Chemistry Technician
39 hours per week
(34 weeks per year, term time only plus 5 weeks in school holidays)

MALVERN ST JAMES LTD
Malvern St James is a leading boarding and day school for girls between the ages of 4 and 18. There are approximately
400 pupils split equally between boarders and day girls.
The School is located in the heart of Malvern in Worcestershire, only two hours from London and one hour from
Birmingham the school has excellent transport links, with Great Malvern station situated just opposite the main school
building. The MSJ bus service covers five counties to pick up and return girls each day.
Aspiration, personal development and achievement lie at the heart of the School and each pupil is treated as an
individual. Our aim is to promote excellence and innovation in teaching and learning throughout the school. Our
commitment is to provide each girl with the challenges and support offered by a bespoke education which will allow
her to develop her talents, character and academic abilities to the full. We prepare girls for the most competitive UK
and international universities and pathways. In addition, we aim to foster and encourage a wide range of extracurricular interests. This individual emphasis is complemented with teamwork and a sense of collective responsibility.
We offer pupils full, weekly and flexible boarding and day places, allowing both parents and daughters to choose the
option that is right for them. Senior girls remain in school until 6.10pm each day and participate in the busy activities
programme or supervised homework sessions.
Girls benefit from first class facilities which include an award-winning Science and Mathematics Centre which has been
expanded to provide greater laboratory space and Mathematics teaching space, a Drama Studio, four ICT suites and a
multi-media Language Laboratory. Our Sports Hall continues to expand both its facilities and services offered to the
girls and staff for personal training and fitness. The School has a dedicated Sixth Form Centre for Day Girls and Boarders
featuring a lively Café Culture recreational area.
We offer staff who come to work at the school:
• the opportunity to work with highly motivated staff and talented pupils
• commitment to your professional development
• convenient location in Malvern with excellent transport links
• competitive salary scale
Malvern St James is committed to safeguarding and promoting the welfare of children.
Applicants must be willing to undergo child protection screening appropriate to the post,
including checks with past employers and the DBS.

Offer of appointment is subject to satisfactory references and DBS checks.
MALVERN ST JAMES ENTERPRISES LTD
Malvern St James Enterprises Ltd is wholly owned and run by Malvern St James Ltd.
It was established in 2008 to develop non-fee income to support new initiatives for the School. The organisation’s
development team promotes the lettings of School facilities to the public and the community and also runs a variety
of summer/holiday School lettings and functions.
Further details are available on our website: www.malvernstjames.co.uk

SCIENCE AT MALVERN ST JAMES

Experienced, innovative and committed Science teachers are supported by a team of excellent technical staff. The
three sciences are taught by science teachers and each area has its own subject-specialist technician. All students
from Year 3 upwards enjoy their science lessons in purpose-built and well-equipped laboratories. Separate sciences
are taught at Key Stage 3, whilst at GCSE, Biology, Chemistry and Physics are offered as separate science subjects, or
as a 'Double Science' award. AQA is the examination board for all KS4 science courses (GCSE) and for the A Level
Chemistry and Physics courses. For Biology in the Sixth Form, the examination board is OCR. In addition to the formal
curriculum lessons, the Science and Technology Departments run many extra-curricular activities and embrace the
aims of National Science Week (NSW). MSJ holds an annual Science lecture. The School enters students for National
Olympiad Competitions in Biology, Chemistry and Physics.

This is a key role for this busy area of the School. The Chemistry Technician appointed will be a specialist, setting up
all practical activities, including A Level. They will carry out risk assessments and follow COSHH regulations. Training
can be given as appropriate. Applications are invited from those with an appropriate Chemistry background. Prior
experience as a Science Technician is highly desirable, as is experience of A Level practical work.

Science Education Centre:

Physics Ground floor

3 Laboratories

Biology First floor

3 Laboratories

Chemistry Second floor

3 Laboratories

Separate specialists are in charge of Biology, Chemistry and Physics. The technical support for the Preparatory
Department is another bespoke role within the team.
Protective clothing is supplied and laundered by the School.
Lunch and refreshments are provided free of charge.
There is a working commitment of 34 weeks per year (term time). The working week is 39 hours and can be agreed
around the core requirement of 8.30am – 4.00pm.
An additional 25 days are flexibly agreed each year, to take place during school holidays.
Paid holidays will be 5.6 weeks per year; all holidays must be taken during school holiday periods.
A contributory pension scheme is available following a successful probationary period.

