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JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	Reprographics and Clerical Assistant (Secondary Schools)
	JOB REF NO
	AAAE5026


BASIC JOB PURPOSE
To provide a reprographic service for staff and pupils to maximise the efficient use of time by staff in the school.
	NO
	MAIN RESPONSIBILITIES

	1
	Provide a printing/photocopying service and associated tasks such as binding and laminating for staff and pupils.

	2
	Monitor and maintain stocks of AV equipment and other consumables and ensure equipment is readily available for staff when required

	3
	Provide a word processing/desk top publishing facility and maintain agreed quality standards for the production of documentation for circulation in school and distribution to parents, pupils and the community.

	4
	Maintain records of departmental levels of photocopying and stationery to enable Business Manager to monitor faculty budgets.

Monitor and control stocks of materials and stationery for the School to ensure adequate stock is available.

	5
	To support and assist the work of the SIMS Supervisor with data entry on the School’s SIMS modules.

	6
	Clean and maintain copy machines and other equipment, liaise with maintenance contractors as necessary.

	7
	Maintain an awareness of, and advise colleagues of copyright regulations

	
	Notwithstanding the detail in this job description, in accordance with the School's/Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the main responsibilities of the job.


1   RESPONSIBILITY FOR SUPERVISION / DIRECTION / COORDINATION OF EMPLOYEES

Employees directly supervised by jobholder
	No and FTE
	Levels / grades
	Types of work
	Where based


	
	n/a
	
	


What does the supervision of these people involve?  
n/a
Other Employees supervised by jobholder (not in a direct line relationship)
Not Applicable

What does the supervision of these employees involve? 
Not applicable
Does the job involve supervision, direction or management of people who are not employees? eg contractors, students on secondment 
	No and FTE
	Levels / grades
	Types of work
	Where based


	1
	Work experience student
Shared responsibility for a few days a year
	Basic delegated tasks related to the job holder responsibilities
	School office


What does the supervision of these people involve?  
Not applicable
Does the jobholder develop policy or provide advice and information which impacts on the supervision / direction / coordination of employees?


    No  

2     RESPONSIBILITY FOR FINANCIAL RESOURCES

	Financial responsibility – Shared responsibilities
	      Value of the financial resource      

           (p.a.)
	How often is the duty performed?



	Cash Handling:
Collection, counting, receipting, recording & safekeeping of monies for private photocopying jobs
	C £1,000 
	Occasional

	Faculty Stationery Accounts:
Records and books out stationery and consumables  to each faculty which are shown on a sheet and sent to Finance monthly to enable the department’s budget to be credited.
	
	

	Records and information:

Job holder produces a list of costs incurred by each department for reprographics.

Job holder has to enter a departmental code for photocopying, and produces a summary report of these.


	
	


Does the jobholder develop policy or provide advice and information which impacts on  financial resources?  No
3     RESPONSIBILITY FOR PHYSICAL RESOURCES

	Physical resource
	Nature of responsibility of jobholder
	How often is the responsibility exercised?

	Word processed and Desk Top Published documents – tickets, booklets, posters, newsletters, certificates
	Designs, creates and generates accurate and well presented documents
	Daily


	Orders:

· stationery – paper, pens, & other consumables

	Maintains adequate stocks, notifies Finance of stock requirements, checks off stock deliveries, stores
	Several times a year


	Photocopying: 
	Provision of a photocopying, laminating service. Binding service from individual up to 100 copies
	Daily


	Equipment:

TVs and videos

Laptops, videos, tape players, digital cameras
CD recorder, PC,  black & white and  colour copiers, laminator, heat sealing machine, electric stapler, guillotines 
	· These are located around the building. Job holder is responsible for basic maintenance and calling engineer if required.

· Provision of hire facility for school staff – operation of booking system, books in and out, ensures in good working order & carries out simple checks (batteries, bulbs etc), stores safely and securely

· Shared safe  day to day use,  maintenance and cleaning 
	Daily


Does the jobholder develop policy or provide advice and information which impacts on physical resources?
   Yes
If yes, give details

Advice only: Job holder can advise staff on alternative ways of producing documents which can lead to a reduction in the use and cost of resources.

