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Job Description – Print Services Technician

Salary:		Level 4

Reporting to:		Print Services Manager 


Role Purpose:

The Sheffield College is a large, vibrant and diverse further education college and we are proud of how the college contributes to transforming lives through learning by meeting local skills needs.   

As an experienced Print Services Technician, you will understand the importance of producing a professional service for both our staff and students. We are looking for the right person with knowledge in all aspects of running and managing a reprographic department. The role is challenging and at time extremely fast paced looking after both staff and student print and copy requests. 

Main Responsibilities:
· Experience in all aspect’s pf printing, binding, copying is a must along with experience of being part of a working print room.
· You will have excellent standards, paying to proof- reading and checking for accuracy and presentation.
· Knowledge of copyright legislation will also be essential 
· Experience with all machinery associated with this role, including basic maintenance repairs and fault diagnostics.
· You will be confident dealing with external companies and have a significant input into procuring new contractors and leases.  
· You will be confident in helping managing the department budget and responsibilities that come with this role.
· An excellent understanding of Microsoft Office and photo editing software will also be needed to provide the best possible service and advice to our customers. 
· You will be a dynamic and motivated person constantly looking for new technologies and innovative ways to engage our customers and encourage income growth.  
· You will develop advertisement campaigns to increase college awareness of the Reprographic department and the services provided.
From time-to-time these responsibilities may be reviewed so that they evolve as part of the college’s strategic growth and success.  You may also be required to take on other tasks related to the job to support the College in the delivery of its strategic aims, without changing the role's main purpose. 

Cross-college Responsibilities
You may be required to participate in cross-college teams and working groups on key projects.
You may need to attend relevant internal committees and groups. This could include preparing and presenting papers as required.

You will act as a role model to colleagues, ensuring that the responsibilities of the post are carried out in line with the College’s FREDIE+ values and behaviours.  


Student Related Responsibilities
· Anyone who has regular contact with children and young people in their day-to-day responsibilities must ensure they are safe. You will work with the Safeguarding Team, ensuring concerns regarding students/apprentices are shared in a timely, accurate manner
· You will be involved in supporting college open days, supporting during the exam season, student enrolment and any other required events 


Other Responsibilities  
All staff have a responsibility to ensure that the college provides a safe and sustainable environment for students, staff and visitors. You will support this by: 

· Understanding and undertaking the specific responsibilities for their role as documented within the Health and Safety Policy and Procedures.
· Ensure compliance with Data Protection Regulation
· Ensure that environmental sustainability is a key consideration in the actions we take, working towards the college’s environmental strategy and net zero ambition.








Print Services Technician
Person Specification
	Assessment Criteria
	
	Interview (I) /
Application (A)

	Skills & Experience 
 
	Essential   
   
	 Experience of Microsoft Office 365 and photo editing software 
	I / A

	
	Essential   
	 Experience of stock control and ordering consumables 
	I / A

	
	Essential  
	 Experience of dealing with fault diagnostics, repairs and servicing of equipment 
	I / A

	
	Desirable 
	 Experience of all aspects of printing, copying and finishing 
	I / A

	
	Essential  
	 Experience of copy right legislation 
	I / A

	
	Essential  
	 High standards of proof reading and presentation 
	I

	
	Essential 
	Experience in a customer service role 
	I / A

	
	Essential 
	Able to communicate effectively 
	I

	Qualifications 

	Essential   
	Level 2 English and Maths Qualification or Equivalent
	A

	
	Essential    
	 IT Qualification 
	A

	Knowledge 

  
	Essential   
	 Have an understanding of the Further Education sector 
	I / A

	
	Essential  
	 Have an understanding of Health and Safety in a print room
	I / A

	Competencies 
	Essential   
   
	Planning and organising
	I

	
	
	Has the ability to deliver everyday activities as an individual contributor or via task co-ordination of others.
	

	
	Essential   
	Delivery of Results 
	I

	
	
	You know what you need to do and effectively implement this. Has the ability to make decisions impact on self, team and our customers. Delivers individual results.
	

	
	Essential   
	Problem Solving
	I

	
	
	Has the ability to deal with a standard range of problems and find solutions through questioning skills.
	

	
	Essential   
	Influencing 
	I

	
	
	Has the ability to influence others in your team, collaborating and networking across teams.
	

	
	Essential 
	Knowledge & Experience 
	I

	
	
	Has some subject knowledge or experience.  
	

	
	Essential 
	Behaviours 
	I

	
	
	Understands the TSC FREDIE+ values of Fairness, Respect, Equality, Diversity, Inclusion, Engagement and Innovation, the TSC’s behaviours and act in line with them 
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