
Colfe’s Media Studies Technician  

 
GCSE Media Studies, A Level Media Studies Pearson BTEC Creative Digital Media Production 

 

We seek an enthusiastic and talented Media Studies Technician who enjoys working in a school environment to join this friendly and 

highly successful department. The role is approximately 25 hours per week, term time only, with some flexibility for the right candidate. 

 

The role requires an excellent understanding of the use of new media technologies and a person who will:  

 Manage the booking out of and maintenance of all cameras, tripods, lights, sound recording and all other miscellaneous materials. 

 Create and update media displays throughout the department and school. 

 Archive all coursework electronically and create online website hubs to be sent to exam boards and upload coursework. 

 To attend training in support of professional development and to further develop skills in relevant software programmes.  

 Manage the ordering of equipment, writing purchase ledgers and liaising with the Bursary when necessary.  

 Facilitate learning at KS4 and 5, by offering technical support to GCSE, A level and BTEC Creative Digital Media Production students 

using Adobe Creative Cloud, especially Photoshop, In-Design, Premiere Pro and After Effects.  

 Support Media Studies teachers and their pupils / students during timetabled production lessons.  

 Support the running of lunchtime and after-school clubs. This will require two 5pm twilight finishes on a weekday when these clubs 

run. 

 Liaise with ICT and other relevant staff regarding the use of ICT systems and technological resources. 

 Perform a range of administrative duties such as collating classroom resources, photocopying etc.  

 Perform other tasks as reasonably requested by the Head or Bursar and within the individual’s ability. 

 

The person who applies for the role also needs to fulfill the following criteria:  

 Able to work well with both staff and students. 

 ICT literate and interested in remaining well informed of developments in new media technologies. An excellent knowledge of 

Adobe Creative Cloud, especially Photoshop, In-Design, Premiere Pro and After Effects is essential.  

 Be pro-active in developing a working knowledge of other Adobe Creative Cloud software Colfe’s Media Studies Department is 

entitled to access. For example, Dreamweaver, Animate, and Illustrator etc.   

 Have a working knowledge of web design and / or using WIX and other website / blog site templates.  

 Genuinely interested in students and supporting pupils to progress. Offer constructive critical feedback of creative projects and 

suggest practical and creative solutions.     

 Diplomatic and considerate in their interactions with others.  

 Dress and act in a professional manner.  

 Well organised, good at time keeping and efficient in their use of time. 

 Able to work independently.  

 Manage and update @COLFESmedia Twitter feed on a regular basis.  

 Able to eventually deliver Adobe Creative Cloud ‘front of house’ software training to pupils and students.  

 Willing to use their initiative and anticipate potential issues or situations that need responding to.  

 

Application procedure  

The recruitment process will require all applicants to complete an application form, accompanied by a letter of application, current CV 

and details of two referees, who will be contacted prior to interview, in accordance with the School’s Safer Recruitment procedures.  

 

The application should be submitted either by post to:  Mrs A Ross, Human Resources, Colfe’s School, Horn Park Lane, London SE12 

8AW or electronically to: recruitment@colfes.com    

 

 

The deadline for applications is Thursday 26 May 12pm. Colfe’s reserves the right to appoint to this post before the closing date. 

 

 
Colfe’s School is committed to safeguarding and promoting the welfare of children. All applicants must be willing to undergo child protection 

screening, including checks with past employers and the Disclosure & Barring Service. 


