not constitute a breach of contract or termination of your employment. As part of the School’s routine 

pre-employment practices, the School will contact your referees and/or previous employers to ask specific 

mandatory questions relating to Child Safety. We also reserve the right to conduct social media checks, as part 

of this process 
 

Child Protection 

 

Hale School takes child protection seriously and is committed to supporting the wellbeing of all children and 

young people, respecting their dignity, ensuring their safety, and protecting them from abuse and other harm.  

All candidates for roles at Hale School are subject to rigorous screening procedures and assessment as a condition 

of employment. 
 

All staff are required to uphold the standards and adhere to the procedures outlined in our Code of Conduct for 

all Staff, Code of Ethics, Child Safety and Child Protection and Mandatory Reporting Policies.   
 

As part of your duties and responsibility as an employee you will be required to: 
 

• Promote the safety and wellbeing of children and young people  

• Ensure your interactions with children and young people are positive and safe 

• Provide appropriate support and supervision of children and young people in your care 

• Act as a positive role model for children and young people 

• Participate in regular performance management and professional learning linked to our Codes of Ethics 

and Code of Staff Conduct, Child Safety and Child Protection and Mandatory Reporting Policies 

• Maintain an up to date and valid Working with Children Check 

• If appropriate, meet professional standards for teachers and maintain teacher registration 

• Report to the Headmaster any criminal charges or convictions you receive during your employment that 

may indicate a possible risk to children and young people. 
 

The Hale School community has zero-tolerance for child abuse, and all allegations and safety concerns are treated 

very seriously and consistently with our robust safeguards and procedures. 
 

Key Working Relationships: 
 

• Head of Department 

• Intra and Inter Department staff 

• Finance Manager 

• Administration Staff 

• Maintenance Manager 

• IT staff 

• School suppliers 
 

Qualifications and Experience: 
 

The following skills and experience are essential to the role: 

• Exceptional interpersonal and communication skills. 

• Ability to develop and maintain collaborative work relationships. 

• Excellent organisational, administrative and coordination skills. 

• Analytical and problem-solving skills with strong attention to details.  

• Ability to work in a busy environment and manage priorities, applying initiative where appropriate. 

• Strong IT literacy, including Microsoft Office applications (Word, Excel, PowerPoint and Outlook)  

• Eagerness to contribute to the dynamic and positive culture of the Design and Technology department. 


