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Cheam High School

Reprographics Technician 

Job Description

Salary starts at CAN salary scale point 11 (actual salary £18,008 (£21,801 full time equivalent). Salary progression subject to performance within the range NJC points 11-14. Post is for 36 hours per week, term time only (188 working days)
1 Duties:
· Assist the Reprographics Team Leader in providing a comprehensive reprographics service to the school using digital photocopiers, computer with related software and finishing/binding equipment.
· Assist the Reprographics Team Leader in the scheduling and organising of work, taking requests via email, written or verbal requests.

· Assist staff in the use of equipment as required and provide help and assistance for all their other reprographic needs.

· Ensuring the daily maintenance of reprographics equipment including filling photocopiers with paper, adding toner, cleaning glass etc.

· Distributing consumables to staff and ensuring that the consumables log is filled in.

· Call in maintenance companies/or liaise with in the Reprographics Team in event of equipment breakdown in the absence of the Reprographics Team Leader.

2 General:

· Undertake any other duties which may be reasonably required from time to time by the Headteacher.
· Some manual lifting will be required due to the nature of the job.  

Person Specification
As a Reprographics Technician you will have a varied and busy role working for the School’s Reprographics department. You will be expected to work effectively with staff and will thus need the following qualities:

· Ability to handle sensitive issues relating to pupils, keeping confidentiality as required.
· Ability to form good working relationships and to be able to work individually or as part of a team.
· Good communication skills.
· Good organisational and time management skills and the ability to work under pressure.
· Adaptability and flexibility in working practices and the ability to know when to use your initiative.
· An ability to work with minimal supervision on administrative or technical tasks.
In addition, you will be expected to have:

· An awareness of health and safety issues relevant to a reprographics or Art environment.

Desirable, but not essential, would be:

· Familiarity with digital copiers and networking.
· Some experience in the use of current software such as Microsoft Office, Excel and Adobe Acrobat.

We will provide training on the reprographics equipment used in the school, and in school systems and practices.
September 2021
Cheam High School is committed to safeguarding and promoting the welfare of children. As such, the successful applicant will be required to undertake a criminal record check via the Disclosure and Barring Service (DBS). Cheam High School is an equal opportunities employer.
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