
 
 

 
 

POSITION DESCRIPTION 
 
POSITION:     Art & Design and MakerSpace Technician 
 
KEY RELATIONSHIPS: This position reports to the Head of Art & Design and the MakerSpace Coordinator in the first instance. 

All positions at the School ultimately report to the Principal. 
 
POSITION STATUS:   Part-Time, ongoing role (0.5 FTE) Term time only (commence in Term 3 if possible) 
     
PRIMARY FOCUS:  To support the work of the departments within the Art and Design framework at CGGS.  Work with the 

Art & Design Department (incorporating the MakerSpace) to support innovative curriculum design 
empowering student learning and creativity.   

 
DATE CREATED: July, 2021 
 
 
CAMBERWELL GIRLS GRAMMAR SCHOOL – EDUCATING TOMORROW’S WOMAN 
 
Our Vision 
A leader and innovator in the education of girls, dedicated to fostering a passion for learning and building a more just and sustainable world. 
 
Our Mission 
A Christian school in the Anglican tradition, inspiring girls in their love of learning and nurturing compassionate leaders with global mindsets. 
 
Our Values 
We welcome students of all faiths and cultures, educating them to see wisdom through intellectual inquiry, service learning and spiritual  
growth, honouring the values of integrity, commitment, respect, hope and courage. 
 
Our Strategic Pillars 

• Inspired Learning 
• Global Citizenship 
• Development of the Whole Person 
• Leadership in Educational Practice 
• Connected Community 
• Operational Excellence 

 
Our Motto 
‘Utilis in Ministerium’ (Useful in Service) 
 
COMMITMENT TO CHILD SAFETY  
All students who attend Camberwell Girls Grammar School (CGGS) have a right to feel and to be safe. The wellbeing and safety of all 
students in our care is our first priority and we have zero tolerance to child abuse. The protection of students is the responsibility of everyone 
who is employed at or is engaged by CGGS in child-connected work. To ensure the safety and best interests of all students, we take into 
account the needs of those with an Aboriginal or Torres Strait Islander heritage, those from culturally and/or linguistically diverse backgrounds 
and those with a disability.  



 
 

 
 

STAFF OBLIGATION TO CHILD SAFETY  

All staff at CGGS take an active role, and are well informed of their obligations, in relation to Child Safety under Ministerial Order No. 870 “Child 
Safe Standards - Managing the risk of child abuse in schools”.  The CGGS Commitment to Child Safety is incorporated into the School’s 
employment cycle from recruitment and reference checking to induction, six and twelve-monthly performance reviews and regular Professional 
Learning.  Employment at CGGS is subject to school policies including the Child Safety Policy, Child Safety Code of Conduct and Mandatory 
Reporting Policy.    

CHILD SAFETY EXPECTATIONS FOR CGGS STAFF   

All staff at CGGS must ensure that at all times the CGGS students have a child safe learning environment. Each and every interaction that a 
teacher has with a student will be conducted with child safe standards in mind, having an understanding of the CGGS child safe policies and 
procedures.  This specifically relates to all student interactions in the classroom, outdoors, excursions, incursions, co-curricular lessons and 
events, School carnivals, School camps, and parent involvement activities.    
 
THE ROLE 
The position is a Technician role. The role of the Technician is to support the development and implementation of the Australian Curriculum 
consistent with the School’s philosophy, policies and practice. It is expected that CGGS Technician’s respect and support the School’s ethos, 
values, policies, and procedures while working with loyalty and commitment to the School. 
 
KEY INTERNAL CONNECTIONS  
 
Reporting directly to: 

• Head of Department – Art & Design 
• MakerSpace Coordinator   

 
Associated Relationships 

• Deputy Principal/Head of Senior School 
• Deputy Head of Senior School – Teaching & Learning  
• Deputy Head of Senior School – Student Wellbeing  
• Senior School Teaching and Professional Services staff 

 
KEY AREAS OF RESPONSIBILITY 

1. ADMINISTRATION 
2. TECHNICAL SUPPORT 
3. CURRICULUM SUPPORT  
4. SAFETY 

 

1. ADMINISTRATION  
• Prepare and supply material and equipment for scheduled practical sessions in a timely fashion. 
• Ensure cleaning, reordering and restocking of trolleys after use is completed before they are required by the next teacher. 
• Assist in conducting regular stocktakes  
• Maintain accurate records, databases and files. 
• Manage the processing, filing and archiving of papers, reports and other correspondence in a timely manner. 
• Manage MakerSpace bookings and other facility use. 
• Requisition of materials and services as required and authorised by the Head of Department within budgetary parameters and 

monitor availability and distribution.  
• Maintain equipment in the department with consultation with faculty members. 



