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REPROGRAPHICS TECHNICIAN 
JOB DESCRIPTION

Hours of work:	12.5 hours per week – TTO (+ 4 days in the summer holidays)
Salary:	Scale 3
Reports to:	IT Systems Director


Purpose and Main Responsibilities
· To provide an efficient Reprographics service to the school.
· Operating reprographic equipment to fulfil printing and copying requests from staff and departments and assisting users with special printing or copying needs, such as paper sizes, document finishing, laminating, and stapling.
· Monitoring machine usage and producing monthly figures based on consumption. Updating printing accounts, costing jobs, and cross-charging departments to be shared with the Finance department.
· To keep up to date costs of the different services on prominent display in the reprographics room.
· Providing support to the school by producing signs and notices using desktop publishing programs.
· Maintaining equipment by fixing paper jams and addressing user errors, performing basic equipment maintenance, such as changing toner and conducting safety checks, and arranging for equipment repairs when necessary.
· To assist and provide staff training on using multi-functional devices.
· Managing stock levels of paper and other consumables, including ordering new materials are made in good time to ensure stocks are replenished.
· Ensuring the reprographics room is tidy, well stocked, and that health and safety regulations are followed.
· Keep a complete inventory of reprographics consumables (paper, toner, etc.) alongside the equipment inventory.
General
· Ensure that financial procedures such as placing purchase orders and authorising invoices for payment are carried out as required. 
· Attend relevant meetings and training sessions as required. 
· Keep up to date with developments, current initiatives and changes in their field and communicate this to staff as appropriate. 
· Involvement in any other related aspects of reprographics work in the school, as reasonably required by the Headteacher and/or senior leaders with responsibility for emerging technologies. 
· To carry out other duties, commensurate with the post, necessary for the smooth running of the school as required by the Headteacher.



REPROGRAPHICS TECHNICIAN
PERSON SPECIFICATION


Essential:
· Experience working in an ICT or reprographics environment, and general clerical/administrative work experience.
· Good understanding and ability to use and troubleshoot relevant reprographics technology
· Ability to manage own workload, work on own initiative and meet deadlines.
· Ability to work well independently and as part of a team as required.
· Good organising, planning, and prioritising skills
· Excellent attention to detail in all tasks.
· Reliable.
· Flexible and willing to adapt.
· Confidential at all times.
· Excellent communication skills.
· Excellent interpersonal skills.
· Excellent attendance and punctuality.
· Positive hands-on attitude.
· Ability to work well under pressure.
· Ability to prioritise effectively.
· Commitment to and enthusiasm for working with students in a co-educational, multicultural comprehensive school.
· Willingness to work in a fast-moving environment of constantly changing priorities.
· Commitment to the school and its Equal Opportunities policy and practice.

Desirable:
· Desktop publishing experience.
· Ability to design resources, displays, posters etc.
· Experience of working in a school environment.
· Understanding of Google Workspace, Microsoft Office and the Adobe suite of packages.
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Nower Hill High School
George V Avenue, Pinner
Middlesex, HAS5 5RP
Telephone: 020 8863 0877

Email: admin@ nowerhill.harrow.sch.uk
Website: www.nowerhill.org.uk

Headteacher: Ms J Skelhorne
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