	[image: image1.jpg]I DOROTHY
STRINGER
_

SCHOOL





	                                                          JOB DESCRIPTION




	JOB TITLE:
	Reprographics Administrator  

	
	

	REPORTS TO:
	Finance Manager

	
	

	DEPARTMENT:
	Administration/Organisational Support 

	
	

	SECTION:
	Secondary School


__________________________________________________________________

PURPOSE OF JOB
Under the guidance of senior staff, provide administrative support in our busy reprographics room and to undertake general administration tasks as required.
PRINCIPAL ACCOUNTABILITIES

Organisation & Administration

· Provide routine administrative support e.g. photocopying, filing, emailing, complete routine forms
· Be first point of contact for suppliers and engineers associated with reprographics
· Maintain manual and computerised records / management information systems

· Undertake typing, word-processing and other IT based tasks for teaching and other support staff

· Undertake routine administration e.g. registers / staff lists etc

· Contribute to the production of material, e.g. communications leaflets / staff handbooks etc.
· Prepare and organise reprographic reports, user logins and expenditure reports by department through school used systems.

· Undertake general admin duties, answer routine telephone calls, redirect calls, pass on messages to others as required and deal with face to face enquiries and sign in visitors

· Assist in the preparation of school activities, e.g. sports day, enrichment week, work experience, vaccinations etc
· Produce lists / information / data as required, e.g. student data
Resources
· Operate relevant office equipment/ICT/machinery, e.g. photocopier, computer, laminator, ID cards, word, excel etc
· Arrange for reprographic equipment repairs and servicing, following procedures
· Be first point of contact for troubleshooting of printers within the school site and perform regular checks on these
· Arrange orderly and secure storage of supplies
· Maintain stock and supplies, cataloguing and distributing as required. 
· Recording and monitoring department expenditure within own area
· Check stock deliveries and refer any queries to suppliers or line manager as required

· Undertake routine financial administration in accordance with procedures, including recording correct data entry against relevant budgets within procedure
· Provide a service for a whole school reprographics function including laminating/ binding and other relevant services

· Provide general advice to staff, pupils and others
· Produce reports for senior staff as required
Support for the School

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure students have equal access to opportunities to learn and develop
· Contribute to the overall ethos / work / aims of the school
· Appreciate and support the role of other professionals
· Participate in training and other learning activities and performance development as required
· Responsible for Health & Safety management in own area

GENERAL ACCOUNTABILITIES

· Ensure the effective implementation of school policies with particular regard to safeguarding

· Carry out other duties that may reasonably be required by the Headteacher

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

This job description is based on conditions of employment. It sets out the duties of the post at the time it was prepared. These duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.

