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Job Description  
Art Technician 

 
Background 
 
Hurstpierpoint College is a successful independent school, and a significant medium-sized enterprise in mid- 
Sussex with approximately 450 employees and a turnover of some £30 million pa.  It is both a stimulating and a 
pleasant place in which to work.  The College is amongst the most successful independent schools in Sussex.  It 
is co-educational and comprises a Senior School, Preparatory School, and Pre Prep with close to 1,300 pupils in 
all.  Over half the pupils in the Senior School are boarders (weekly or flexible). 
 
Reporting to: 
 
Director of Art & Photography 
 
Role Overview 
 
The Art Technician is a member of the Art and Photography team with responsibility for providing technical, 
administrative and housekeeping support for the department. 
 
Principal Responsibilities 
 
They key duties and responsibilities include: 
 
• Organisation of the Art Rooms. 
• Administrative duties, such as photocopying and laminating. 
• Preparing equipment for lessons and projects. 
• Assisting with preparations for shows including working on set design for school production. 
• Assisting with the organisation of art trips. 
• Preparation of materials and equipment for ceramic work, including loading and unloading the kiln. 
• Maintaining the studios/ equipment, reporting any faults and required replacements. 
• Ordering art materials. 
• Researching new projects. 
• Liaising with the Estates team regarding displays.  
• Mounting and maintaining the exhibitions and displays around the College. 
• Making stretchers for paintings, cleaning and maintenance of paintbrushes, palettes and brushes. 
• Liaison with cleaning, catering and maintenance staff. 
• Managing the department’s library. 
• Storing work in progress and archived work, and managing materials 
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Criteria 
Essential/ 
Desirable 

How Assessed 

 

Qualifications 

An appropriate and recognised qualification, such as degree, 
foundation or equivalent in Art. 

Desirable Certificates 

 

Experience 

Relevant experience working in a similar post Desirable 
Application Form / 
Interview 

 

Knowledge & Understanding 

Computer literate with knowledge of and experience in using 
Microsoft Office- Word, Excel, Publisher & Outlook 

Essential 

Application Form / 
Interview 

Photography experience and familiarity with Adobe Photoshop Desirable 

Knowledge of relevant health & safety regulations and sensitivity 
to the hazards associated with the use of certain types of 
equipment and materials 

Essential 

Knowledge of the techniques used in textile work/ ceramics/ 
sculpture/ photography 

Essential 

  

Skills and Competencies 

Excellent oral and written communication skills Essential 

Application Form / 
Interview 

Well organised with good time management Essential 

The ability to communicate effectively with and establish good 
working relationships with people at all levels including students, 
teachers, non-teaching staff and external users of the College’s 
facilities 

Essential 

Meticulous eye for detail Essential 

 

Attributes 

Artistic awareness and a general interest in art Essential  

Flexible approach to duties undertaken Essential 

Interview 

The ability to work cooperatively as part of a small team and on 
own initiative 

Essential 

A practical and energetic approach to the demands of the job, with 
a willingness to undertake any physical work required e.g. moving 
studio tables, easels and display boards 

Essential 

Self motivation, with the desire to learn Essential 
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The appointment will be confirmed following six months’ satisfactory service. 
 
Terms and conditions of employment 
 

Working hours: The post is term time only 34 weeks per annum.  
 
Normal working hours are from 8.15 am to 6 pm, Monday to Friday, with a 
one hour (unpaid) break for lunch. 

  
Salary:   £17k actual salary (£21.5k FTE).  Salaries are reviewed annually. 
  
  
Additional benefits: Free lunches are available during the College’s term time and there is parking 

on site. Membership of the College’s contributory pension scheme with The 
Pensions Trust. The College will double the employees pension contribution 
up to 7½% (i.e. the maximum total contributions will be 22½%). 

  
 
Closing date for applications is 22 May 2022. 
 
To apply for this position, please send an application form, your curriculum vitae and a covering letter explaining 
why you think you are suitable for this role and how you meet the person specification to jobs@hppc.co.uk or 
 
Sue Atkinson 
HR Director 
Hurstpierpoint College 
Hassocks 
West Sussex 
BN6 9JS 
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