4     RESPONSIBILITY FOR IMPACT ON PEOPLE

	Task/Duty
	Who benefits?
	How they benefit?

	Provision of reprographic service
	Staff, pupils, parents, private individuals (PTA’s, local community groups), Governors
	High standard of printed materials 

	Recording TV and radio programmes
	Teaching staff and pupils
	Provision of teaching materials

	Provision of assessment and attendance data
	Staff, parents and Education Welfare Officers
	Able to assess progress within school and monitor attendance


Does the Jobholder develop policy or provide advice and information which impacts on people?    yes 
If Yes, give details:-
 Advises colleagues on implications of copy write legislation and ensures this information is readily available for example by displaying notices near photocopiers
5    KNOWLEDGE
	Type of knowledge
	What knowledge is essential?
	Why are these needed?
	How is it normally acquired?


	Specialist knowledge and qualifications
	Good standards of spelling, grammar & punctuation

Arithmetical skills
	To proof read

To maintain accounting spreadsheets 
	General education

	ICT
	Word processing skills + knowledge of Microsoft Office, Word, Outlook, Excel, Publisher, Internet, SIMS, MS Publisher, Camera programmes, desk top publishing, coral draw, clipart
	To word process and desk top publish, maintain records, enter and extract pupil data, support and give advice to staff
	RSA2 in typing/wp + on the job experience + in-house training courses

	Equipment
	Full range of office equipment and machinery, laptops, videos, TV’s, cameras and photocopiers etc
	To use and carry out day to day maintenance and basic repairs, support staff in their use

To produce professional documentation, on time and with minimum use and waste of resources.
	Experience on the job


	Organisational
	Understanding of the school rules and ethos

Understanding of school specific cycle

Admissions and Leavers Cycle
	To maintain required standards

To prepare diary of regular events

Enables proactive planning of work load, preordering of stock and supplies.

To ensure correct documentation is available for deadlines

	Induction and on the job experience

	Policies and procedures
	Working knowledge of: 

· school policies and procedures, class systems and school standards

· copyright rules

· data protection

Purchasing and requisition guidelines
	To ensure compliance, to meet deadlines and to ensure confidentiality maintained

Local procedures stipulate deadlines and process for requisitioning work, job holder needs to comply with these.
	Induction and on the job experience


How long would it take for a jobholder to become fully operational?

The jobholder would be expected to undertake basic routine tasks immediately and within three months the jobholder should be able to undertake the full range of duties. 

6     MENTAL SKILLS

a)
What sort of situations/problems does the jobholder typically have to deal with? 


Give two examples of typical problems solved on a regular basis. 

Example Job Sheets: Reprographic instructions are entered onto a job sheet by the commissioner of the work. The instructions are sometimes very complex and often very unclear. The jobholder has to interpret and make a judgment “Is this what they really want?” if mistakes are made on the instructions. Errors can be expensive. The jobholder would also make suggestions to make a job more cost effective for the faculty.
Example  Copier Breakdowns: If one of the copiers are not working this has a dramatic impact on the Department. The workload has to be reprioritized and teaching staff needing to urgently use the copier also have to be accommodated. The jobholder has to troubleshoot why the machine is not working and follow instructions from the engineer to rectify. For major breakdowns the technician would visit.
b)
Give an example of the most difficult or demanding situation/problem the jobholder has to solve.

Example:  Complex reprographics jobs: More complex jobs have to be collated by hand (straightforward jobs are collated by the machine). This involves numerous piles, some with more than one sheet, and the jobholder has to accurately collate whilst dealing with interruptions from phones, pupils and other sources.
c) Approximately how often would the example in (b) occur?
	Several times a year


Give details below of the mental skills required in the job and reasons why they are needed.

	Mental Skill
	Why Needed?

	Creative
	Design and creation of tickets, folders, booklets and other printed materials

	Analysis 
	Assess situations and make suggestions about how much saving can be made by carrying out a task in a different way, or using different materials

	Judgement
	To assess which jobs are priority.