JOB DESCRIPTION
JOB TITLE: Chemistry Technician
RESPONSIBLE TO: Science and Technology Co-ordinator / Head of Chemistry
The Role
Summary of Technician work: Delivery of equipment and materials, for use in practical lessons, to the appropriate
laboratories, in accordance with the science curriculum; trialling assessed practical and class practical work, preparing
standard solutions, stock control, maintaining safe working practices.
1. Chemistry Lessons
a) Prepare materials and resources and assemble apparatus for use in class practical lessons, following instructions
and appropriate Health and Safety guidelines.
b) Set up and perform demonstrations, when required.
c) Assist students in practical lessons, when required.
d) Clear up after lessons, dispose of waste appropriately, reset trolleys or return equipment and chemicals to their
appropriate stores.
e) Suggest ways of improving the use of Chemistry department resources to help increase effectiveness of teaching,
including manufacturing new apparatus or modifying existing equipment.
f) Construct apparatus and trial experiments, including practical experiments for use in GCSE, AS and A2 Chemistry
practical assessments, adjusting chemical strengths and materials for optimum results. Ensure that the experiments
work, resolve any problems well before the exams and provide a set of results if required.
g) Prepare standard solutions, from concentrates, using appropriate recipes and Health and Safety guidelines.
h) Organise, set up for, and support Open Days, Science Week events and Primary School visit days.
2. Safety and Maintenance
a) Liaise with Head of Chemistry to ensure the safety of all apparatus.
b) Be aware of current safety regulations and recommendations by reading appropriate publications and literature
and attending courses. Implementing new guidance, in conjunction with the Head of Chemistry.
c) Maintain a safe working environment and notifying the Senior Technician immediately of any problems.
d) Carry out risk assessments in conjunction with the Head of Chemistry, with reference to CLEAPSS/ASE/COSHH
guidelines.
e) Carry out regular maintenance and safety checks on equipment and apparatus.
f) Carry out repairs on equipment as necessary, or organise specialist repairs if required.
g) Liaise with Estates and Domestic Services regarding laboratory maintenance and safety.
h) Review the status of the stock, disposing of chemicals when necessary, including hazardous substances, in
accordance with appropriate guidelines, often involving organising removal by a Registered Waste Carrier.
i) Ensure all chemicals are grouped and stored appropriately.
j) Maintain accurate chemical stock records and up to date safety information.
3. Administration
a) Source, cost and order equipment and other resources when required, in liaison with the Head of Chemistry.
b) Keep a record of all invoices and budget expenditure. Reconcile expenditure using monthly budget printouts from
the Finance Department.

c) Control and record the use of Petty Cash for the Chemistry Department.
d) Maintain accurate stock records of apparatus and resources.
e) Compile and maintain distribution records of departmental text books.
f) Use appropriate ICT skills.
g) Carry out additional departmental tasks as deemed necessary by the Head of Chemistry.
h) Attend Departmental meetings as required.
i) Assist the Head of Chemistry with planning for the development of the department.
j) Support teaching staff; provide advice and make recommendations.
k) Maintaining department display boards and ensuring they are eye-catching, and contain relevant and topical
information.

PERSON SPECIFICATION
Essential Criteria
•
•
•
•
•
•
•
•
•

A relevant science qualification
Relevant scientific background
Good accuracy with attention to detail
Good numeracy skills
Good organisational skills
Good team member
Good communication skills
Good ICT skills
Flexible approach to work

Desirable Criteria
•

Experience / knowledge of A Level Chemistry practicals

All school staff are expected to:
a. Support the School’s Boarding ethos including support for activities in the evening and weekend on a
pro rata rota basis
b. Work towards and support the school vision and the current school objectives outlined in the School
Development Plan
c. Contribute to the school’s programme of extra-curricular activities
d. Support and contribute to the School’s responsibility for safeguarding students
e. Regularly review own practice, set personal development targets and take responsibility for own
continuous professional development.
f. Work within the school’s health and safety policy to ensure a safe working environment for staff,
students and visitors
g. Work within the Equal Opportunities Policy to promote equality of opportunity for all students and
staff, both current and prospective.
h. Maintain high professional standards of attendance, punctuality, appearance, conduct and positive,
courteous relations with students, parents and colleagues.
i. Engage actively in the performance review process.
j. Adhere to policies as set out in the Staff Handbook/Teacher Standards and Regulations
k. Undertake other reasonable duties related to the job purpose required from time to time
l. Adhere to School Safeguarding and Child Protection Policies.

GENERAL REQUIREMENTS
Malvern St James is committed to safeguarding and promoting the welfare of children. Applicants must be willing
to undergo child protection screening appropriate to the post, including checks with past employers and the
Disclosure and Barring Service.
This job description is not necessarily a comprehensive definition of the post; it is to be enabling rather than restrictive.
It will be reviewed at least once every two years and it may be subject to modification or amendment at any time after
consultation with the post holder.
APPLICATIONS
The completed application form, which must include all dates of previous employment and give reasons for any
gaps in employment, an accompanying CV, together with a covering letter addressed to the Headmistress, should
be returned to HR Manager, by post to Malvern St James, 15 Avenue Road, Great Malvern, Worcestershire, WR14
3BA, or by email to recruitment@malvernstjames.co.uk .
A CV will not be accepted instead of a completed application form. The personal statement within the application
form should set out why you consider yourself a suitable candidate for the post citing relevant experience, previous
achievements, and your vision for this role. The statement should not repeat the contents of the covering letter.
References of shortlisted candidates will normally be taken up before interview. Two satisfactory references are
required before the appointment is confirmed. The appointment of the successful candidate will also be subject to
satisfactory DBS checking.
BENEFITS OF WORKING AT MALVERN ST JAMES GIRLS’ SCHOOL
Malvern St James Girls’ School prides itself on its warm, friendly, and welcoming environment where all staff are
encouraged to play a part in a successful and supportive community.
Pay
We offer a competitive salary, considering previous experience and relative skills and abilities.
Pension Scheme
After completing three months’ employment with Malvern St James, Support Staff will automatically be enrolled into
our Pension scheme, to which the School also contributes, this is subject to satisfying certain eligibility criteria and
subject to the rules of such scheme as amended from time to time.
Death in Service Cover.
Sport
MSJ Sports & Fitness Centre promotes flexibility as a key attribute to create fitter, healthier employees. Discounted
membership for staff includes gym and swim and a wide range of classes. Membership contributions are taken by
direct debit.
The Sports Club provides many activities for members. These include a wide range of sports, organised tours and
regular competitions.

Other benefits include:
•
•

Fee remission
Lunch provided

•
•
•

Onsite Pavilion Café
Access to Massage
Access to Reflexology

