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Crompton House Church of England Multi Academy Trust
	JOB DESCRIPTION


	Post Title:
	Reprographics Technician 


	Location

	Crompton House Church of England School

	Department 

	Print and Design

	Grade:
	Grade 2 (SCP 4– 6)

	Hours:
	36 hours 40 minutes per week,
Term time + 10 days



	PURPOSE OF POST

	To support teaching, and other school support staff, with routine tasks and duties to facilitate high quality teaching and learning for pupils and students.  The role includes providing a reprographics service for the school and providing general support for the print and design team, particularly during school holidays. 




	
KEY TASKS:


	Supporting Teaching & Learning
	1. Provide a printing service for departmental and whole school activities.

2. Assist in the preparation of documents and other materials to be used as learning/teaching aids for pupils, for administration and for supporting other events in the school, e.g., school plays and productions.

3. Deliver printed materials to classrooms and other locations around the school.

4. Ensure that all photocopying and printing equipment in school is maintained in good working order and has a supply of paper each day.

5. Assisting users with special printing / copying requirements – paper sizes; document finishing; laminating; stapling; booklets etc.

6. Maintaining all stock including finalising and placing orders for new materials and paper where necessary.

7. Ensuring that the School’s Reprographics and storage areas are maintained in a safe, tidy and ordered appearance.

8. Undertake routine maintenance, safety checks and cleaning of tools, equipment and materials associated with the role. Carry out basic repairs and report other identified faults and arrange for engineers to attend site when necessary.

9. Fixing routine issues, e.g., paper jams, user-generated errors (wrong paper size etc.)

10. Arranging for collection and disposal of all surplus and unused printed materials and paper


	Health & Safety
	11. Promote and ensure the health and safety of pupils, students and colleagues at all times whilst using the reprographics facilities. Follow all relevant health and safety requirements/regulations, and risk assessments appropriate to the reprographics areas, e.g., use of printers.

12. Contribution to the production of appropriate risk assessments.


	  Administration
	13. Operate all relevant information and recording systems, including cataloguing, filing, inventories and legal records, e.g., relating to Health and Safety or equipment/ appliance testing.
14. Assist to maintain an accurate inventory of all apparatus, resources and equipment connected to the reprographics and printing area.
15. Receive and check deliveries and associated invoices. Notify the appropriate person of any discrepancies.
16. Undertake related administrative tasks, such as filing.
17. Provide management information as required.



	STANDARD DUTIES


	
1. To understand the importance of equality and diversity in the workplace and service delivery and promote equal opportunities for all, respecting the rights of other staff and students to be treated with dignity at work.

2. To uphold and promote the values and the faith ethos of the school.

3. To implement and uphold the policies, procedures, and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying, and safeguarding/child protection, ensuring confidentiality as appropriate.

4. To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.

5. To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/school.

6. To attend and participate in relevant meetings as appropriate.

7. To undertake any other additional duties commensurate with the grade of the post. 
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	Pupils, colleagues within the school, staff of the local authority, other education and healthcare professionals, parents, carers and guardians and visitors to the school.


	RELATIONSHIP TO OTHER POSTS THE DEPARTMENT
	Responsible  to:     Graphic Design and Reprographics Officer 

Responsible  for:    Not applicable


	ADDITIONAL NOTES

	An enhanced Disclosure and Barring Service (DBS) check will be requested on successful application to a position in the Trust or Academy. 


	REVIEW ARRANGEMENTS
	The details contained in this job description reflect the content of the job at the date it was prepared. It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required, and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed. Consequently, the Trust will expect to revise this job description from time to time and will consult with the postholder at the appropriate time.



This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.





	
	DATE
	NAME
	POST TITLE

	Prepared
	May 2023
	HB
	

	Reviewed
	May 2013
	SC
	

	Reviewed
	May 2013
	AC
	

	Reviewed
	July 2024
	LC
	Graphic Design and Reprographics Officer


























	
Person Specification



	Selection criteria
	Essential
	Desirable
	How 
Assessed

	Education & Qualifications


	Willingness to undertake NVQ level 2 in related subject or equivalent

	
	
	A/I

	NVQ level 2 in a related subject or equivalent


	
	
	A/D

	Literacy and Numeracy skills equivalent to Level 1 of the National Qualification & Credit Framework
	
	
	A/D

	First Aid Certificate

	
	
	A/D

	Willingness to gain a First Aid Certificate

	
	
	A/I

	Experience


	Experience of using ICT to support completion of work tasks
	
	
	
A/I

	Experience of working in an educational setting

	
	
	A/I

	The ability to work unsupervised and to prioritise work

	
	
	A/I

	Experience of keeping basic records

	
	
	A/I

	Skills & Abilities


	Interpersonal skills to build effective working relationships with pupils and staff across the school
	
	
	A/I/R

	Communication skills to give information to others both spoken and in writing
	
	
	A/I

	High levels of attention to detail and accuracy
	
	
	A/I

	Initiative to work without direct supervision and respond to unexpected problems.
	
	
	A/I

	Organisational skills to prioritise own workload and complete tasks to required deadlines
	
	
	A/I

	Excellent organisational and administration skills

	
	
	A/I

	Maturity and a calm friendly manner even when under pressure and the ability to employ tact and diplomacy in challenging or sensitive situations.


	
	
	A/I

	Knowledge


	Knowledge of potential health and safety risks and issues associated with this job description, and how to mitigate these hazards
	
	
	A/I

	An understanding of the National Curriculum within the subject area(s) that the role is based within

	
	
	A/I

	Understanding of the importance of confidentiality

	
	
	A/I

	Work Circumstances


	[bookmark: _Hlk125108856]To work flexibly as the workload demands
	
	
	I

	When required, to wear safety clothing and PPE as appropriate to the risk assessment
	
	
	I


Key:     I = Interview      R = References 	    A = Application     D = Documentation    T = Test
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