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General responsibilities

The role is to carry out a wide range of duties related to print, post and the College stationery shop.  The post holder will be working in a key area of the College with a high degree of customer and staff contact and will report to the Reprographics Supervisor. The duties will be wide-ranging and the post holder will be expected to work flexibly in assisting the College in carrying out its clerical and administrative function.  Includes working with a staff body of over 300 people, both teaching and support, and over 2,500 students.

Areas /Functions relating to this position 

The post holder will have responsibility for the following areas.


Detailed Duties and Tasks of this Position

· To operate multifunctional devices, large format printer, laminator and other items of equipment. 
· Use the job ticketing system to process requests speedily.
· To assist with ensuring smooth operation of College multifunctional devices, reporting equipment faults and liaising with engineers where necessary.
· Serving students in the College stationery shop
· To assist with the keeping of accurate records, reproduction of monthly accounts and the ordering of consumables.
· To produce staff and student ID badges and investigate any problems.
· To assist with the development of a quality reprographics service for the College community.
· Dealing with staff and student enquiries. Responding to emails, logging tickets in reprographics as required.

· Assisting in the sorting and distribution of all incoming and outgoing post and checking parcels (including associated paperwork).
· Undertaking general office duties including filing, word processing and data entry, assisting in the dispatch of post and parcels and operating the till.
· To undertake any duty that may be reasonably required by the Reprographics Supervisor.
· Answering both departmental and main college phones. 
· Working on main reception desk dealing with queries from staff, students and the general public by phone or in person.
· Acting as a first point of contact for first aid accident and emergency.
· Clerical duties booking of appointments signing out mini buses and mobile phones
· Provide clerical administrative support to other areas of the college when necessary. 
PERSONAL PROFILE
We are seeking someone who closely matches the following criteria:

	
	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS

	Good level of English written and verbal, ideally Maths and English GCSEs A*-C or equivalent.
	

	
	
	

	SKILLS/PERSONAL QUALITIES
	Excellent verbal communication skills, good written communication skills, confident telephone skills, ability to deal with staff, students, parent and suppliers.  
	

	
	Confident with IT especially word processing.
	

	
	Able to learn new tasks quickly, be organised, able to work accurately and use their own initiative.
	

	
	Good timekeeping and able to organise
	

	
	Ability to manage a varied workload
	

	
	Able to be flexible and adapt quickly to change
	

	
	Positive, enthusiastic and motivated
	

	
	Suitable to work in a College environment in the presence of children, young people and vulnerable adults and to act accordingly.
	

	EXPERIENCE
	
	

	
	
	



This job description sets out the main duties of the post at the date on which it was drawn up.  Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed. Such variations are a common occurrence and do not justify a reconsideration of the grading of the post.

https://cirencester-my.sharepoint.com/personal/neil_owen_cirencester_ac_uk/Documents/Desktop/Staff/New Job Description Repro.docx
2 of 3
image1.png
rencester
College




