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	Post Details

	Last Updated: October 2020


	Department:
	Administration  

	Job Title:
	Administration & Reprographics Officer 

	United learning Banding:
	2 point 36
	Term Time Only – 39 weeks + 10 days 
35 hours per week
FTE Salary £23,264pa

Actual PT Salary £19,609pa


	Responsible to:
	Office Manager

	Job purpose:
To be responsible for the management, development and organisation and promotion of the Media Resource Centre in order to effectively support the teaching and learning provision for all students and to effectively promote the school as a first class educational institution. Specifically the task is to create a digital environment that promotes the intelligent use of ICT and Media enhancements.
Provide general admin support and acting as front line Receptionist when required.
Background Information/Relationships:
The post holder will be required to maintain a close working relationship with the Office Manager, Business Manager and Headteacher.  The post holder will have frequent contact with students.


	
This job purpose reflects the core activities of the post. As the school and the post-holder develop, there will inevitably be some changes to the duties for which the post is responsible, and possibly to the emphasis of the post itself. The school expects that the post-holder will recognise this and will adopt a flexible approach to work.  This could include undertaking relevant training where necessary. 

Should significant changes to the job purpose become necessary, the post-holder will be consulted and the changes reflected in a revised job purpose.



	Person Specification 

	 Qualifications and Professional Memberships
	Essential/
Desirable

	Educated to GCSE level standard or equivalent with passes including English and Maths at Grade C or above.
	D

	Good numeracy and literacy skills.
	E


	Experience and Knowledge

	Essential/
Desirable

	Experience of planning and progressing own workload, using initiative and judgement without reference to others.
	E

	Be able to prioritise and manage workload.
	E

	Experience of using Adobe Photoshop or similar applications.
	E

	Experience of using Microsoft Office applications.
	E

	Experience of using reprographics equipment including photocopies, laminators, guillotines etc.
	E

	Previous experience in operating a helpdesk/ticket service.
	D

	Be able to work effectively under pressure.
	E

	Be able to maintain confidentiality.
	E

	Professional telephone number.
	E

	Skills

	

	Be able to work accurately and to work to set deadlines.
	E

	Be able to work in an organised and methodical way and have sound organisational skills.
	E

	Personal Qualities & Attributes

	

	Ability to work as part of a team and on own initiative and with resilience.
	E

	Willingness to learn and undertake training in-post.
	E

	Must be well presented.
	E

	Adaptability, flexibility with the ability to respond effectively to sudden changes of plan.
	E

	Self-motivating with the ability to multi task.
	E

	Organisational Information
 

	All staff are expected to:

Positively support equality of opportunity and equity of treatment to colleagues and students in accordance with the School’s Equal Opportunities Policy.


Help maintain a safe working environment by:

· Attending training in Health and Safety requirements as necessary, both on appointment and as changes in duties and techniques demand.
· Following local codes of safe working practices and the School’s Health and Safety Policy.
· Undertake such other duties within the scope of the post as may be requested by your Manager.

	Line management structure:

Headteacher 

Business Manager

Office Manager
Administration & Reprographics Officer 

	Main Responsibilities/Activities:


	This document is not designed to be a list of all tasks undertaken but an outline record of the main responsibilities and should be read in conjunction with the accompanying Job Purpose. 

More specifically the post holder will be expected to:

	Key responsibilities:

Role responsibilities;

· To be responsible for the smooth running of the Media Resources Centre on a day to day basis, including an effective bulk photocopy service to all members of staff.
· To be responsible for ensuring equipment in the resource centre is deployed and working satisfactorily.
· To be responsible for supporting the acquisition of equipment (excluding equipment that is the direct responsibility of the IT Support Department) including the researching and subsequent commissioning, marking and entry of stock into stock records. 
· To lead on ordering paper supplies for whole school usage.

· To liaise with external agencies to organise repairs as required for reprographics equipment.

· To offer support and assistance in the day-to-day matters relating to the School’s reprographics service.

· To support with the management of the schools social media accounts.

· To support with ensuring the School’s website is fresh, inviting, up to date and always meets statutory requirements.

· To support with the publication of the Headteacher’s Weekly Bulletin.

· To support on the production of films and taking photographs to be used within the School’s marketing  for internal and external stakeholders with the Executive Head teacher and Office Manager 
· Monitor and manage stock levels within an agreed budget, cataloguing resources and undertaking audits as required

· Ensure the reprographics room is well maintained and appropriately stocked 
Administration Tasks

· Undertaking reception duties.

· Ensure safeguarding procedures are followed for all visitors.
· Ensure that queries are dealt with effectively.

· Sort and distribute mail.
· Provide general clerical/admin support eg filing, completing standard forms, respond to routine correspondence.
· Support with the maintenance of manual and computerised records/MIS system.

· Produce lists/information/data as required.
· Attend and participate in relevant meetings as required.

· Participate in training and other learning activities and performance development as required.
In relation to the School;

· To train and assist as a First Aider when required.

· To assist as a Meal time supervisor when required. (a lunch break will still be provided)
· To present the school in a positive manner at all times.

· To carry out any other duties in line with the level of responsibility of the post at the direction of the Office Manager.

· In discharging the duties of the post to have due regard to the provisions of the Health & Safety at Work legislation.

· In dealing with members of the school’s community to be mindful, at all times, of the school’s and the council’s Equal Opportunities policies.  

We take the safeguarding of students and staff seriously at The John Roan School.  All staff are expected to support this ethos.


