

JOB PROFILE
	Post Title:

	Reprographics  Technician

	Responsible To:

	Office Manager 

	Job Purpose:
	· Under the direction/instruction of the Office Manager manage the reprographics area
· To assist with general administration when required
· To maintain a good working relationship with all staff, external agencies, parents and visitors to the school


	Main Duties & Responsibilities:

	Organisation 

· Carry out work professionally and maintain confidentially at all times

· Keep the reprographics area tidy at all times
Duties and Responsibilities

· Provide a high quality reprographic and customer orientated service to include design and printing of handbooks, booklets, etc, proactively identifying requirements
· Assist in designing & producing teaching resources

· Operating high volume reprographics machines

· Control departmental billing and usage of resources, providing accurate month end data to the Finance dept.
· Responsible for stock control & liaison with suppliers to achieve the best deals
· Ensure the maintenance of a clean and orderly working environment 

· Report any maintenance to be carried immediately
· Produce lists/information/data as required

· Provide manual & electronic archiving 

· Media/Photography – new staff and in-year transfer student photographs
· Any other duties as designated by the Headteacher/Office Manager from time to time
· Provide a design & print service for external customers

Resources 

· Operate relevant equipment/ICT packages (e.g. photocopiers, word, publisher, excel, databases, spreadsheets, Internet) 

· Provide general advice and guidance to staff, pupils and others 

Responsibilities

· 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 equal opportunities for all 

· Contribute to the overall ethos/work/aims of the school 

· Appreciate and support the role of other professionals 

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance development as required 

General
· All employees are expected to comply with statutory requirements and policies while carrying out their work.  This post is one of continual development and the post-holder will be encouraged to develop skills and capabilities, including participation in projects and training events accordingly, the range of duties and responsibilities outlined above may change from time to time to reflect the changing needs of the organisation
· The post-holder must at all times carry out his/her responsibilities with due regard to the school policies
Health and Safety

· All employees are subjected to the Health and Safety at Work Act.  The post-holder is required to pro-actively comply with their duties as described by the policy and objectives for health and safety

	Hours:
	20 hours


Key Relationships:

Liaison with departments, Headteacher, Headteacher’s PA, external suppliers and service providers
Working Environment:

Mainly within the reprographics room 

Elevated noise level when all equipment is in use 
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PERSON SPECIFICATION

Post title - Reprographics Technician
	
	Essential
	Desirable

	Qualifications/Competencies
	· Comprehensive product knowledge of operating instructions of copiers and related finishing equipment.

· Ability to use software related to task

· Understanding of maintenance, upkeep and repair
· Competent to replace and fit consumable parts 


	Ability to understand product training and instruction manuals related to operation of equipment and associated software



	Experience
	· Considerable understanding of reprographic, and print room equipment and how to operate

· Use of desktop publishing and other associated software


	Some previous experience in this field



	Knowledge
	· An understanding of Digital Print concepts, use of creative and enabling software, and the ability to apply this to new products and customer requirements.
	At least the personal ability to learn how to use these things in this job role



	Skills/Ability
	· Ability to adapt and modify to changing needs and requirements of the school’s marketing and operational strategies

· The ability to manage and cope with customers’ unrealistic expectations and their lack of planning

· Manage deadlines

· Prioritise workload

· Understanding of current technical advances in equipment marketplace and how this will benefit the school


	Adaptability and ability to respond to changing circumstances in working day

	Personal Skills
	· Good interpersonal and customer handling skills

· Ability to learn and apply new technical information and skills to the ever changing job role.


	


Additional information:

This is a very demanding job requiring the ability to work under pressure, to very tight deadlines and 

able to prioritise jobs, tasks and design work so as to achieve satisfactory completion and targets, and a high level of technical knowledge


PAGE  
1

