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Responsible to: Head of Science via Lead Science Technician 

 

Internal Relationships:  Science – the department has a staff of 21 teachers working in 20 laboratories and 

other classrooms. There are good-sized preparation rooms, stores and separate 

offices.   

 

External Relationships: Head of Science, Heads of Biology, Chemistry and Physics, other science teachers, 

other laboratory technicians, pupils (aged 13-18 years, boys and girls); Science 

Department Secretary, Accounts team, Maintenance team 

 

The School  

 

Charterhouse is a beautiful school and a wonderful place to live and work. It was founded in 1611 and moved 

to its present magnificent 250 acre site near Godalming in Surrey in 1872. Few schools can offer such a 

splendid backdrop for teaching and learning, and the School community is very strong, with excellent 

relationships between pupils and staff. As part of our ambitious new plans, and building on the success of 

our mixed Sixth Form, we are excited to be moving to full coeducation from the age of 13 and look forward 

to welcoming our first girls into the Fourth Form (Year 9) in September 2021, the year in which we will 

celebrate half a century of girls at Charterhouse. There will be girls in every year group from September 

2023.  The pupil roll will grow over the next decade from 800 today to around 1,000, with the increase 

representing additional places for girls.  We have all seen first-hand the benefits of coeducation in our Sixth 

Form, which is highly regarded by both boys and girls. We now want to extend those social, cultural and 

academic advantages to the whole community.  With our move to coeducation we aim to bring out the very 

best in all pupils, in all years. 

 

Mission Statement for Support Staff 

 

To deliver excellent cost-effective non-teaching support to all stakeholders in order to assist in achieving the 

educational experience set out in the School’s vision and development strategy. 

 

The Role – Overall Purpose and Key Responsibilities 
 

Overall Purpose of the Job 

 

To support the delivery of science lessons in a well-resourced and efficient environment, with due regard to 

the health and safety of all pupils and other individuals who have contact with the area. The job-holder will 

support all three Science disciplines, with particular emphasis on the Physics Department. 

 

SCIENCE TECHNICIAN – JOB DESCRIPTION 



Nearly all pupils study three sciences to IGCSE standard, and in the Sixth form separate Science courses are 

offered at A Level or IBDP. There are typically 50-60 pupils who commence courses in each science subject, 

(Physics, Chemistry and Biology,) in the sixth form every year. 

 

Main Duties  

 

To work as part of a team to manage all aspects of laboratory support, liaising with the teaching staff to 

deliver and develop high quality and safe programmes of study.  Duties will include the day-to-day provision 

of class practicals, implementation of related departmental projects and identification of improvement 

opportunities. 

 

The technician will be expected to: 

▪ Oversee the running of laboratories and project areas. 

▪ Equip the appropriate laboratory with all the apparatus and materials for any practical work needed. 

▪ Check that all apparatus is working correctly prior to use and that materials have been prepared 

correctly.  Liaise with the teacher concerned at the earliest opportunity in the event of any difficulty. 

▪ Set up laboratory apparatus as requested by the teacher for demonstration purposes and check that 

it functions properly. 

▪ Carry out demonstrations when required. 

▪ Provide and check apparatus for the duration of any project work. Advise pupils as to suitability and 

correct use of apparatus. 

▪ Assist/advise staff about the suitability and availability of apparatus for practical work. 

▪ Devise and make novel experiments and equipment resulting from developments generated by 

changes to the current curriculum. 

▪ Check all the laboratories at least weekly for the standard laboratory apparatus. 

▪ Tidy up wherever possible each laboratory after each practical, remove equipment and any materials 

that may be left over, and clean equipment as required. 

▪ Lock up laboratories and stores and secure equipment when not in use. 

▪ Maintain an appropriate stock of apparatus / reagents in the stores and order replacements as 

appropriate. 

▪ Inspect and arrange for testing all portable electrical equipment annually. 

▪ Inspect fire-fighting equipment weekly. 

▪ Maintain stationery stocks in each laboratory and in the store, and order as necessary. 

▪ Maintain updated chemical list and liaise with the Lead Technician for disposal of unwanted, 

hazardous or expired chemicals. 

▪ Purchase supplies of perishable items for experiments as required.  Safely dispose of materials 

following CLEAPSS guidelines. 

▪ Identify equipment needs and participate in selection. Consult with and advise Head of Department 

on choice of new and replacement equipment. 

▪ Repair and maintain equipment. Service, or oversee service contracts, for relevant equipment. 

Inform Maintenance Department of any problem with electrical equipment. 

▪ Issue requests to Maintenance and Domestic Services Department for any work needed in the 

Department. 

▪ Photocopying, as necessary. 

▪ Use IT equipment where appropriate, including scanning past exam papers and mark schemes. 

▪ Set up displays for school open days. 

▪ Keep up-to-date with safety regulations and advise members of the teaching staff as appropriate. 

▪ Attend relevant study days and courses as appropriate. 



