[image: A picture containing text, clipart, vector graphics

Description automatically generated]

Job Description

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

Role: 		Reprographics officer

Reporting to: 		Bursar

Responsible for:		Reprographics assistant

Summary role:		To coordinate the activities of the reprographics office.
 
Main responsibilities:
· Coordinating the reprographics office and delivering an effective reprographics job request and prioritisation system.
· Photocopying, printing, production/basic editing and/or collating papers, booklets, tables, pictures and similar items, laminating and guillotining as required, for members of staff with a standard turn-around time of one working day, or sooner when feasible, and delivery of completed work to agreed locations around School. This also involves formatting and preparing documents ready for print.
· Ensuring the regular maintenance and servicing of the school’s photocopying, printing, collation and other reprographic equipment across the site. Ordering associated consumable materials and liaising directly with supplies and contractors where appropriate. 
· Managing office and school supplies and associated supplies (for classroom and non-classroom use) for the school.  Maintaining an appropriate level of stock. 
· Keeping a small cash float.
· Managing the school’s stock of assorted resources for pupils and staff. Including stationery, general classroom equipment (calculators, glues, etc), digital cameras, and other such resources for issue to staff and/or for issue/sale to pupils as required. This involves:
· Ensuring these resources are appropriately maintained and ready for use/sale. 
· Keeping appropriate records of their usage. 
· Ensuring pupil purchases are processed/logged as required. 
· Producing, maintaining, monitoring, and updating online systems for print and ordering where needed.

Safeguarding
This role will require regular interaction with pupils which equates to regulated activity with children. The post holder must at all times act with due regard to the school’s child protection and safeguarding policies and procedures and the school’s code of conduct. 

The following duties will be deemed to be included in the duties which you may be required to perform:
· child protection
· promoting and safeguarding the welfare of children and young persons for whom you are responsible and with whom you come into contact.
General responsibilities: 
· To ensure all duties are carried out in accordance with health and safety regulations 
· To undertake any training and development for the better fulfilment of the post.
· To undertake any ad hoc duties as requested. 
· To undertake any other duties and responsibilities as determined by the Head or Bursar.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities, tasks and duties. The jobholder’s actual responsibilities, tasks and duties might differ from those outlined in the job description and other duties commensurate with this level of responsibility may be either permanently or temporarily assigned as part of the job. 

This job description is subject to review in line with the developing needs of the school.



Person Specification

	 
	Essential 
	Desirable
	Evidence/ 
Assessed By

	Qualifications & training 
	Good written and spoken communications skills (GCSE English and Maths grade A* to C or equivalent)

	
	Application

Certificates

	Experience 
	Experience working in a similar environment
Experience of working in a customer facing role.
Managing and manipulating .pdf files
	Experience managing a reprographics department in an education environment. 
	Application

Tasks

Interview

	Professional Values 
	Ability to establish and maintain good professional relationships with pupils and colleagues
Ability to maintain confidentiality when working with sensitive documents and/or information
	
	Application

References

	Knowledge and understanding 
	Good IT skills including Microsoft Office programs.

	Experience of ‘Papercut’ or similar print room workflow software. 
	Application

Tasks

	Skills 
	Ability to deal with regular interruptions
The ability to work under pressure to short deadlines
Promote a positive working environment 
Ability to work with minimal supervision and to act on own initiative
Attention to detail
	Ability to prioritise workloads

Problem solving
	Application

Tasks

Interview

	Personal characteristics 
	Enthusiastic
Organised and resourceful 
	
	Interview

Tasks

References



Exeter School is an equal opportunities employer and welcomes applications from any appropriately
qualified person. 

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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