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Role Description 
Creative Arts Technician 
 
 

 

 

Introduction: 

In our Sacred Heart school there has been a long tradition of particular care for every student. In this 
our inspiration is found in the words of the Mother Foundress, St Madeleine Sophie Barat herself: “I 
would have founded the Society for the sake of the soul of one child.” It is the policy of Sacré Cœur 
to live out the values that reflect its Sacred Heart tradition. These values are embodied in the Goals 
of Sacred Heart Education, which are: 
 

1. Faith which is relevant in today’s world 
 

2. A deep respect for intellectual values 
 

3. Building community as Christian value 
 

4. A social awareness that impels to action 
 

5. Personal growth in an atmosphere of wise freedom 
 
Sacré Cœur places an emphasis on serious study and academic excellence. The curriculum is 
designed to engender the integral development of pupils, encouraging physical, intellectual, moral, 
creative and spiritual growth in a supportive and co-operative learning environment.  

 

Role Overview: 

The Creative Arts Technician's main responsibility is to provide support to Creative Arts teachers in 

order to ensure the efficient running of the Creative Arts Learning Area day-to-day program of 

timetabled lessons and extra-curricular activities. 

 

Reports To: 

The Creative Arts Technician is responsible to the Principal through primary responsibility to the 

Learning Leader of Creative Arts. 

 

Key Duties and Responsibilities: 

- Provide technical support to the Creative Arts Learning Area, especially in organization of 

visual arts, design and media materials and equipment and display of artworks.  

- Organization of the provision and maintenance of teaching resources for the Creative Arts 

department, which comprises Visual Arts, Media Arts and Visual Communication Design.  

- Maintenance and ordering of stock and equipment levels for all Creative Arts studies 
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- Maintain a record of stock, equipment and resources belonging to the Creative Arts 

department. 

- Organize servicing and cleaning of tools and equipment – such as sewing machines, cameras, 

kiln and printing press and printers  

- Coordinate kiln use - this would involve packing, firing and the return of fired items to Art rooms 

- Coordinate shared use of equipment and materials 

- Arrange and maintain ongoing displays of artwork within the Department and within the school 

as required. E.g. under Brown Stairs. Prepare student work for display by cutting mounts and 

organizing framing. 

- Work with teaching staff in the preparation of rooms and resources. This would involve setting 

up materials and equipment for demonstrations and classroom use and setting up rooms for 

special programs such as Artist Workshops.  

- Printing of digital works for Photography, Art, Media and Visual Communication Design 

classes.  

- Photographing of student works for publications such as the Cor Unum (annual School 

magazine) and the online gallery.  

- Photographing Creative Arts events such as Artist in Residence Programs and exhibitions etc.  

- Assist the Creative Arts Learning Leader in submitting student works in Creative Arts 

Competitions  

- Assist the Creative Arts Learning Leader with the organization and coordination of the Creative 

Arts exhibitions and initiatives such as The Festival of Ideas and The Annual MAD (Media, Art & 

Design) Show, including: 

● Arrange hire/construction of any equipment/display 

● Design exhibition layout 

● Install student work  

● Arrange catering 

- Occupational Health and Safety 

● Manage the safety of the creative arts studios  

● Report any maintenance/repair issues to OHS officer and/or Maintenance Department 

● Compile and maintain Material Safety Data Sheets 

● Compile and maintain Risk Assessment Sheets  

- Other duties as directed by the Principal. 

 

General Expectations: 

Professional Development 

As required attend learning area meetings, staff meetings; participate in professional development 
seminars for teachers and/or for administration staff. 

 

Internal Relationships 

Apart from the Creative Arts Learning Leader, primary relationships for the position are: 

- Creative Arts Team 
- Teachers 
- Education Support Officers 
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- Community Relations Team 
 

External Relationships 

- External suppliers 
- Equipment hire companies 
- Other Schools 

 

Key Selection Criteria: 

- Studies in Fine Arts and/or Design/ Media fields and / or equivalent experience 
- High level of technical expertise in Fine Arts, Media Arts and Design  areas.  
- High level of competency in ICT ( in particular, the Adobe Suite) 
 

Personal Requirements and Competencies | All Staff 

- Alignment with School values 

- Understanding of the traditions and spirituality of a Sacred Heart (RSCJ) school and ability to 

confidently articulate the those 

- High level of professional personal presentation 

- Professional, warm, positive and welcoming presence 

- Capacity to maintain high levels of confidentiality  

- Enthusiastic and highly motivated to contribute 

- Operates effectively in a team environment, maintains high work standards with minimal 

supervision and high attention to detail 

- Enthusiastic and highly motivated to contribute 

- Flexible and operations effectively in a changing environment 

 

Child Safety | All Staff: 

Sacré Cœur is committed to the safety, wellbeing and inclusion of all our students.  
The School has zero tolerance for child abuse and is committed to the protection of all children 
from all forms of child abuse. 
 
Particular attention is paid to the most vulnerable children (Aboriginal and Torres Strait Islander, 
culturally and/or linguistically diverse backgrounds and children with a disability). 

 
In this context, Sacré Cœur implements a regular and comprehensive Child Safety and Protection 
program across the entire Sacré Cœur community. 
 
All staff at Sacré Cœur take an active role, and are well-informed of their obligations, in relation to 
Child Safety under Ministerial Order No. 1359 Child Safe Standards – managing the risk of child 
abuse in schools”. Employment at Sacré Cœur is subject to school policies including the Child 
Safety Policy, Child Safety Code of Conduct and Child Protection – Reporting Obligations Policy, 
being read, understood and adhered to by being proactive in reporting any concerns or identified 
risk. Where students are under staff care, there is an obligation to take all practical steps to protect 
students where a risk to students’ safety has been identified. 
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Terms and Conditions: 

The Creative Arts Technician will be employed under the terms and conditions of the Catholic 
Education Multi Employer Agreement 2022 (and subsequent Agreements).  This role is an 
Education Support Officer Category B role with salary at Level 2 with Subdivision determined by 
qualifications and experience. 

 
FTE 1.0 | Monday-Friday | 8:00am to 4:00pm with a 30-minute unpaid lunchbreak 
FTE 0.8 | Days to be negotiated with the successful candidate 

 
Equal Opportunity: 

Sacré Coeur is committed to Equal Employment Opportunity principles and is committed to the 

principles of merit-based selection, equity, diversity and procedural fairness in our recruitment 

process.  

 

Aboriginal and Torres Strait Islander peoples are encouraged to apply for all positions at Sacré 

Coeur.  

 

Summary: 

This role description should not be seen as limiting and may be altered to meet the needs of the 
School at any time. 
 

 
VERSION | March 2024 CURRENT 
 