To check and question or amend detail on a document before printing or copying

	Planning


	Prioritising work, particularly in event of machinery failure.

Long term deadlines need to be planned around the school calendar to ensure there are sufficient supplies available to meet requirements and to ensure that deadlines are met.

Daily work needs to be prioritized as work arrives throughout the working day.

Requests for video recordings of TV programmes need to be noted and actioned

	Problem solving
	Resolving machine breakdowns by troubleshooting or following instructions from engineer


7     INTERPERSONAL AND COMMUNICATION SKILLS ESSENTIAL FOR THE JOB

	Skill


	Used for?
	With whom?

	Visual
	Awareness of colour, presentation and design for immediate impact of document, and professional image of the school 
	Internally: staff and pupils,

Externally: parents, potential pupils and parents, local community.

	Written
	Acceptable presentation of written work for example, certificates, invitations
	Proof copy to be provided for Head of Department or Headteacher. 

	Oral
	Discussing needs or requirements for printing and reprographic work
	Heads of Department and Headteacher.

	Persuasion
	Discuss alternatives to the options that have selected, for example if the job holder has identified a cheaper or more economical way of producing documents
	Heads of Department, Headteacher.

	Negotiation
	Obtaining best price on paper, card and other products.

Negotiate timescales with colleagues  if unable to carry out task immediately.
	External suppliers

	Liaison
	Effective repair of defective equipment
	Suppliers of equipment, company representatives and maintenance engineers.


8     PHYSICAL SKILLS ESSENTIAL FOR THE JOB

	Physical skill
	Used for?
	Any precision/speed requirements?



	manual dexterity
	Word processing, data entry, desk top publishing – integral part of function
	Accuracy and speed – RSA2 typing – speed 40wpm approx 

	hand eye coordination
	Photography


	

	Visual awareness
	Composition and visual impact of completed documents or photographs
	


9     INITIATIVE AND INDEPENDENCE

Allocation of work

a)
How is work allocated to the jobholder? Copying work arrives direct to the job holder . Ongoing and cyclical routine tasks are fitted in around these tasks. Some work is reactive.
b)
What is a typical cycle for allocating work to the jobholder eg hourly, daily, weekly?

Hourly, Daily, weekly and monthly
Scope for initiative

c) How much freedom/discretion does the jobholder have:
to change the way work is done?

(e.g. recommending changes in policy, procedures, resources)

The jobholder acts within well established procedures but would make suggestions to teachers about more cost effective ways of copying.
to allocate their time to duties?

The jobholder is able to prioritise own work around other people’s priorities and deadlines. 
What is the level of guidance/instruction available? 

School quality standards for typing and copying. Manuals for machines and equipment. Notes from training courses.
     e)  What sort of direction, management or supervision is given to the jobholder?


The jobholder knows what needs to be done and works mainly unsupervised, but 
there is daily contact with the Line Manager who works in the same office and is 
available for help and guidance if needed.
f)
Give three examples of problems or decisions the jobholder would be expected to deal with themselves without reference to a supervisor/manager. How often do these occur?

	Expected problem
	Nature of available guidance
	Typical Frequency

	Best way or most cost effective way to photocopy a document
	Experience, initiative, precedents
	Daily

	Where a photocopy request has been received which will be difficult to carry out as requested, for example if the original is on dark paper, or the information (usually dates) does not appear to be correct, the job holder has to identify this as a problem, and discuss alternatives with the individual requesting the work.
	Experience.
	Occasional

	Unexpected problem
	Nature of available guidance
	Typical Frequency

	If there is a copier breakdown – the jobholder troubleshoots and determines operator or machinery error and tries to resolve – if impossible calls out Engineer
	Experience, precedents, initiative, knowledge of machinery
	Occasional


g)
Give two examples of problems or decisions the jobholder would be expected to refer to their supervisor/manager. How often do these occur?
	Problem or decision
	Point of referral
	Typical Frequency

	Anything where there appears to be an excessive use or waste of resources and after discussion with the person requesting the work the job older has been unable to persuade them to modify their request.
	Referral to Line  Manager
	Occasional


	Where machinery has broken down and needs replacing
	Referral to Line Manager to approve repair or replacement
	Occasional



10     PHYSICAL DEMANDS

	Physical Demand
	Typical

Duration
	How often?
	Other details

(eg how heavy?)



