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JOB DESCRIPTION

Job Title:	Reprographics Assistant 

Reporting to:			Designated SLT (Line Manager)

Hours of Work:	Monday to Friday - 36 Hours per week (Term Time Only plus 1 week) This includes working last 5 days outside of term time (to be discussed with Line Manager) and designated INSET days.

Working Hours:		Monday – Thursday 7.30am - 3.30pm 
Friday 7.30am - 3.15pm 
(Includes 45min unpaid break)

Key Responsibilities:
To be responsible for the multi-functional printers, printing for all departments, working with Site Team and Finance in distributing packages efficiently and assisting with hospitality requirements when necessary. 

Skills and Abilities:
· Be flexible and a team player, with the ability to work either as a member of the team or alone on tasks
· Be available to be called upon at short notice to assist with every changing environment or any other issues that may arise
· Be highly motivated with their approach to ensuring the school runs as effectively as possible
· Be driven to bring about continuous improvement in processes and seek new challenges.
· Have a professional and positive approach
· Possess strong communication skill
· Have the ability to work well under pressure, with accuracy and attention to detail at all time

Responsibilities:
· All reprographic requirements
· Design of various forms as and when required
· Binding and laminating
· Maintaining all accounts relating to the Reprographic Department
· Ordering all consumables for Department
· Oversee/liaise the Art Technician when they are covering/assisting in Reprographics
· To be able to deliver training to school staff to allow them to use the photocopiers effectively
· Responsible for photocopiers/large volume printers around the school site, liaising with RISO as required
· To manage incoming parcels, recording and allocating for distribution
· To liaise with finance to order necessary supplies for hospitality 
· Be responsible for the collection and distribution of post from main reception to staff trays in the Reprographics Room
· Be responsible for removing and adding labels to staff trays for leavers and new starters
· Be responsible for the ordering and allocation of the staff blue jackets
· To be a trained First Aider
· To participate in training applicable to the role as directed by the school, which may be outside the contracted times, and if so, can be taken by prior agreement of the Line Manager as TOIL.  (TOIL must be taken before 31 March and cannot be taken on consecutive days, which included either side of a weekend or school holiday)
· Any other reasonable request by the Line Manager/Headteacher

SAFEGUARDING
· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with Mayfield’s Safeguarding/Child Protection policies
· To undertake compulsory Child Protection/PREVENT Training as directed by the school

Whilst every effort has been made to cover the main duties and responsibilities of the post, each individual task undertaken may not be identified.
This job description is current at the date below, but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the role and the grade.

[bookmark: _Hlk140830591]The duties and responsibilities in this job description are not exhaustive and may be varied from time to time, in a manner that is compatible with the post held, at the discretion of the Headteacher/Line Manager.  

Print Name: ………………………………………………
Signed: ……………………………………………………	Date: ………………………………
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