
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appointment of 

 

DT & Art Technician 

Full time, term time 

January 2023 

 

Information for Applicants 

Cranmore part of the Effingham Schools Trust 

Epsom Road, West Horsley, Surrey, KT24 6AT 

01483 280340 

. Registered Company No. 4509623 . Registered Charity No. 1095103 

 



 

Dear Applicant 

Thank you for your interest in Cranmore.  Appointing the right staff is one of the most important elements of my role 

as Headmaster.  I and my team are committed to getting to know you well during our recruitment process and giving 

you the opportunity to see life at Cranmore.   

I am incredibly proud of my colleagues and their professionalism and expertise which are key to 

us delivering all round excellence across a broad curriculum enriched with co-curricular 

activities.  In our February 2022 inspection report inspectors highlighted that the school 

promotes a very positive, caring and welcoming ethos and judged the quality of pupils’ academic 

and other achievements, as well as the quality of their personal development to be ‘excellent’.   

Since September 2019 we have been part of the Effingham Schools Trust, resulting in the 
widening of the provision to offer education for pupils age 2 to 16 at Cranmore before pupils 
join the co-educational sixth form on our sister school St Teresa’s site.  Cranmore has a 

wonderful 25-acre site and is blessed with fantastic facilities.  There are exciting plans for new capital development 
including completion of a new science and technology building for in autumn 2022.  I would encourage you to visit 
our website and view our school film to find out more about our school: https://cranmore.org 
  

It is a privilege to lead an excellent school with an exceptional sense of community.  I hope that you will be as excited 

about the opportunity to join us as we as we are about building upon our success.    

 

  

Barry Everitt 

Headmaster  

Welcome from Headmaster 

https://cranmore.org/


 

DT & Art Technician  

We are looking for a vibrant and motivated member of staff to support the departmental teaching staff in providing 

students at Cranmore School with a safe and effective Design and Technology/Art experience and ensure high levels 

of achievement and progress. 

It is a very exciting time for the Design and Technology & Art departments as we are seeing a whole new Science and 

Technology building being built (First teaching January 2023), with one designated teaching space there and a new 

space being created in the main school building. With two specialist areas, it is the hope that the successful 

candidate will be able to work with the Head of Design and Technology to transform these spaces into the creative 

hubs of the school.  

As DT moves to new areas, the Art department will take over the existing DT space, thus expanding in the process 

and so this is the perfect time to recruit a conscientious, team player to join the departments.   

MAIN DUTIES & RESPONSIBILITIES 

Daily Duties and Lesson Preparation 

 Prepare materials and resources as required by the subject teacher prior to lessons. 

 Organise extra equipment for lessons as necessary. 

 Ensure tools, machines and equipment are kept in optimum condition and stored correctly and carry out a daily 
inspection. 

 Empty and clean the dust extraction filters as required by the manufacturer. 

 To assist departmental staff in developing appropriate resources for teaching and learning. For example, the 
manufacturing of jigs, formers and templates for project use. 

 To provide support for the teacher during practical lessons. This may include overseeing small groups of pupils 
during practical activities. 

 
General 

 Organise materials in the Departments. 

 Use the school’s purchase ordering system to order materials and resources. 

 Liaise with the HoD and the Finance Department to monitor the department’s budget and check orders have been 
logged accurately. 

 Organise and catalogue books within the department. 

 To assist teaching staff in promoting and raising the profile of Design and Technology within and outside School. 

 Work as part of a team within the Design and Technology Department and Art Department assisting each other as 
and when required. 

 To undertake such other tasks relevant to the work of the Design Technology Department and Art Department or 
the needs of the school as they may arise. For example, supporting staff prepare sets and props for the school 
productions; organising and preparing display materials etc. 

 Support the Catholic ethos of the School. 

 Be aware of and comply with both School and Trust policies and procedures.  

 Contribute to the overall aims of the School Development Plan. 

 To develop and implement own professional development and skills. 

 To behave in a manner that is professional, friendly and fair with pupils, colleagues and parents. 

 Work cooperatively as part of the wider staff team. 
 

 

 



  

DT & Art Technician  

 
Health and Safety 

 With the teaching staff, keep all classrooms organised and free from hazards. 

 Ensure that all machines, tools and equipment are safe to use and report any problems to the relevant HoD. 

 Carry out initial maintenance and repairs to machines, tools and equipment to ensure that they conform to the 
relevant safety standards. 

 Liaise with outside maintenance contractors to have annual planned maintenance undertaken on all machines, 
tools and equipment. This will also include PAT testing. 

 Liaise with the HoD and Health and Safety Officer to ensure that all risk assessments are up to date and being 
followed. 

