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	SECTION A:	THE ROLE

	Job Title:
	Technical Assistant

	Faculty/Service:
	Academic Technical Services 

	Job Grade:
	Grade 04

	Job Family:
	Learning 

	Job Location:
	Lancaster 

	Responsible To:

	Lead Technician

	Role Purpose:

	Based at the University’s Lancaster Campus, you will work as part of the Faculty of Health Academic Technical team supporting teaching and learning across a number of areas, including Paramedic Practice, Nursing, Occupational Therapy and Medical Sciences. 

This will include: 

· Daily support and set up of the practical elements of programme delivery, involving a range of clinical simulation equipment; human patient simulators, part task trainers, computer-based simulators, and clinically relevant medical systems and technology. 
· Demonstrating effective teamwork and collaboration with other members of the Faculty Technical team, to ensure effective ordering of consumables, stock control, maintenance and monitoring of equipment. 
· Ensuring compliance with health and safety requirements of equipment and substances hazardous to health (COSHH), as well as co-ordination and monitoring of simulation & skills room use.   

This is an entry level position, which following acquisition of required knowledge and skills, could result in progression through a defined technical career pathway. 




	SECTION B:	PRINCIPAL DUTIES/KEY OBJECTIVES

	1.
	Work with the Faculty Technical team to set up and clear spaces, equipment and resources used in simulation and clinical skills sessions. 

	2.
	Ensure that all equipment, including simulation equipment, is appropriately cleaned and stored after use; that any damaged or worn-out equipment is reported, recorded and repaired or replaced. 
In collaboration with other technicians, manage consumable stock levels including maintenance of a comprehensive stock and equipment database, as well as tracking servicing and repair of equipment. 

	3.
	Maintain tidiness and cleanliness of Faculty labs & clinical skills areas in accordance with health & safety requirements, maintaining awareness of risk assessments, COSHH requirements, and maintenance of all related records for audit purposes.

	4.
	Act as a first-line point of contact for routine daily requests for technical support from both academic colleagues and students, ensuring prompt response in line with established guidance. 

	5.
	Assist with orientating and training academic colleagues in Faculty clinical areas, simulators, equipment and resources. 

	6.
	Contribute to the development of Academic Technical Services and the Faculty of Health through review of existing processes and making recommendations for change and improvement. 



Additional Information:
You may on occasions and in line with operational needs:
· Be required to work different hours including at weekends/evenings;
· Be required to travel to other campuses and sites as necessary. 

In addition to the duties listed here, you will be required to perform other duties which are assigned from time to time.  However, such other duties will be reasonable in relation to the grade. 

It is the University’s intention that this role description is seen as a guide to the major areas and duties for which the post holder is accountable.  However, the business will change and the post holder’s obligations will vary and develop.  The description should be seen as a guide and not as a permanent, definitive and exhaustive statement. 



Our Values:
At the University of Cumbria, our values shape the way we work, our culture and environment. 

We are PERSONAL
Individuals are at the heart of what we do, and our culture of belonging recognises and supports every person. As an institution, we have mutual respect for those we work with and for and we care about understanding each other’s challenges and helping one another to thrive. 

We are PROGRESSIVE
As a university we have a determination to deliver our mission, which keeps us open to opportunities in front of us. We encourage thoughtful and inspirational ideas, and we tackle problems proactively, with optimism, creativity and courage. 

We are ENGAGED
As stewards of knowledge and place, it is our privilege to champion the region and advocate for the value of education. The University of Cumbria is welcoming to different perspectives, expertise and experiences and we are committed to building and nurturing strong links with our communities.

Providing an Inclusive Environment:
The University of Cumbria is committed to providing an inclusive environment, where staff, students and visitors are encouraged to be their true self, in order to enhance the individual and collective experience. As a university community, we share the social responsibility of enabling this inclusive environment by valuing, respecting and celebrating differences, to ensure that we generate a sense of understanding and belonging.

The university recognises that our differences are our strength, seeking and valuing different perspectives and ideas, in an environment that is without prejudice and bias.

We are committed to embracing our responsibility as a facilitator of change and continue to develop our equality agenda in line with and, where appropriate, beyond the Equality Act 2010. We do not tolerate discrimination, bullying or harassment in any form on the grounds of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, or sexual orientation.

Health & Safety Statement
All employees at the University of Cumbria are required to ensure that all duties and responsibilities are discharged in accordance with the University’s Health and Safety at Work policy. They should take reasonable care for their own health and safety and that of others who may be affected by what they do or do not do. Employees should correctly use work items provided by the University, including personal protective equipment in accordance with training or instructions.

	Criteria for Grade 4: Technical Assistant
	Essential/
Desirable
	To be identified by:

	Qualifications
Education to RQF Level 2 (GCSE or equivalent standard) in English, Mathematics and Science.

