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[bookmark: _Toc201564507][bookmark: _Toc229130194]Welcome from Claire Hunt, Headteacher
Dear Applicant,
Thank you for your interest in joining St Augustine’s RC High School I hope you find the information in this recruitment pack both informative and inspiring.
Thank you for your interest in joining St Augustine’s RC High School.
St Augustine’s is a vibrant and outward-looking Catholic school rooted in Gospel values and the teachings of the Church. Christ is placed at the centre of all that we do, shaping a culture built on humility, compassion and recognition of the dignity of every individual. Our mission is lived out daily through our commitment to act humbly, love tenderly and seek God in all things. 
We are proud of our strong reputation for high standards, excellent behaviour and exceptional pastoral care. Our pupils are ambitious, enthusiastic and deeply committed to their learning, and they are supported by a dedicated team of staff who work tirelessly to help every child fulfil their God-given potential. Our curriculum is broad, balanced and inclusive, ensuring that all pupils — including those with additional needs — are known, nurtured and challenged. 
Our Catholic life and mission shapes every aspect of school life. This was recognised by the Diocese of Salford, who judged the school to be outstanding in all areas, praising our leadership, our sense of community and the exceptional quality of pastoral support offered to our pupils. Ofsted has also affirmed the strength of our provision, highlighting the positive relationships, strong community spirit and the high levels of success our pupils achieve as they prepare for their next steps. 
If you are considering joining us, I hope this recruitment pack provides a sense of the values, aspirations and culture that define our school. We are a welcoming, hardworking and supportive community, and we look forward to welcoming colleagues who share our commitment to excellence, faith and service. 
We look forward to receiving your application.
Claire Hunt
[bookmark: _Toc201564508][bookmark: _Toc229130195]Welcome from Francis Hindle, Chair of the Board of Governors
Dear Applicant,
St Augustine’s is an oversubscribed mixed 11-16 Roman Catholic High School. From our original intake of 450 pupils in 1963 we have grown steadily in popularity and are now one of the largest Catholic high schools in Lancashire. Our location is enviable. Surrounded by fields, with Pendle Hill as a backdrop, we enjoy a beautiful rural setting. Billington is a short walk from the ruined twelfth century Cistercian Abbey of Whalley, one of the most attractive villages in the Ribble Valley. The school is also a short drive away from the market town of Clitheroe, dominated by its little castle, and the Pendle villages associated with the seventeenth century witchcraft trials. The Ribble Valley is a lovely part of the world, often listed in the “Best Places to Live in the UK” surveys, and despite being largely rural, its population is rising.   
The school has a large catchment area. We have ten partner primaries, four of which are small rural schools. Around 95% of the Year 6 pupils in our partner primaries move on to us. The socio-economic profile of our intake is diverse and reflects our comprehensive nature. In December 2022, St Augustine’s joined the Romero Catholic Academy Trust, one of the three Multi Academy Trusts (MAT) established by the Salford Diocese. You can find out more at www.romerocat.com   
If you are the successful candidate, you will be a welcome addition to our school. Our school website, www.sarchs.com , has a wealth of information about life at St Augustine’s so do please take a look at it if you would like to learn more about our school. 
Yours faithfully,
Francis Hindle


Job Advert
[bookmark: _Toc229130196]Reprographics Technician 
Permanent/ part time 15 hours per week/ tto + 1 week
Grade 4, SCP 4-6 £25,185 - £25,989 fte (pro rata £8860- £9143)
Responsible to: headteacher
Main Location: St Augustine’s RC High School
Required to commence: ASAP 
At Saint Augustine’s, we want our young people to act justly, love tenderly and recognise God in their lives. Working with families, we will educate children in accordance with the principles
and teachings of the Catholic church.
The Board of Directors of the Romero Catholic Academy Trust, alongside The Governors of St Augustine’s RC High School, are seeking to recruit an efficient and effective reprographics service to the school. Provide general administrative/clerical/IT/financial support.
If you feel you have the right skills and attributes we are looking for, then we will be delighted to hear from you. Visits to the school are warmly welcomed and can be arranged by contacting the school office on 01254 823362 or info@sarchs.romerocat.com.

