Chichester High School 

Job Description

Post Title:

Reprographics Technician



Scale:


Grade 4 (point 5-6)  

Responsible to:
Business Manager


Hours of Work:
37 hours per week, term time only, plus 5 CPD days and one week during the summer holidays, 8.30am to 4.30pm Mon – Thurs, 4pm on Fridays.  
Key Responsibilities

To be responsible for the day to day running of the reprographics department at Chichester High School.

Key Tasks

Day-to-day organisation – to ensure the smooth operation of the school by:

1. Bulk photocopying of worksheets, booklets, letters and so on for all school staff using b/w and colour copiers.
2. The finishing of the above work i.e. binding, stapling, trimming, collating, folding and the distribution of work.

3. Laminating.
4. Liaising with staff on layout, design and so on of work.

5. Prioritising own workload.

6. Maintaining photocopiers in the admin block in good working order.  This includes calling engineer if unable to solve the problem.  Also liaising with IT dept to ensure all copiers are properly maintained.
7. Ordering paper, card, toner, staples and so on for use by the reprographics department.

8. Keeping all photocopiers in school stocked with paper and toner as required.

9. Maintenance of laminating and binding records and use of colour paper and card for each department to enable monthly recharging by finance department.
10. Maintenance of stock of admin forms, pupil planners, calendars, telephone lists, report books and so on.

11. Storage of copies of master documents for all departments.
12. Designing and producing planners as required.
13. Production of teaching resources.

14. Scanning a large variety of documents.

15. Assisting staff with technical advice regarding scanning, printing and document production.

16. Dealing with requests from students for laminating, copying etc.
17. Work one week during the summer holidays (ideally the last week) to photocopy and finish any work in preparation for the start of the new academic year
General

Any other duties as may reasonably be required from time to time, commensurate with grade and/or level of responsibility of the post.

Chichester High School is committed to safeguarding and promoting the welfare and safety of all students and expects all staff and volunteers to share this commitment.  To promote a safe environment for students, Chichester High School employs a strict selection and recruitment policy which includes all statutory checks on staff and regular volunteers including Enhanced DBS (disclosure and barring service) checks.  Part of this role is to follow these procedures and to ensure that students are kept in a safe, learning environment whilst at Chichester High School.
Safeguarding TKAT is committed to safeguarding and promoting the welfare of children and aspects all staff and volunteers to share this commitment. Offers of employment will be subject to the full Safer Recruitment process, including an enhanced disclosure and barring service check.

Equal Opportunities TKAT is committed to equality of opportunity. We welcome applications from all suitable candidates, regardless of any protected characteristic for example race, gender, sexual orientation, disability or age. All applications are treated on merit. This includes applications from individuals wishing to work full time, part time or on a flexible basis.

All staff must comply with the General Data Protection Regulation and in so doing ensure that all personal data is kept safe.  Any data breaches must be reported to the TKAT Data Protection Officer immediately.

This job description and allocation of particular responsibilities may be reviewed and amended following consultation.  Such a review will take place as part of the appraisal cycle and at any other time on request.
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