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Job Description
Job Title:


Technician – Hair and Beauty
Location:


BGLZ 
Responsible To:
Head of School
Job Purpose:

1. To prepare and maintain hair and beauty areas/rooms and equipment for use by staff and learners.
2. To provide support to staff and learners in the associated areas.
Principal Responsibilities
1. Administration & Record Keeping 

i. To take responsibility for stock control including ordering, receipt of goods and checking invoices.
ii. To maintain accurate asset registers and records of stock.
iii. To keep appropriate filing systems up to date, including COSHH data sheets and client takings records.

2. Classrooms/Equipment
i. To assist in technical support with the day to day running of all practical activities in specified area.
ii. To assist with resources for teaching and display in support of the school.
iii. To undertake such duties as required by line and operational managers, to support all campus curriculum activities.
3. Maintenance

i. To ensure all equipment is kept clean, tidy and in safe working order.
ii. To undertake first line maintenance and possible repair of all associated equipment within the specified areas of responsibility.

4. Policies & Procedures
i. To comply with all College Policies & Procedures.
ii. To keep abreast of changes to Policy & Procedures and to make the necessary changes to administrative systems.
iii. To ensure that all aspects of the College Financial Instructions and Financial Standing Orders are followed.

iv. Promote the college’s core values and incorporate them into all aspects of the role.
v. To contribute to supporting and supervising learners, including taking action to ensure acceptable behaviour at all times.
vi. To ensure that all activities are compliant with the General Data Protection Regulations.
5. Health & Safety
i. To ensure that safe working practices are used and appropriate Health and Safety legislation adopted.

ii. To exercise responsibility for carrying out and adhering to the Health, Safety and Welfare Policy and Procedure.

iii. To liaise with the Health and Safety Manager to ensure accurate recording of related information.

	Note:

a) As a term of your employment you may be required to undertake such other duties as may reasonably be required of you commensurate with your grade/level in the college.

b) This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.

c) This description is not intended to establish a total definition of the job, but an outline of the duties.

d) All staff are required to make themselves aware of the Financial Regulations. 



Person Specification

	Criteria 


	Essential 
	Desirable
	Assessed by

	1. Qualifications 

	a) 3 GCSE; English, Maths and one other, or equivalent
	
	
	Application form

	b) Level 3 Hairdressing, Beauty Therapy or similar 
	
	
	Application form

	c) First Aid at Work or willingness to obtain within a specified period
	
	
	Application form/Interview

	2. Knowledge & Experience

	a) Understands the need for accurate records
	
	
	Application form/Interview

	b) Recognises and understands policies and procedures
	
	
	Application form/Interview

	c) Experience in the use of Microsoft Office Applications
	
	
	Application form/Interview

	d) Experience of working in a Hair or Beauty environment
	
	
	Application form/Interview

	e) Experience of working with young people
	
	
	Application form/Interview

	3. Skills & Attributes

	a) Well organised and punctual
	
	
	Application form/Interview

	b) Customer focused
	
	
	Application form/Interview

	c) Able to work under pressure and meet deadlines
	
	
	Interview

	d) Able to continually adapt and improve learning experience
	
	
	Interview

	e) Ability to establish positive working relationships with colleagues
	
	
	Application form/Interview

	f) Ability to work flexibly as an individual or within a team
	
	
	Application form/Interview

	g) Self-motivation and the ability to use own initiative
	
	
	Application form/Interview

	h) Good Interpersonal and communication skills
	
	
	Application form/Interview

	4. Additional Requirements

	a) Able to travel as required to fulfil the requirements of the role
	
	
	Interview

	b) To act as an ambassador for the College
	
	
	Interview

	c) Willingness to drive a minibus
	
	
	Interview




