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Job Description  
Assistant to Laboratory Technicians 

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: 
 
Senior Laboratory Technician 
 
Role Overview 
 
Area of work – Senior and Prep School Science Laboratories and Prep Rooms. 
 
The jobholder will rotate between all Science Departments including the Prep school as directed by the Senior 
Technician and assist the individual Technicians in their day-to-day duties. Under guidance and supervision as 
appropriate, this is likely to involve activities such as preparing apparatus and related teaching equipment and 
materials for lessons, delivering them to lessons, clearing up after lessons, maintaining good order in the Prep 
room, washing up, tidying up, unpacking and checking off new deliveries, for example. The job holder may also 
assist with maintaining displays. 
 
Principal Responsibilities 
 
This role is an assistant role, as such the Technicians retain principal responsibility for their activities.  The 
assistant will be guided and supervised as required when helping with activities.  
 
The duties include, but are not necessarily limited to, activities such as assisting the Technicians with the 
following: 
 
Lesson Requirements:  
• Deliver/collect and clear away equipment, chemicals and biological materials and other teaching 

materials at the beginning or end of each lesson, including safely disposing of waste and washing-up 
apparatus (using the dishwasher, where appropriate) 

 
Laboratory Maintenance: 
• Ensure that the floors in each Laboratory and Prep Room are clean from spills, arranging for them to be 

cleaned, liaising with the Housekeeping Department as necessary 
• Clean the whiteboards in each Laboratory 
• Keep the Prep Room and any storeroom(s) tidy and well organised, as well as the apparatus drawers 

and cupboards within each Laboratory 
• Keep an up-to-date catalogue of all apparatus and equipment, indicating the stock level and exact 

location of the apparatus and equipment 
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• Collect and return the Laboratories' laundry 
• Care of biological material (principally the job of the Biology Technician), but all Technicians and 

Assistants may need to assist occasionally 
• With the other technicians, help maintain the plants in the greenhouse 
 
Safety and Risk Assessing: 
• Comply with all Health and Safety standards and regulations issued by the College and external 

agencies. 
 
Stock-taking: 
• Assist with the annual stock check of all chemicals, disposable materials, glassware and other apparatus 
• Unpack and check orders within one week of them being delivered. 
 
Stationery: 
• Manage the provision of stationery for classes 
• Maintain stocks of booklets and test papers. Making copies when required and liaising with 

reprographics 
• Catalogue and assist in the distribution, collection and reporting of missing textbooks. 
 
 
 

Person Specification 
 
 

Criteria 
Essential/ 
Desirable 

How Assessed 

 

Qualifications 

GCSEs or equivalent including English and Maths 
Desirable but not 

essential  
 

Certificates 

 

Experience 

Previous experience working in a Laboratory  
Desirable but not 

essential 
Application Form / 

Interview 

 

Knowledge & Understanding 

Possess a knowledge of chemicals and working safely with them, 
and be aware of the health hazards posed by handling of living and 
dead material and ‘sharps’ 

Desirable but not 
essential 

Application Form / 
Interview 

Must be aware of the health and safety considerations of all the 
apparatus, teaching material and equipment they will handle and 
take due care in their work, for their own safety and for the safety 
of others 

Desirable but not 
essential / 
Training / 

Supervision can 
be provided 

Application Form / 
Interview 
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Skills and Competencies 

Able to undertake simple practical tasks Essential 

Application Form / 
Interview 

Good interpersonal and communication skills (written and verbal) Essential 

Good level of IT literacy (MS Office) 
Desirable but not 

essential 

Well organised and self-motivated, with the ability and willingness 
to work on own initiative 

Essential 

 

Attributes 

Flexible approach to work undertaken and a willingness to commit 
to occasional extra hours, in order to prepare or complete duties 

Essential 

Interview 
Ability to work as part of a team and with people at all levels, 
including being prepared to liaise with and assist the other 
Technicians 

Essential 

Ability to work under pressure and to tight deadlines Essential 

 

Other Requirements 

Satisfactorily meet the College’s employment checks – Disclosure 
and Barring Service (DBS) check, health assessment, references, 
qualifications and legal entitlement to work in the UK 

Essential Checks and clearances 



  

 

  Page 4 of 4 Date: May 22 
 

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 am to 1 pm, Monday to Friday. 

  
Salary:   £11.86 per hour (inclusive of holiday pay). 
  
  
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 29 May 2022. 
 
To apply for this position, please send an application form to jobs@hppc.co.uk or 
 
Sue Atkinson 
HR Director 
Hurstpierpoint College 
Hassocks 
West Sussex 
BN6 9JS 
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