
Biology Technician 
Candidate Information Pack



The Biology Technician will report to the Senior Biology 
Technician in the normal course of his/her duties and, as 
a member of the Support Staff, be ultimately responsible 
to the Interim Director of Finance and Operations (DFO). 

Closing date: 9am on Monday 18 November 2019

INTRODUCTION

Key facts about the role:

Day & Boarding
DAY, WEEKLY AND  
FULL BOARDING  
PLACES AVAILABLE

Co-educational
FOR AGES 13–18

10 miles
FROM CENTRAL LONDON 
WITH EASY ACCESS TO MILL 
HILL EAST TUBE STATION

120+
ACRES OF GROUNDS 
AND FACILITIES

GCSE & A Level 
WITH A WIDE RANGE 
OF OPTIONS

Part of the  Mill 
Hill School 
Foundation
EDUCATING GIRLS AND 
BOYS FROM 3–18



Mill Hill School 
Founded in 1807, Mill Hill School is an 
independent co-educational boarding and day 
school with 715 pupils aged between 13 and 18, 
of which 275 are in the Sixth Form. The School 
is one of four in the Mill Hill School Foundation, 
which comprises Pre-preparatory, Preparatory 
and Senior Schools as well an on-site 
International School.

We are situated in a magnificent 120-acre 
parkland campus on the edge of the North 
London Green Belt, providing a wonderful 
environment in which to work. The School is 
very much a community, particularly given the 
central importance of boarding: we are unusual 
for a London school to be offering full and 
weekly boarding, with over 180 boarding pupils. 

We are committed to the on-going professional 
development of all our teaching and support 
staff as well as the full induction and training of 
all new staff.

The Mill Hill School Foundation Ethos
The Mill Hill School Foundation educates  
boys and girls from 3–18, seeking to equip 
them for life, both now and in the future.  

Our stimulating academic environment and 
numerous activities outside the classroom 
encourage learning and personal growth.  
We are committed to the development of 
every pupil and believe that our friendly and 
supportive community helps this to happen.
We seek as a Foundation to instil a love for 
learning which will last a life time whilst balancing 
this with a readiness to embrace change.

THE SCHOOL



The key duties of the post holder are as follows: 
• Preparation of chemicals and setting out of

apparatus for Biology lessons. This includes 
setting out individually based sets for practical 
assessments.

• Construction of simple apparatus for
laboratory work at GCSE and A-level. 

• Management of the practical ordering system.
• Clearing up after practical work including

washing up and returning glassware, chemicals
and equipment to the appropriate location.
Teachers and pupils are expected to leave their
workplace in a reasonably tidy state.

• Responsibility for the orderly storage of
equipment (in accordance with Health and
safety regulations and guidelines), glassware
and other apparatus, simple maintenance of
equipment (e.g. periodic cleaning of Bunsen
burners, lab-coats and safety spectacles) and
day to day servicing of the five laboratories
and prep room.

• Be responsible to acquire and maintain a first
Aid at work qualification (INSET training can be
provided).

• To attend CLEAPSS INSET training courses to
keep up-to-date with health and safety issues,
when directed to do so.

• Regular stocktaking of all apparatus held by
the department and management of the day to
day running of the departmental expenditure
and budget.

• Organising (in conjunction with the DFO’s
Office at Walker House and the Maintenance
Department) repairs and maintenance of
equipment, including P.A.T. (Portable
Appliance Test) on all electrical appliances.

• Notifying the Senior Technician of any safety
issues or risks that arise within the department.

• Observing of Health and Safety requirements
and safe working practice for self, colleagues
and pupils. Maintaining Health and Safety
records and working with the Senior
Technician to ensure risk assessments are kept
up-to-date.

• Photocopying or organisation of
photocopying, and collation of resources,
worksheets exam papers etc., as requested by
the Senior Technician, and as time allows.

• Ordering of equipment and chemicals
(including sourcing some materials in the
locality during working hours) and arranging
deliveries, collections and returns of faulty
items.

• Upkeep, recording, collection and distribution
of Biology Department text books, workbooks
and revision guides.

• Liaising with other technicians and
departments as required e.g. cross curricular
events.

• Assistance with the preparation of materials,
demonstrations and exhibits for Open Days
and other similar occasions.

• Performing such other tasks as the Senior
Technician or Head of Biology may reasonably
request to ensure the smooth running of the
department.

• Observing COSHH regulations on Risk
Assessment and assessing risk as appropriate.

• Trial practicals for the A2, AS and GCSE
assessments, collecting sample data and
liaising with the Head of Department if
changes are needed

JOB DESCRIPTION



• Experience of working with children/
teenagers (particularly in a laboratory/
school environment) is desirable. Degree
level education is also desirable, but not
essential.

• Good understanding of the requirements of
a laboratory, particularly in a school
environment.

• Good understanding of Health and Safety
issues in laboratories and prep rooms.

• Good interpersonal skills and an ability to
interact appropriately with both pupils and
staff.

• Ability to work as part of a team.
• Attention to detail.
• Ability to work independently, under

pressure and to manage priorities. Initiative
and ability to complete tasks is essential

• Good written and verbal communication
skills.

• Proficiency in ICT.

PERSON SPECIFICATION HOURS OF WORK
The working hours are 27.5 hours per week 
during term-time (8.30 – 2.30), including thirty 
minutes unpaid lunch break. Lunch will be 
provided by the school during term time. You 
will be expected to work up to a total maximum 
of 6 week days during school holidays over the 
full course of the year (usually the INSET days, 
but by mutual agreement with the Senior 
Technician).



If you would like to apply for this role, please
download the application form from the
School website, Our Guidance Notes for 
Applicants can also be found on the website.

View Online Page

Your application form should be completed  
in full and returned to applications@millhill.
org.uk by 9am  on Monday 18 November  
2019. Please note that we are unable to accept 
applications unless they are made on our own 
application form. Due to the large number of 
applications the School receives, please be 
aware that only shortlisted candidates will
be contacted to be invited for an interview.

Should you require any further  
assistance, please contact us via email 
applications@millhill.org.uk

The Mill Hill School Foundation and its staff 
are committed to safeguarding the welfare 
of children. The School is registered with the 
DBS and successful applicants will be 
required to complete successfully the 
Disclosure procedure at the Enhanced level. 
It is an offence for any person barred from 
working with children to apply for this post. 

The Mill Hill Foundation is committed to Equal 
Opportunities and welcomes applications 
from all sections of the community.
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HOW TO APPLY



Mill Hill School
The Ridgeway
Mill Hill Village
London NW7 1QS

020 8959 1221 
millhill.org.uk

Instilling values, inspiring minds 
millhill.org.uk


