Bishop Douglass School
Job Description
Job Title: 
Reprographics Assistant
1. REPORTING ARRANGEMENTS:

Reports to the PA to the Headteacher

2. CONTENT AND PURPOSE OF JOB

To provide an efficient reprographics service for the school community

3. CONDITIONS OF EMPLOYMENT

Responsibilities are subject to the general duties and responsibilities contained in the written statement of conditions of employment (the Contract of Employment).

The post holder is required to maintain and support the Catholic character of the School in accordance with the direction given by the Governors and expressed in the Mission Statement.
The post holder is required to support the aims and vision of the school.
The post holder must uphold the school's policy in respect of child protection and safeguarding matters.

The post holder is subject to all relevant statutory and institutional requirements.

The post holder may be required to perform any other reasonable tasks after consultation.

This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so constructed.

4. PRINCIPAL ACCOUNTABILITIES 

4.1 Providing an efficient and high quality reprographics service to teaching staff and other staff on request in accordance with agreed procedures and to meet agreed deadlines
4.2 Providing high quality finished products (booklets and similar documents including collating and binding)

4.3 Ensuring all machinery in Reprographics is kept clean and in working order: i.e. laminators, binding machine etc and to contact external technicians in the event of a breakdown of machinery and to ensure the correct maintenance has taken place.
4.4 Preparing monthly costing summaries for the Finance Department to enable departments to be charged for all copying
4.5 Providing general administrative support. This includes, but is not limited to, producing packs for school events, entering information on to the school’s management information system and producing letters for parents and other stakeholders as required.

4.6 Printing labels and timetables as required using the school’s management information system.

4.7 Managing the administration of public examination certificates.

4.8 Administing all outgoing post ensuring all items are sorted and franked appropriately.
5. GENERAL

5.1 Attending INSET days and other training sessions contributing to annual performance review.
5.2
Updating knowledge and ability to use school systems to ensure proficiency.
5.3
Keeping abreast of developments and changes in field relevant to role and communicating to staff as required.
5.4 
Undertaking first aid training and responsibilities as required.
5.5 
Attending school events e.g. open evening as required.
6. FLEXIBILITY:


In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above. Such duties, however, will fall within the scope of the post, at the appropriate grade
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