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Hamilton Academy
JOB DESCRIPTION

Reprographics Officer
Grade 2 – Points 7-10
	This job description describes in general terms the normal duties which the post-holder will be expected to undertake. However, the job or duties described may vary or be amended from time to time without changing the level of responsibility associated with the post.

	Reporting directly to:
	Principal’s PA & Office Manager

	Purpose
	· To provide a good quality and effective reprographic service for the school and to develop the service provided to meet the growing needs of the staff using new technology as appropriate.

	MAIN (CORE) DUTIES 

	Duties and Responsibilities
	· Manages the day-to-day running of the department including an effective booking out and checking in system for all equipment, supervising other staff in the department as applicable.

· Organises, negotiates prices and delivery of all consumable supplies and new/replaced equipment.

· Operates a usage recording and charging system for all reprographics and consumable resources for reporting on the usage efficiency copyright or bill checking purposes.

· Designs and produces printed material for the school using a variety of word processing packages and assists staff within the department to use these packages.

· Arranges maintenance and service calls when necessary and sets up equipment as appropriate.

· Records usage/meter readings for all equipment, checks billings and liaises with suppliers/leasing companies as appropriate.

· Assists with the taking, inputting and manipulation of student photographs for use in identity procedures and records television and radio programmes.

· Develops desktop publishing within the school and provides support for students and staff, e.g. for course work, displays, etc.

· Takes and accounts for cash for private copies, etc.

	Quality Assurance and standards:

	· To set a good example in terms of dress, punctuality and attendance.

· To be professional when dealing with visitors, staff, students, outside agencies.

· To attend team and staff meetings as required.

· To be proactive in matters relating to health and safety. 

· To implement and promote the school’s policies and procedures relating to all areas of employment and service delivery.

	Additional Duties
	· To play a full part in the life of Hamilton, to support its distinctive aims and ethos and to encourage students to follow this example.

· To participate in induction training, staff review process and professional development opportunities.

· To comply with any reasonable request from line manager to undertake work of a similar level that is not specified in this job description.

· Any other duties as reasonably required.

	Health and Safety 


	· It is an Employee’s responsibility to take reasonable care of themselves and others and anybody affected by their undertaking including any act(s) or omissions.


· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

· The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

· This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Signed _________________________________

Support Staff
Signed _________________________________

Line Manager
Date    _________________________________

PERSON SPECIFICATION

	
	JOB REQUIREMENTS: Essential (E) or Desirable (D)
	E/D

	A. Training & Education
	· GCSE English and  Maths (A*-C) or equivalent (Level 2 Basic Skills Literacy/Numeracy)

· Willingness to be trained/update skills as and when necessary.

· First Aid Certificate.


	E
E

D

	B. Experience 


	· Some experience of reprographic/printing work.

· Awareness of Health and Safety at Work Act and its importance to equipment, materials and working practices.
· Previous experience of dealing with customers (internal or external).

· Computer Literate

· Experience of working in a school/college
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	C. Other Skills
	· Reliable with regard to all aspects working practice

· Ability to remain patient and calm in challenging situations

· Ability to work effectively within a team environment, understanding roles and responsibilities

· Ability to build effective working relationships with all learners and colleagues and to perform and maintain appropriate professional relationships and boundaries with colleagues and students

· Ability to promote a positive ethos and role model positive attributes

· Willingness to participate in relevant training and development opportunities

· Professionally discreet and able to respect confidentiality

· Firm, sensitive and effective approach towards student discipline

· Confident and able to use own initiative

· Willing and able to keep up-to-date with legislation/guidelines/new/best techniques/as they change or study for/obtain/train for further skills and qualifications needed for the role

· Positive problem solving attitude
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	D. Other Conditions

Including any hazardous or environmentally adverse conditions
	· Fit to fulfil all aspects of the job description

· Set a good example in terms of dress, punctuality and attendance
· Must satisfy relevant pre-employment checks
· This post will involve contact with vulnerable groups (children, young people and/or adults) and is therefore exempt from the Rehabilitation of Offenders Act 1974 and subject to an Enhanced Criminal Records Bureau (CRB) Disclosure check.  This exemption means that applicants for this post are required to declare all criminal convictions, cautions, reprimands and bind-overs both spent and unspent in their application, regardless of the passage of time.
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	E. Equal Opportunities


	· Must be able to recognise discrimination in its many forms and be willing to put the Council’s Equality policies into practice

· Willing and able to deal with people professionally at all levels and from a variety of backgrounds
	E

E
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