▪ When trained, administer First Aid treatment of minor laboratory injuries and ensure compliance in 

use of department accident reporting procedures. 

▪ General Administration as necessary. 

 

Other Responsibilities: money, equipment, materials 

 

May be tasked with the ordering and purchase of apparatus, reagents and other laboratory supplies in 

accordance with a pre-determined budget, checking invoices and credit notes as necessary, and forwarding 

to the science secretary. May also be tasked with monitoring budget spending, liaising with the accounts 

department on budget matters, maintaining expenditure spreadsheets, and providing regular reporting on 

status to the Lead Science Technician. 

 

Person Specification  
 
 

Relevant Experience/Knowledge & Technical Competencies 
 

ESSENTIAL 

▪ Keen interest and proven track record of keeping up to date with current legislation and modern 

scientific laboratory techniques. 

▪ Demonstrable familiarity with standard scientific nomenclature. 

▪ Demonstrable familiarity with standard glassware and apparatus normally found in a science 

laboratory. 

▪ Able to react knowledgeably in potentially hazardous situations. 

▪ Experienced IT user, especially with Microsoft products, and capable of the preparation and 

management of basic spreadsheets and databases. 

DESIRABLE 

▪ Previous working experience within a School Laboratory 

 

Qualifications 
 

ESSENTIAL 

▪ Science A-Level(s) or equivalent 

DESIRABLE 

▪ Graduate in scientific field 

 

Personal Competencies / Skills 
 

ESSENTIAL  

▪ Be able to follow instructions and work on own initiative 

▪ Polite and courteous manner with wide range of people, of all ages 

▪ A team player 

▪ Be practical and keep a cool head in emergencies 

▪ Be able to work methodically and pay attention to detail 

▪ Be good at organising and planning ahead 

▪ Be observant 

▪ Be flexible and adaptable, as they are likely to work for a number of people on different projects 

▪ Have good communication and listening skills to understand the requirements of pupils and 

colleagues. 

 



Heads of Terms 
 

Special Working Conditions  

 

Working hours for this part time, term time only role cover a variable School timetable between the hours 

of 8am and 5pm, Monday to Friday, and 8am to 1pm on Saturdays, with a requirement to work additional 

hours to meet departmental needs. The exact working schedule will be agreed with the job-holder, 

however weekly contracted hours will alternate between 20 hours in week 1 of the School timetable and 

25 hours in week 2 of the School timetable. Occasionally, some work outside of the academic year will be 

required. A willingness to be flexible in working hours is essential.  

 

The ideal start date for this post is 20 April 2020. 

 

Safeguarding 

 

Working in a School environment, the jobholder is responsible for promoting and safeguarding the welfare 

of children and young persons for whom they are responsible or with whom they come into contact and are 

expected to adhere to and ensure compliance with the School’s Safeguarding Policies at all times.  If, in the 

course of carrying out the duties of the post, the Job Holder becomes aware of any actual or potential risks 

to the safety or welfare of children in the School they must report any concerns to the School’s Designated 

Safeguarding Lead. 

 

Benefits of Employment 

 

Salary Commensurate with the skills and experience of the successful candidate 

 

Holiday 5 weeks’ holiday plus 8 statutory bank holidays. It may not be possible to take public holidays 

during term-time, and time off will be given in lieu. Holidays must be taken during 

Charterhouse school holiday periods. 

 

Benefits Membership of the Charterhouse Club (sports centre) 

Inclusion in Personal Accident Insurance Cover 

Employee Assistance Programme 

School lunches (usually available throughout the year except when School closes) 

  Death in Service Benefit 

  Contributory Pension Scheme 

 

Benefits subject to eligibility criteria: 

 Subsidised membership of School Golf Club    

  Cycle to Work Scheme 

 

Notice 2 weeks during probationary period which is normally 6 months. Once the appointment is 

confirmed both parties are required to give at least 4 weeks’ notice. 

 

 

 

 



Application Process 
 

Application 
 
Applications should be made in accordance with the School’s application and recruitment procedures 
(available on the website) and emailed to Agata Scott-Hubbard, Human Resources Manager at 
agatascotthubbard@charterhouse.org.uk . Applications will only be accepted from candidates completing 
the form in full, together with a supporting CV. CVs by themselves will not be accepted in substitution for 
completed Application Forms in the absence of good reason.  
 
Interview and Selection Process 
 
If you are invited to interview this will be conducted in person and the areas which it will explore will include 
suitability to work with children.  
 
Interview outline: 
 

▪ Safeguarding interview by a member of the HR team 

▪ Competency based interview with the Lead Science Technician and the Head of Science 

▪ A short practical activity facilitated by the Lead Science Technician 

▪ Tour of Science Department 
 
 
Closing date for applications is noon on 6 March 2020. 
 
Interviews will take place on 11 and 12 March 2020 
 

All successful job applicants will be required to undertake a Criminal Record check and to undergo child 
protection screening.
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