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Job description

	Job title
	  Support Technician CLS

	College/Service
	Camberwell, Chelsea & Wimbledon

	Department/Team
	Central Loan Store (CLS)

	Accountable to
	Serviced Resources and IT Liaison Manager

	Contract
	Fixed Term 

	Term
	35 hours per week, 52 weeks per year

	Grade
	Grade 3

	Salary
	£34,436 - £40,199 per annum pro-rata

	Location
	Camberwell, Chelsea and Wimbledon - London UK

	HERA Reference
	Choose an item.



Purpose of the role
As a Support Technician CLS, you will contribute to the delivery of technical services within the Technical Team in our Central Loan Stores. 
You will provide assistance and advice to all users with the delivery of technical services to support academic activities and meet courses outcomes.
Working to a rota across our three colleges (Camberwell, Chelsea, Wimbledon) you will support the day-to-day operation of the equipment loan facilities to ensure operational delivery as required.
This role primarily involves frequent manual handling and movement of equipment kits within the Loan Facility and will require some lifting of heavy items such as TVs/ Monitors, Lighting Kits and Photo/ Video equipment. Some tasks may involve working at height.
Key duties and responsibilities 
· Help maintain the smooth operation of the Equipment Loan Facilities at our Camberwell, Chelsea and Wimbledon Colleges by efficiently staffing the equipment Collections/ Returns desk during facility opening hours.
· Accurately maintain department databases using bespoke software.
· Ensure that loaned equipment is returned in its entirety, check for omissions/ damage and conduct regular checks of the equipment inventory.
· Administer predetermined Policy consistently, upholding Equipment Loan Facility Terms and Conditions to help ensure an equitable service across colleges.
· Systematically record asset data and other usage information as directed by team members to support the monitoring and maintenance of equipment and facilities. 
· Provide technical assistance and advice to students within own levels of expertise and in accordance with service level standards, escalating feedback, complaints and higher-level requests to team members and area Manager where appropriate.
· Undertake the daily preparation of facilities and equipment to ensure that they are supplied and maintained in safe and effective working order and that Health and Safety requirements and risk assessments are complied with.
· Carry out basic and routine equipment maintenance procedures and activities with guidance from more senior team members. Keep all work areas in a safe, orderly and hygienic condition.
· Contribute to the generation and delivery of operational guidance or information as required.
· Contribute to the delivery of technical resources, collaborating with Technical Team members and working to key priorities as identified with the Serviced Resources and IT Liaison Manager, with some scope to decide on the order and sequence of activities.
· Assist the team members with the resolution of problems in the delivery of resources and services using systematic and methodical approaches.
· Assist team members with the selection and introduction of new processes and developments in response to the changing needs of the curriculum.
· Keep up to date with new and developing technologies and practice by carrying out simple investigations, sourcing information and reading online and hardcopy material.
· Develop expertise with the use of standard equipment and practices, updating skills and knowledge with new equipment and practices by learning from team members or attending training courses internally or externally, in relation with the needs of the service area and curriculum.
Key working relationships
· Serviced Resources and IT Liaison Manager
· Technical Managers
· Technical Coordinators/Studio Managers
· Technical & Academic Colleagues
· Students
· IT Services (as required) 
General duties
These duties below are in addition to the duties and responsibilities listed above:
· Perform duties and tasks consistent within the scope and grade of your role as reasonably may be expected and assigned to you from anywhere within the university. 
· Undertake health and safety duties and responsibilities appropriate to the role. 
· Work in accordance with the University’s Staff Charter and Dignity at Work Policy and anti-racism plans, promoting equality diversity and inclusion in your work. 
· Undertake continuous personal and professional development, and to support it for any staff you manage through effective use of the University’s Planning, Review and Appraisal (PRA) scheme and staff development opportunities. 
· Make full use of all information and communication technologies to meet the requirements of the role and to promote organisational effectiveness. 
· Conduct all financial matters associated with the role in accordance with the University’s policies and procedures, as laid down in the Financial Regulations. 
· Contribute to the University’s Climate Action Plan and Social Purpose Strategy which sets out our principles, commitments and goals towards climate justice and our socio-environmental purpose. 
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Person specification
This section provides a list of up to 10 essential criteria (and up to 2 desirable criteria if specified) that you will need to demonstrate you meet as part of the recruitment process.
Experience, knowledge and qualifications
· Qualifications to BA level and/or Industry equivalent qualifications, experience or certification that demonstrates the level of technical knowledge required for the role.
· Technical knowledge of and practical experience with specialist photographic/ video and IT equipment and accessories. Demonstrable knowledge of how to troubleshoot a range of issues with these types of equipment.
· Confident in the use of MS Office – particularly Outlook, Word, Excel and Teams. 
Ability to ensure accurate information is recorded and passed onto appropriate people in a timely fashion to support efficient working practices. 
· Previous Loan Facility work experience highly desirable.
Communication skills
· Ability to provide routine oral and written information clearly and concisely and is able to understand and explain technical terms commonly in use in own area of work.
Customer service
· Experience of answering standard, predictable questions/queries from staff/students in accordance with local policy, procedures and precedent.
Planning and managing resources
· Ability to work to agreed standards, organising own work in ways that save time and meet deadlines.
Teamwork
· Experience of working as a team member, providing support, assistance and cover where needed.
· Works collaboratively in a team or with different professional groups, ensuring the principles of equality, diversity and inclusion are upheld.
Professional practice.
· Ability to assist with the delivery of basic training or briefings to support understanding or learning.
Creativity, innovation and problem-solving
· Experience of solving standard, predictable problems in accordance with procedures and precedent.
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