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Job Description 

[bookmark: _heading=h.gjdgxs]Post Title:		Reprographics and Marketing Coordinator

Location: 		Derby Moor Spencer Academy

Salary/Pay Range:	NJC7–NJC11

Hours of work: 	37 hours per week, 42 weeks per year (Term Time Plus 3 weeks)
Monday-Thursday 8.00am-4.00pm (exclusive of 30-minute lunch 
break), Friday 8.00am-3.30pm (exclusive of 30-minute lunch break)

Reporting to:		Principal via Office Manager	
Purpose of Role:
Derby Moor Spencer Academy is looking to appoint an enthusiastic and committed Reprographics and Marketing Coordinator to support our Academy branding and resourcing.
Nature and Scope:
Working as part of this important team you will be required to carry out the following duties.  The nature of the Academy Year requires some of these tasks to be done regularly whilst others will be on an annual cycle.
The post holder will be expected to use all Trust standard computer hardware and software packages and attend training where appropriate.  
Main Duties and Responsibilities:
The post holder will join a busy staff team, to:
· Oversee a selection of Academy’s marketing activities, including brand management, website, social media, advertising, and publications.
· Support the Principal in delivering the Academy’s communications and marketing strategies.
· Create and design internal and external assets that support the Marketing and Communications Strategies.
· Work across Admissions, Marketing, Reprographics, Facilities and Curriculum departments to enhance the reputation of the Academy and development of the brand.
· Engage proactively in school life, getting to know people and practices to showcase our Academies.
· Make a positive contribution to the wider life and ethos of the school.
· Develop effective professional relationships with colleagues, knowing how and when to draw on advice and specialist support.
· Contribute to school Quality Assurance processes, Self Evaluation and School Improvement Planning.
· Be part of the cover/buddy rota for Support Staff.
· Be part of the cover/buddy rota for First Aid provision (training will be provided).

Web site and social media
To be responsible for:
· Supporting the maintenance and updates of the Academy website
· Marketing of the Academy brands through social channels.
· Regular posting or quality assuring of content to enhance Academy profile and communication.

Publicity:
· To be responsible for positive publicity of the school; creation and publication of regular promotional releases and social media output.
· To assist the Facilities Manager/SLT in production of materials when showcasing academy to prospects, VIPs etc during the school week.
· To be responsible for brand management of external communications such as the Principal’s Update, Newsletters, Year Group and Faculty Materials.  
· To support at school related events (including photography) and meeting and greeting attendees and follow up reports on key events.

Marketing
To be responsible for:
· The consistent branding of Academy materials in line with the Principal and SATs direction and branding conventions.
· Oversee the Academy’s Canva brand templates and colour schemes.
· Quality assurance and branding of School prospectus, Options booklets and all Year Group and Curriculum based materials for public consumption.
· Advertising, internal publications, signage, flyers, business cards etc.
· Liaison with suppliers and print companies.

Reprographics and administration duties:
· To complete all the school’s bulk photocopying.
· To complete all photocopying as requested by members of the teaching and non-teaching staff.
· To manage the printing and distribution requirements of the school staff.
· To laminate resources as requested.
· To use PC-based software, such as Word, Excel, Publisher etc. to produce documents as required by school, including elements of graphic design.
· To administer the school’s ‘Lost Property’.
· To organise the process of photograph-taking by external organisations and bodies.
· To arrange quotations for transport for trips etc. and arrange taxis where appropriate.
· To manage the system for arranging staff teas.
· To maintain all equipment in the reprographics room and to include liaison with external maintenance staff.
· To provide usage data for cross-changing purposes. This entails accounting for resources, inputting and maintaining data on stock usage, service usage and analysing data from photocopiers etc.
· Arrange maintenance and repair of all reprographics and print management machines in school. Overseeing setup and installation of new photocopiers as required.
· To support with any administrative tasks linked to pupil data collection and annual consent forms in conjuncture with pastoral teams.
· To complete any other appropriate tasks as directed by the Office Manager.

