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Role Profile

Cultural and Reprographics
Assistant
None

Oryx International School

Exams Officer?

Internal: Admin team, teaching
staff, Exams Office for

| reprographics and cultural

| responsibilities and CSA

| External: Ministry of Culture, and
other relevant ministries

40 hours per week
School Term Time plus 2
| weeks

The Cultural and Reprographics Assistant provides essential support to teaching staff by managing
reprographics tasks, including printing, scanning, and preparation of educational resources such as mock
exams and assessments. The role also ensures compliance with Qatar's religious, cultural, and ethical
guidelines for educational materials and events, promoting cultural sensitivity across the school.

I—Cultural Responsibilities
e Assist in reviewing and approving educational materials for compliance with Ministry of Education
and Higher Education (MoEHE) guidelines, Islamic values, and Qatari culture.
e Support the planning and execution of cultural and national events, ensuring alignment with Qatari
traditions and values.
¢ Deliver workshops and induction sessions for new staff, particularly those new to Qatar, to enhance
cultural understanding and workplace integration.
e Liaise with relevant ministries for materials, events, and cultural initiatives as required.
Reprographics Responsibilities
e Provide reprographics support to teaching staff, including printing, copying, scanning, and binding of
teaching resources and assessments as per the AVPs request
e Manage the preparation and timely delivery of mock exams, classroom materials, and other teaching
aids to reduce the workload on teaching staff as per the Exams Officer’s request
e Ensure all printed materials comply with cultural and educational standards.
e Maintain and troubleshot reprographics equipment, coordinating with service providers for repairs or
upgrades as needed.
¢ Monitor and manage stock levels of reprographic supplies to ensure uninterrupted service.
Support for Teaching Staff
e Act as a central point of contact for reprographics requests from teaching staff, prioritising workload
based on AVPs request
e Collaborate with teaching staff to understand their specific needs for exams, projects, and classroom
materials.
e Provide advice on formatting and preparing documents for reprographics to ensure optimal quality
and efficiency.
Cultural Event Support
e Support the planning and executing cultural and national events, ensuring alignment with Qatari
traditions and values.
e Collaborate with departments and external stakeholders to deliver meaningful and culturally
respectful activities, liaising with the relevant colleagues as required
Policy Compliance and Reporting
e Maintain accurate records of reprographics activities, including materials prepared, events supported,
and supplies used.
e Submit periodic reports to the HOOP on reprographics usage and compliance with ¢ )ﬂtu;aLgundelmes
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Reporting and Documentation

Training and Development

Continuous Improvement

e Stay updated on MoEHE policies and advancements in reprographics technology to enhance service

e Maintain detailed records of reviewed and approved materials.
e Document all cultural sensitivity training sessions and feedback for continuous improvement.

e Assist in designing training programs and materials for staff on cultural and educational compliance.
e Provide ongoing support and advice to ensure sustained awareness of cultural guidelines.

e Stay updated on MoEHE policies and Qatar’s cultural guidelines.
e Suggest improvements to processes for resource review and compliance.

Person Specification

Key Competencies:

Skills, Knowledge, and Experience

Qualifications and Experience

Personal Attributes

This role is open only to Qatari nationals or those born to Qatari mothers.

Proficiency in reprographics equipment operation and basic troubleshooting.
Strong organisational skills to manage multiple tasks and deadlines efficiently.
Familiarity with Qatari culture, Islamic values, and MoEHE guidelines.

Ability to engage effectively with teaching staff and external stakeholders.
Knowledge of safeguarding principles, including KCSIE guidelines.

Fluent in both English and Arabic (written and spoken).

Bachelor’s degree in a relevant field (preferred but not mandatory).
Prior experience in reprographics, cultural compliance, or educational event support is advantageous.

Professional and approachable demeanour with strong communication skills.

Self-motivated, proactive, and flexible with working hours.

Calm under pressure and able to manage competing priorities and meeting deadlines.

Dedicated to providing high-quality support to teaching staff and upholding Qatar’s cultural values.
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