 Ensure that all hazardous and flammable materials are recorded and stored as per COSHH and RA information. 

 The post holder may perform other such duties reasonably required by the line manager or the Headmaster. The 
job description is not intended to be all-inclusive and may change to reflect the needs of the school and enhance 
the smooth operation of both departments. 

 

PERSON SPECIFICATION 

Requirements for both Design Technology and Art 

 Right to work in the UK. 

 A minimum of English and Mathematics GCSE grade A-C (or equivalent). 

 Be able to confidently use workshop equipment found in a school DT and Art Department. 

 Be able to carry out primary maintenance and repair duties on equipment found in a school DT and Art 
Department. 

 Personal warmth, good rapport with pupils and colleagues. 

 Good oral and written English skills. 

 IT skills including MS Office and use of databases and spreadsheets. Be able to use packages such as excel for 
keeping accurate account and purchase records. 

 Excellent organisational skills and an eye for detail. 

 Team player. 

 A commitment to safeguarding and promoting the welfare of children and young people. 

 Appropriate levels of personal presentation. 

 Ability to communicate confidently and professionally with pupils, staff and parents. 

 Be able to use initiative to prioritise and complete tasks on time. 
 
Additional requirements 

 Essential Desirable 

Design and 
Technology 

 Be able to manufacture jigs, formers, 
templates and other resources accurately and 
quickly. 

 Have high levels of safety awareness. 

 Personal warmth, good rapport with pupils 
and colleagues. 

 A passion for promoting the subject. 

 Be able to use CAD packages or show a 
willingness to learn about the packages, such 
as Techsoft V3, Google Sketchup, Solidworks, 
Photoshop. (training can be provided) 

 To have had prior experience of working in a 
technology environment 

 

Art  Enthusiasm and passion for the Creative Arts 
with clear subject knowledge in any field of 
design 

 Able to confidently use a range of Art media 
and processes, or a willingness to undertake 
additional training to support with the 
preparation of specific resources 

 Expertise with ceramics; such as the 
operation and maintenance of a kiln, safe 
recycling of clay 

 Ability to use digital editing programs such as 
Photoshop 

 

 



 

Our staff enjoy working as part of a strong school community.  Parents are confident of the academic standards, 

telling the Independent Schools Inspectorate that their children have been ‘well challenged and tutored’ by ‘talented 

teachers’. 

We reward our talented staff with a range of benefits. 

Salary 

Salaries are dependent on qualifications and experience, competitive and in line with independent school scales. 

Continuous Professional Development 

All staff have access to professional development training as part of the school’s performance development and 

appraisal process. Individuals are encouraged to continue to develop their skills to provide high quality teaching and 

learning for our pupils. 

Fee Remission 

Discount available on school fees. Full terms and conditions provided by the Finance department. 

Pension Scheme 

Generous contributory pension scheme. 

Refreshments and lunch 

Refreshments and lunch provided during term time. 

Parking 

Parking for staff members is provided onsite.  

Employee Assistance Programme 

A free, confidential 24-hour telephone service. 

Use of School sports facilities 

Staff may use the school’s sports facilities including a fitness suite, 25-metre indoor pool, squash courts and a staff 

fitness class. 

 

 

 

 

Remuneration and Benefits 



 

Application & Selection Process 

All applicants are required to complete an application form containing questions about their academic and employment 

history and their suitability for the role. A Letter of Application addressed to the Headmaster should accompany the 

application form. 

Short listed applicants will be invited to attend a formal interview with a panel at which their relevant skills and experience 

will be discussed in more detail.  They will also be given a tour of Cranmore.  Candidates subsequently selected for the 

short list will spend a day at Cranmore completing a series of relevant tasks.  Interview panels will include at least one 

person trained in Safer Recruitment.  Candidates with a disability who are invited to interview should inform the 

Headmaster’s PA of any necessary reasonable adjustments or arrangements to assist them in attending the interview. 

If it is decided to make an appointment following the formal interview, any such offer will be conditional on the following: 

 The candidate having the right to work in the UK. 

 The agreement of a mutually acceptable start date and the signing of a contract; 

 The receipt of two satisfactory references (one of which must be from the applicant's most recent employer) which 

the School considers to be satisfactory;  Please note that references will be taken up on short listed candidates prior 

to interview. 

 The receipt of an enhanced disclosure from the DBS which the School considers to be satisfactory; 

Cranmore School is committed to safeguarding and promoting the welfare of children.  Our recruitment process follows 

the guidelines in KCSIE.  Applicants undergo enhanced screening including checks with past employers, the DFE and the 

DBS. 

 

Key dates 

Closing Date for Applications:  Monday 31 October 2022, 9.00am 

Start date: 1 January 2023 