Education to RQF Level 3 (A level standard or equivalent standard) or equivalent experience. 
	
Essential


Desirable
	
Application Form


Application Form

	Experience
Basic understanding of health and safety requirements relevant to the workplace. 

Previous experience in a similar role or knowledge of healthcare science within a clinical or education setting. 

	
Essential


Desirable
	
Supporting Statement/Interview

Application Form/Interview

	Knowledge and Skills 
Able to plan and execute projects and tasks based on a general brief (including non-routine duties) without constant guidance and using initiative to develop appropriate solutions to work issues, referring more complex issues to, and seeking advice from, colleagues.

Able to provide excellent customer service to all queries from UoC students and colleagues.

Ability to organise own work and to propose and implement improvements to systems and working methods.

Able to demonstrate good organisational skills to assist with co-ordination of the following: 
 
· Room bookings;
· Daily operational issues and first point of contact for student/colleague queries;
· Management of consumables, remaining within agreed budgets;
· Servicing and maintenance;
· Health & Safety – writing and reviewing risk assessments, including COSHH, and ensuring compliance with other relevant statutory provisions;
· First line troubleshooting of equipment and software;
· Maintaining inventories. 


Able to demonstrate effective communication and interpersonal skills. 

Professional approach to work and work colleagues and an ability to work independently and show initiative.  

Commitment to high levels of customer service and student satisfaction.




	
Essential





Essential


Essential



Essential

















Essential


Essential


Desirable 
	
Supporting Statement/Interview




Supporting Statement/Interview

Supporting Statement/Interview


Application Form/Interview

















Supporting Statement/Interview

Application Form/Interview


Application Form/Interview


	Other
Commitment to the strategic plan and values of the University especially in relation to equality of opportunity at work and a healthy and safe working environment.
	
Essential
	
Interview






The university uses Higher Education Role Analysis (HERA) as its job evaluation tool.
HERA scores against 14 competencies but please note that not all roles will score in all 14 competencies.


Recruiting Manager: Please do not amend, delete or add any new competencies


	SECTION C:	COMPETENCIES USED

	1. Communication
	· Routinely exchanges and provides straightforward oral and written communication in a clear and accurate manner.  
· Occasionally is required to, understand and convey information which needs careful explanation or interpretation to help others understand, taking into account what to communicate and how best to convey the information to others. 

	2. Teamwork and Motivation
	· Required to participate in and deliver their contribution to a team.

	3. Liaison and Networking
	· Makes and maintains contacts with people outside of the work team to pass on information promptly and keep people informed to ensure that work is done effectively.
· Works across disciplines and functional teams strengthening working relationships.

	4. Service Delivery
	· Promptly deals with internal or external contacts asking for service or requiring information, correctly referring them elsewhere if necessary.
· Provides customer care to an agreed standard ensuring that the experience of each customer is positive and satisfactory.
· Deliver service that is usually initiated by the customer, and typically involves routine tasks with set standards or procedures.

	5. Decision Making
	· Makes independent decisions that mainly affect themselves or a small number of people and are guided by regulation and practice.
· Makes collaborative decisions with line manager or others on operational processes such as how to perform a task.

	6. Planning and Organising Resources
	· Creates realistic plans to effectively manage own workload, prioritising work to meet personal and team objectives.
· Suggests ways of improving working practice and use of resources. 

	7. Initiative and Problem Solving
	· Resolves standard day to day problems, as they arise, choosing between a limited number of options which have clear consequences, by following guidelines or referring to what has been done before. 
· Recognises when a problem should be referred to others.

	8. Analysis and Research
	· Required to establish the basic facts in situations which require further investigation by carrying out appropriate enquiries.  
· Inform others if necessary; gather and record routine data by following procedures. 

	9. Sensory and Physical Demands
	· Uses simple methods and everyday tools & equipment to achieve the specified standard of work without supervision.
· Completes basic tasks which would require either a minimum of instruction or light, if any, physical effort.

	10. Work Environment
	· Required to work in an environment which is relatively stable and has little impact on the role holder or the way in which work is completed.
· Aware of health and safety procedures and reports concerns to others.

	11. Pastoral Care and Welfare
	· Shows sensitivity to those who may need help or, in extreme cases, are showing signs of obvious distress. Initiate appropriate action by involving relevant people. 
· Is the first point of contact for students or staff with sensitive and emotional situations. 

	12. Team Development
	· Advise or guide others working in the same team on standard information or procedures.

	13. Teaching and Learning Support
	· Provides regular simple demonstrations and/or standard information where material remains generally the same or is determined by someone else.
· Required to introduce students or others who are new to the area to standard information or procedures.

	14. Knowledge and Experience
	· Works without continuous supervision. 
· Required to have sufficient knowledge or expertise to work on day-to-day issues in their own area without direct or continuous reference to others following practical training.
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