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JOB DESCRIPTION

Post Title: 

Reprographics Technician
Post Grade/Salary:
Scale 4-5 (£19,917 – 24,510) Pro rata; Actual (£17,884 - £22,009)
Hours of Work:

36 hours per week, 41 weeks 
Responsible to:
School Business Manager 
Post Tenable:

As soon as possible
Context: Heartlands High School is a new school that opened in September 2010 for 162 students from Year 7. We admit our next cohort of 162 students in September 2011, as well as our first cohort of students with ASD in the specialist provision. By 2017, we will have grown to an 11-16 comprehensive of 1080 students and eight forms of entry. We have achieved Visual Arts and Media Specialist Status, and we offer an inspiring and inclusive curriculum. 
Purpose
To support reprographic duties for the whole school requirements. Management of One Lan and first hand support for the biometric printers.
Main Duties/Responsibilities

Reprographics
1. To undertake routine and requested reprographics for teaching and support staff, including a monthly newsletter to parents, progress reports and a variety of school
Publications.
2. To undertake routine and requested laminating and binding
3. In conjunction with the Office Manager, to develop procedures for 1 and 2 above.
4. To maintain satisfactory stocks of copier paper, toner, overheads, laminates and other consumables associated with the aforementioned equipment preparing orders as necessary.

5. To produce a monthly spreadsheet of copy usage/charges by department for the

Business Manager.
6. To be responsible for the maintenance of all reprographics equipment, liaising with service providers as necessary, and maintaining service records. In conjunction with the Business Manager, produce a pricing policy to be shared with staff and monitor actual costs such that prices are reviewed at appropriate intervals.
7. Housekeeping – shredding archived paperwork; taking down old displays around the school; replenishing  stocked in-house forms in the faculty staffrooms and main staffroom, e.g. pink forms; student statement forms; classroom observation forms, etc.]
8. To be the first point of call for the Printers in case of any errors or malfunctions.

9. To deal and have first point contact with our reprographics company

10. To administer the BioStore, IT and Cashless Catering liaison points for the school.

11. To liaise with the Administrative team to get all new pupil intakes on our biometric database.

Audio-Visual Resource Management
1. To operate a booking system for media resources including televisions, video recorders, tape recorders, CD players, OHPs and flipcharts. (ICT equipment loans are the responsibility of the ICT Technician.)

2. To maintain an inventory of all media resources with a value greater than £30.
3. To support staff with advice and training in the usage of the equipment.
4. To maintain all equipment securely and to security mark all new equipment whether it is held centrally or in departments before it is available for use.

General
1. To maintain adequate stocks of pre-printed materials - letterhead, compliments slips and school brochures
2. To undertake any other duty within the general remit of this post as reasonably required.
3.     To keep the One Lan video display system up to date.
4.  
To help the schools website up to date with all new information that is happening in real time and all its forms of communication.
5.     To maintain clipframe and display boards around the school in all formats.
The Heartlands High School motto is SEARCH for Success, and we would welcome a candidate who is able to promote these steps to success:

· School Matters

· Effort
· Achievement

· Responsibility
· Citizenship

· High Aspirations

Please note that there is flexibility in the approach to achieving our shared vision for this school and that the above specification is not definitive.
