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Start Date: ASAP
37 Hours | Term Time Only | Monday to Friday
Turves Green Boys’ School, Northfield, B31 4BS 
Admin Assistant (Reprographics)
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Salary: £00,000 - £00,000
37 Hours | Term Time Only | Any Additional Info
JOB TITLES GOES HERE

About you: 
We are looking for someone with good time management and organisational skills. The successful candidate will also:

· Have an adequate level of literacy and numeracy skills (GCSE grade C or equivalent in English & Maths);
· Be familiar with all equipment within a reprographics department e.g. laminators, printers;
· Hold computer and keyboard skills to operate relevant IT packages.

It is also desirable for the successful candidate to have experience of working with a school or busy environment. 
Please see the job description for the exact duties, skills and experience required. 

About us: 
At Turves Green Boys’ School, developing qualities and values that will allow students to 
succeed in future endeavours is our priority. The high expectations of our pupils and staff 
support our traditional values. Pupils experience high quality teaching and we expect high 
standards of behaviour and attendance. With Matrix Academy Trust, we hold a shared 
belief that no child should fail. 
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To apply, please complete our application form available from www.matrixacademytrust.co.uk/vacancies/
Applications are to be emailed to jtill@tgbs.co.uk 
APPLICATION DEADLINE:  19/06/2023
The role: 
Turves Green Boys’ School are seeking to appoint a motivated and enthusiastic individual who will support the school in all aspects of Reprographics. You will be supporting in the production of teaching materials, worksheets, booklets, lists, exam papers and forms.  You will also be responsible for monitoring stocks of reprographics, laminating, binding and responsible for ordering paper and stationery as well as supporting with other admin duties as required.  






Safeguarding Notice: 
Matrix Academy Trust is committed to safeguarding and promoting the welfare of children. All appointments are subject to an enhanced DBS clearance and preemployment checks in accordance with Keeping Children Safe in Education
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