	Standing at copier and walking around office
	Few hours each 
	Daily

	

	Sitting to type documents
Sitting to input attendance data, staring at VDU
	Short bursts
Several  hours of interrupted time
	Daily
Weekly


	

	Lifting and carrying:
Boxes of paper

Equipment – TV’s, videos etc to return to storage

Piles of copying
	Short bursts
	Daily
	

	Awkward positions:

Bending to hand collate big jobs

Kneeling / bending to repair copier
	1 hour

Several minutes
	Few times month

Couple times month
	


11     MENTAL DEMANDS OF THE JOB

	Nature of task
	Mental Demand
	Duration
	Frequency


	Word processing and desk top publishing
	Concentration, accuracy, attention to detail, deciphering writing, correcting spelling, punctuation and grammar
	
	Daily

	Either:

Input of attendance and assessment data and provision of reports

Or: Determining stationery requirements and putting together list of replacement items (different companies, ensuring correct price, colour etc)

Or: maintain records of faculty expenditure on copying & stationery
	Concentration, accuracy, attention to detail


	
	Daily

	Design of tickets, leaflets etc. 
Correct setting of the video

Copying, collating and stapling documents. Comb binding of documents

	Concentration, attention to detail, accuracy. Awareness of deadlines and special instructions
	
	

	Checking dates on documents for accuracy

Check first print off so that order of pages is correct.

Monitoring large print runs 
	Concentration, attention to detail, alertness.
	
	


To what extent is the job subject to work-related pressures e.g. regular deadlines, frequent
interruptions, conflicting demands?
	Nature of pressures 

/ interruptions


	Source
	For how long?
	How often?

	Interruptions – inherent part of job

	Copy run needs to be stopped to enable immediate copying of a more urgent job from elsewhere, eg if a copier has broken down and the print run is urgent.

Phone, pupils and staff requiring attention. The jobholder has to stop, listen to request deal with request and then back track. There is a constant awareness of deadlines to be met, which is difficult when unable to finish off jobs 

	
	

	Deadlines
	Imposed by staff on job sheets – some urgent
Video and radio recording

Accounts – month end

Typing jobs
	
	

	Conflicting demands
	Request to rectify faults with a copier in another part of the school
Requests for replacement lunch or bus passes



If the jobholder is subject to any other form of mental demand, please give details below.
Not Applicable



12     EMOTIONAL DEMANDS

	Nature of the task being performed by jobholder.


	Behaviour/source of the emotional demand
	Frequency (per day/wk/ month)



	Provision of copying and typing service
	Staff may require work at short notice and the jobholder will need to exercise discretion and an ability to explain in a polite and professional manner the extent of current workload and if any delays are anticipated.
	Couple times per week


13     WORKING CONDITIONS

a)
In what kind of places does the jobholder normally work (eg office, library, gardens, clients’ homes)? 

If more than one, give approximate proportion of time in each.

	Location of work


	Proportion of time

	Office within school
	100%


b) If the jobholder works outside, are they expected to work regardless of the weather or are alternative arrangements made eg work on other duties?

No
c) What unpleasant environmental working conditions or behaviour from other people are met in performing the job? (See guidance notes for examples)

	Working Condition or Behaviour from other people


	How long does it last at any one time?
	How often does it typically occur?

	Noisy machinery – within H & S guidelines but constant rhythmical noise
Heat and smell from machinery when used constantly

Exposure to toner when changing cartridges
	60% of working day
60% of working day

Few minutes
	Weekly



d)
What protection is offered (if any) e.g. against adverse weather (clothing, shelter), against infection, security measures etc.

Not applicable
