[image: ]                  
JOB DESCRIPTION
Finham Park 2

Job Title 		Reprographics Assistant
Grade			2
Reporting to		Library Manager

Job Purpose 	

· To provide the provision of an efficient and effective reprographics service
· To support the administration processes appropriate to the post and to support the wider school if required
· [bookmark: _GoBack]To cover Library and Reception areas when required
· To administer First Aid for students and staff with training

Duties and Responsibilities

Reprographics
· To deliver a reliable and welcoming reprographics service developing excellent relationships with school staff at all levels.
· To photocopy, reproduce and distribute documents and learning resources.
· Be responsible for timely and accurate preparation of printing resources.
· To manage own workload to meet specific deadlines and requirements.
· Support teaching staff with preparing display boards around school.
· To create booklets, leaflets, flyers and publications to support school events.
· To maintain spreadsheets and use databases for analysis purposes.
· To order resources for the Reprographics department.
· To maintain the confidentiality of information and the security of office systems, records, files and equipment.
· To cover duties in the Library at break and lunchtime when required.
· To cover Reception areas when required.
· To provide admin support in the wider school if required.
· To undertake any other duties as and when required that are commensurate with the grade.

First Aid
· To look after sick and injured pupils and staff, including First Aid and emergency cases. For example, to contact parents to arrange for them to collect pupils if necessary, to request ambulances and arrange transfer to hospital where appropriate and also to accompany pupils to hospital when parents cannot be contacted. 
· To advise College Leaders if pupils need to be sent home through illness.
· To supervise use of the First Aid Room, to ensure it is maintained in good order and to report to the Site Manager any defects or faults.
· To maintain records of accidents and First Aid given.






All duties and responsibilities must be carried out with due regard to the School’s Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the School’s Equal Opportunities Policy.

Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 1998)
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Finham Park 2
Torrington Avenue
Coventry

CV4 9WT

T: 024 7771 0720
E:contact@finhampark2.co.uk
www.finhampark2.co.uk

Headteacher: Will Keddie
Chair of Governors: Antony Hopker
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