 
 

 
 

• Assist and maintain the cleanliness of the Art and Design classrooms and the MakerSpace 
• Attend to all correspondence, emails and telephone calls in a timely and professional manner. 
• Coordinate the inventory of materials and consumables; organize project storage space; maintain an organized MakerSpace. 

 
2. TECHNICAL SUPPORT  
• Perform general MakerSpace facility maintenance and repair, conduct equipment repairs and preventative maintenance. 
• Train department staff and students on the safe use of the MakerSpace equipment.  
• Provide technical support to students of Art & Design Department with related studio programs and requirements.  
• Assist with loading and unloading kiln, glazing work and pugging clay 
• Responsible for overseeing technical operations in the Art & Design Department – maintaining classrooms and equipment in a safe 

and professional manner  
 

3. CURRICULUM SUPPORT  
• Brainstorm project design ideas and curriculum planning with teachers, coaches and mentors. 
• Facilitate lunchtime and afterschool program of student activities for the MakerSpace. 
• Obtain accurate and timely information from teaching staff related to each semester’s teaching activities to enable technical resource 

planning.  
• Operate specialist equipment as required by the Art and Design Department curriculum (including digital).  
• Assist as required in the preparation and presentation of exhibitions to a professional standard includes hanging, mounting, framing 

and lighting (Including Ormiston) 
• Liaise with teaching staff on their needs for practical work. 

4. SAFETY  
• Maintain a safe, fun and engaging learning environment for all users. 
• Ensure studio equipment within the Art & Design Department is safe and well maintained.  
• Ensure all equipment and materials are correctly labelled, stored and ordered where necessary in a logical and safe manner.  
• Ensure that the Art & Design studios meet all obligations with regard to the Occupational Health and Safety Act, the Dangerous 

Goods Act and relevant codes of practice.  

SKILLS AND KNOWLEDGE  

• Proven understanding of Art and Design principles with the ability to work safely in this space. 
• Working knowledge of laser and vinyl cutters and ceramics is desirable. 
• Keen interest, and current working knowledge in creative digital programs & suites, particularly the ADOBE suite and Illustrator. 
• Experience in 3D modelling within programs such as Zbrush to communicate with the 3D printer.   
• Ability to work hands on with a variety of materials including wood and plastic. 
• Confident in the use of a drill press and multiple hand tools.  

  
KEY PERSONAL ATTRIBUTES 

• Enjoy working collaboratively in teams  
• Strong attention to detail and ability to follow directions is essential 
• Able to be discreet and maintain confidentiality 
• A proven aptitude for the use of digital learning technologies  
• Resilience, sound judgment and problem-solving skills 
• Good interpersonal and relationship building, design thinking, organisation, time management and problem-solving. 
• Strong collaboration skills to work closely with teachers and other experts in the field. 
• A strong sense of ethics and integrity. 
• Working understanding of the Workplace Health & Safety aspects of Art & Design and MakerSpace  
• Commitment to Professional Learning and delivering best practice. 



 
 

 
 

PROFESSIONAL EXPECTATIONS 

All staff at CGGS are expected to: 

• Demonstrate commitment to Ministerial Order No. 870 “Child Safe Standards – Managing the risk of child abuse in schools” and CGGS 
Child Safety Code of Conduct  

• Have a shared responsibility for risk identification of child abuse, and be well-prepared in how to respond to child safety concerns 
• Be responsive and maintain respectful communications and collaborative relationships with the CGGS community 
• Adhere to and implement all safe work practices and procedures in accordance with the CGGS Occupational Health & Safety policy, 

Workplace Health & Safety policy and Manual Handling policy 
• Work safely and report any hazards in accordance with school procedures 
• Model exemplary ethical behaviour and exercise informed judgments in all professional dealings  
• Attend staff meeting/s as scheduled each term  
• Meet expectations as set out in the CGGS Staff Handbook 

 
QUALIFICATIONS 

• Relevant qualifications or current related study 
• Level 2 First Aid Qualifications 
• Current Working with Children Check 
• Current Criminal Record Check  
• Anaphylaxis, Asthma and CPR certificates 

 
APPLICATIONS 
 
All applications should be sent via email to:  

Erin Colwell / Fiona Lear  
Director of Human Resources 
employment@cggs.vic.edu.au 

 
CLOSING DATE   
Monday 2 August 2021 at 4.00pm 
 
 
 
 
N.B. This position description is not intended to represent the entirety of the position nor is it intended to be all-inclusive. CGGS reserves the right to modify this position 
description in consultation with the incumbent from time to time depending on the operational needs of the School. 
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