Worsley Campus










0161 211 5506/5509

Date as postmark

Dear Applicant

Post of 0.7 Technical Support Officer (Hair & Beauty)        Post Reference E100
Thank you for the interest you have shown in employment at this College.  I am pleased to enclose an application form for this post along with further details.

In order to have the best opportunity of appointment, it is important that you complete your application form as fully as possible.  You should read the job description and person specification carefully and then show in your application form how you meet each point in the person specification.  A CV cannot be accepted as a substitute for an application form.

Unfortunately, we are unable to contact unsuccessful applicants.  Therefore, if you have not been contacted within 4-6 weeks of the closing date please assume your application has not been successful on this occasion.  

As we are unable to consider late applications, may I please remind you that your application should be returned by no later than 4.30pm on the advertised closing date of 18 September 2008.  The address for return of applications is:-

Human Resources (APPLICATION)





Salford College






Worsley Campus





Walkden Road





Worsley

Manchester





M28 7QD

Yours sincerely

Margo Acheson
Human Resources

Encs

[image: image1.jpg]



Job Description    

	Post:


	Technical Support Officer (Hair and Beauty)

	Salary Grade:


	Scale 2

	Responsible to:


	Estates and Facilities Manager


Key Purpose:

	1
	To provide an effective Technical and Reception service within the Hair and Beauty Programme area.




Responsibilities:
	1


	Preparation and issue of materials in support of classroom and workshop activities.



	2
	To maintain and monitor Reception including client bookings, cash payments, balancing and paying in of Salon takings.



	3
	Assist in all aspects of implementation of Health & Safety.



	4
	Maintain adequate stock levels, record and report requirements to appropriate staff.



Duties and Responsibilities:
	a


	Receive incoming goods and materials to ensure safe storage of same.

	b


	To maintain adequate levels of laundry / stock in support of classroom and workshop activities.

	c


	To participate in Key College processes as required.

	d


	To act at all times in accordance with College policies eg. Health & Safety, Equal Opportunities, Quality Assurance and College Charter.



	e
	To ensure security of all materials, tools and equipment.



	f
	To work flexibly in the interest of the organisation as required. 



	g
	To monitor equipment and maintain materials in the Salons and to ensure that these are safe for staff and students.




	h
	To provide technical support for specific activities in Hair and Beauty including:

a) Marketing and promotion of Hair & Beauty services.

b) To issue lockers for safe storage of students kits and belongings.

c) To promote and arrange training events and educational visits.

d) To invite tenders for student kits, uniforms and equipment.

e) Hold and attend technician team meetings.

f) To maintain and display student work and promotional material.




Variations to the job description may be required from time to time and when this arises there will be a discussion with the post holder.  

All post holders are expected to comply with the College’s policies and codes of practice in relation to Equal Opportunity, Inclusive Learning, Health & Safety and Quality Assurance.

Sign  ____________________________________   Date  ____________________


PERSON SPECIFICATION 

TECHNICAL SUPPORT OFFICER (Hair & Beauty)

	
	
	Essential
	Evidence
	
	Desirable
	Evidence

	
	
	
	
	
	
	

	Qualification


	1.

2.


	Up to NVQ Level 2 Hairdressing or Beauty Therapy qualification or ability to demonstrate through experience

Level 1 qualification in Literacy and Numeracy or willing to obtain within 1 year


	Application

Application


	a.

b.
	Health and Safety

First Aid
	Application/

Interview

Application/

Interview

	Professional Development


	3.
	Evidence of ongoing professional development


	Application


	
	
	

	Knowledge


	4.

5.

6.

7.
	Maintaining stock of consumables for use in Hair & Beauty Salons and assist with stock checks and security control

Up to date knowledge of Hair, Beauty and Holistic industry

Supporting learners and staff in the operation of realistic working environments

Completing risk assessments and preparing safe systems of work ensuring these are kept up to date and communicated effectively


	Application/

Interview

Application/

Interview

Application/

Interview

Application/

Interview


	c.
	Pricing and ordering equipment/consumables as required ensuring all goods are delivered in time for use by learners and staff
	Application/

Interview


	Experience


	8.

9.

10.

11.

12.

13.
	Storage, safe custody and retrieval of resources

Previous experience of role of technician including stock control, reception and laundry duties

Completing coshh assessments and preparing safe systems of work ensuring these are kept up to date and communicated effectively

Developing and delivering high quality customer service

Experience of working as part of a team or on your own initiative.  To be able to work and share ideas and generate good practice

Facilitate learning in the preparation of teaching aids


	Application/

Interview

Application/

Interview

Application/

Interview

Application/

Interview

Application/

Interview

Application/

Interview


	d.
	Experience of manual handling techniques
	Application/

Interview

	Skills/

Qualities


	14.