If you wish to apply, please do so via My New Term, our recruitment platform

We are committed to safeguarding and promoting the welfare of young people and expect all staff to share this commitment. The successful applicant will be subject to an Enhanced DBS check.
	Closing Date
	15/05/2026

	Interview Date
	21/05/2026





[bookmark: _Toc229130197]Reprographics Technician
[bookmark: _Toc201564514][bookmark: _Toc229130198]Job Description
[bookmark: _Toc201564515][bookmark: _Toc229130199]Job Purpose 
Role holders will undertake a range of routine procedures and use associated tools and equipment.  Some personal initiative may be required.   
[bookmark: _Toc201564516][bookmark: _Toc229130200]Main Duties and Responsibilities
Your duties and responsibilities will include:
key duties for reprographics 
· Ensure that all printing and finishing is presented correctly and completed within agreed timescales
· Ensure that all machinery and equipment is clean and safe
· Advise staff on presentation of documents
· Order reprographics supplies and equipment to maintain stock levels from an agreed budget
· Contact technicians in the event of machinery breakdowns
· Maintain records of figures and costs for reprographics department
· Assist in the promotion of reprographic services
· Advise on and prepare quotes on costs of printing for staff.

key duties for general administration / CLERICAL DUTIES 
· Filing correspondence
· Accessing e-mail/Internet/School Portal as required
· Assist in the clerical arrangements for trips/school events, etc.
· Maintain registers and provision of associated returns
· Responding to correspondence
· Undertake word processing and operation of IT software as required including advanced applications (merge/tables/spreadsheets/databases/use of software packages for creative WP requirement e.g. prospectus.
school
· To work within school policies and procedures
· To contribute to the provision of an effective environment for learning
· To attend training and participate in personal/performance development as required
· To take care for their own and other people’s health and safety
· To be aware of the confidential nature of issues

Additional supporting information – specific to this post.
Indicative knowledge, skills and experience
· Knowledge of health and safety regulations and printing copyright procedures and regulations.
· Knowledge /skills equivalent to current national qualifications in disciplines such as printing or graphic communications level 2.












































[bookmark: _Toc229130201]Reprographics Technician
[bookmark: _Toc201564518][bookmark: _Toc229130202]Person Specification

	Qualifications
	Essential (E)
Desirable (D)
	Evidenced by:
Application (A) Certificate (C)
Interview (I) 
Test (T)
Reference (R)

	Accountabilities and responsibilities
	
	

	Solve straightforward problems
	E
	A / I / R

	Exchange routine information with members of the public

	E
	A / I / R

	Carefully use expensive equipment

	E
	A / I / R

	Handle and process information
	E
	A / I / R

	Instruct, and check the work of, others
	E
	A / I / R

	Personal care tasks such as the administration of prescribed medication or the provision of support
to passengers who require physical or medical intervention
	E
	A / I / R

	Skills, Knowledge and experience
	
	

	Experience or the ability to demonstrate the competence to carry out of the job.
	E
	A / I / R

	Possession of, or the ability to demonstrate the capability to gain, relevant certificates of competence or equivalent where applicable.

	E
	A / I / R

	The ability to work without close supervision.

	E
	A / I / R

	Performance Measures
	
	

	Completion of tasks to required standards and deadlines.

	E
	A / I / R

	Other
	
	

	Commitment to safeguarding and protecting the welfare of children and young people
	E
	A/I

	Commitment to equality and diversity

	E
	A

	Commitment to health and safety

	E
	A

	Essential car user

	E
	A

	Note: We will always consider your references before confirming a job offer in writing

	Prepared by:
	HR Team
	Date: 
	05/2026









Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements.  We expect all employees to understand and promote this policy in their work.
Health and Safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy.
Safeguarding Commitment
The Trust is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any offer of employment will be subject to receipt of a satisfactory DBS Enhanced Disclosure.  An enhanced DBS check and pre-occupational health check are an essential part of the selection and recruitment process.
Attendance
Good attendance enhances the service delivered by the Trust, minimises staffing difficulties and ensures best value to the schools.  It is essential that applicants for positions in the Trust can evidence a previous satisfactory attendance record/commitment to sustaining regular attendance at work.















[bookmark: _Toc229130203]Reprographics Technician
[bookmark: _Toc204079915][bookmark: _Toc229130204]How to apply
[bookmark: _Hlk212201767]If you would like to find out more about the position, please contact Mrs Yasmin Desai on 01254 823362 or desaiy@sarchs.romerocat.com.

If you wish to apply, please do so via My New Term, our recruitment platform

We are committed to safeguarding and promoting the welfare of young people and expect all staff to share this commitment. The successful applicant will be subject to an Enhanced DBS check.

	Closing Date
	15/05/2026

	Interview Date
	 21/05/2026
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