15.

16.

17.


	Good organisational skills

Good communication skills

Flexible approach

Ability to work with learners of all ages


	Application/

Interview

Application/

Interview

Application/

Interview

Application/

Interview


	
	
	

	Other
	18.

19.
	Commitment to College policies i.e. Health & Safety, Equal Opportunities, Inclusion, Quality Assurance and the College Charter.

CRB Check acceptable to College will be undertaken for successful applicant
	Application/

Interview

Appointment
	
	
	




SUPPORT  STAFF  CONDITIONS  OF  SERVICE 

0.7 TECHNICAL SUPPORT OFFICER (HAIR & BEAUTY)

_____________________________

This is a permanent post.

Salary:

The Scale 2 ranges from £12,607 - £14,622 per annum pro rata 

i.e.
£12,607

£12,987

£13,373

£13,781

£14,196

£14,622

Actual salary for the post is :


£7,379

£7,602

£7,828

£8,067

£8,310


£8,559


Salaries are payable to staff by the 21st of each month.


Increments are automatically paid on 1 August subject to the postholder being in post at the College for 6 months prior to this date and having met an agreed set of performance criteria.

Holidays:

Term time only employees are entitled to receive paid holiday entitlement.  This entitlement is calculated within the annual salary figure.  Therefore a proportion is paid each month when salary payment is received and it will be deemed that annual holiday entitlement will be taken during half terms, and / or during the Christmas, Easter and Summer breaks on a pro rata basis.

Hours of Work:
30 hours per week term time only (38 weeks)

   *
Medical:

The successful candidate will be required to complete a medical report form and may be required to attend for a medical examination.

   *
Probation:

A six month probationary period will apply for all new staff to the College.


   *
Asylum and Immigration Act 1996:
Under the Asylum and Immigration Act 1996 (Section 8) it is a criminal offence for an employer to employ someone who is not entitled to live and work in the United Kingdom.  Guidance from the Home Office suggests that employers should ask all new employees, irrespective of their nationality, to provide documentary evidence of their eligibility for work.

Any offer of employment will accordingly be subject to the candidate providing documentary evidence of her/his eligibility to live and work in the United Kingdom.  Acceptable documentary evidence will be one of the following:

· a UK passport, an EEA passport, a National Identity Card or a UK Resident Permit.

If you are unable to provide any one of the above then 2 documents must be produced:

· an official document bearing a National Insurance Number, together with a birth certificate or a letter from the Home Office, or an Immigration Status Document: or

a work permit together with either a passport or a  letter from the Home Office, which in either case 
must confirm that the holder has permission to enter or remain in the UK and take up the work permit 
employment in question.

Please note that you must provide the original document:  a photocopy is not acceptable.  The original document will normally be returned after inspection.

Qualifications:

Evidence of qualifications will need to be provided by the successful candidate.

Notice:

The appointment is subject to one month’s notice.

Sick Pay:

This post carries entitlement to sick pay on a scale rising to six months full pay and six months half pay after five years’ service.

‘Work-Life Balance’ Policies:
The College operates an occupational maternity scheme which offers to female staff who become pregnant an entitlement of up to 52 weeks leave of absence of which up to 39 weeks would be with some pay, subject to certain criteria being met.


The College operates a range of policies, including Paternity and Adoption Leave, which recognise 
employees’ work-life balance.

Pension:

The successful appointee will automatically be entered into the Local Government Superannuation Scheme unless the College is instructed otherwise.  The contribution rate is 6% of gross salary.


Police Vetting:

It will be necessary for the successful candidate to undergo a check with the Criminal Records Bureau.  This is required because the post applied for involves opportunities for access to children.  It is then covered by the regulations and advice contained in:


a)  
Protection of Children:  disclosure of criminal background of those with access to children (DES Circular 12/88)

b) 
Rehabilitation of Offenders Act 1974 - Exceptions (Amendment Order 1986)


The information will be treated in confidence and disclosure of a criminal record will not debar a candidate from appointment unless it is considered that the conviction renders him/her unsuitable for the appointment.

Appraisal:

The successful candidate will be required to participate in a staff appraisal scheme.

No Smoking Policy:
The College operates a no smoking policy on all of its sites.

*
These points will only apply to new staff to this College.