Personal and Professional Conduct:
A Reprographics and Marketing Coordinator is expected to demonstrate consistently high standards of personal and professional conduct. The following statements define the behaviour and attitudes which set the required standard for conduct throughout their career. 
A Reprographics and Marketing Coordinator is expected to uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school, by:
· [bookmark: _Int_5UY1Zfdf]treating students with dignity, building relationships rooted in mutual respect, and at all times observing proper boundaries appropriate to a Reprographics and Marketing Coordinator’s professional position. 
· having regard for the need to safeguard students’ well-being, in accordance with statutory provisions. 
· showing tolerance of and respect for the rights of others. 
· not undermining fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs. 
· ensuring that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law.
· A Reprographics and Marketing Coordinator must have proper and professional regard for the ethos, policies and practices of the school in which they work and maintain high standards in their own attendance and punctuality. 
· [bookmark: _Int_SnbhlAXe]A Reprographics and Marketing Coordinator must have an understanding of, and always act within, statutory frameworks

Safeguarding:
· Ensure that you act according to the principles of best practice, and in accordance with the requirements of the Keeping Children Safe in Education guidance, as issued by the Department for Education.
· Be aware of and comply with all Academy policies including in particular Health and Safety and Safeguarding.

General:
The successful candidate will have proven ‘hands-on’ experience in media relations, advertising, print production, branding, copywriting, online/social media communications, and digital media/marketing technology (including graphic design). Excellent communication and interpersonal skills are essential in this busy role.
· Work in a professional manner and with integrity and maintain confidentiality of records and information.
· Maintain up-to-date knowledge in line with national changes and legislation as appropriate to the role. 
· Be aware of and comply with all Academy policies including, in particular, Health and Safety and Safeguarding. 
· Participate in the Trust Appraisal process and undertake professional development as required. 
· Adhere to all internal and external deadlines. 
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role
· Participate in the Academy Appraisal process and undertake professional development as required.
· Contribute to the overall aims and ethos of the Spencer Academies Trust and establish constructive relationships with nominated Academies and other agencies as appropriate to the role.
· All job descriptions are subject to change as the needs of the academy changes.
· These above-mentioned duties are neither exclusive nor exhaustive, the post- holder maybe required to carry out other duties as required by the Trust.
· These above-mentioned duties are neither exclusive nor exhaustive, the post- holder may be required to carry out other duties as required by the Trust.

Additional Information

The Spencer Academies Trust is committed to safeguarding and promoting the welfare of all our students and expects all employees and volunteers to share this commitment.  All posts are subject to enhanced DBS checks and completion of Level 2 safeguarding training.


Person Specification – Reprographics & Marketing Coordinator
	
	Essential
	Desirable

	Qualifications and experience 

	Good standard of education, including GCSE English and Maths (Grade C/4 or above, or equivalent). 
	ü
	

	Experience of working in a busy administrative, reprographics, marketing or communications environment.
	ü
	

	Experience of producing high-quality printed and digital materials.
	ü

	

	Experience of using Microsoft Office applications and design/publishing software.
	ü

	

	Experience of managing websites and/or social media platforms.
	ü
	

	Experience of brand management, marketing campaigns or communications activity
	ü
	

	Experience of liaising with external suppliers, printers or contractors.
	ü
	

	Experience of photography, event promotion or content creation.
	ü
	

	Previous experience in an education environment  
	
	ü

	Experience of working with students, parents and professionals  
	
	ü

	Knowledge and skills

	Excellent written and verbal communication skills.
	ü
	

	Strong ICT skills, including Word, Excel, Publisher and similar software packages.
	ü
	

	Ability to manage reprographics, print production and document finishing requirements to agreed deadlines.
	ü
	

	Ability to create engaging marketing and communication materials.
	ü
	

	Ability to maintain and update website and social media content.
	ü
	

	Understanding of branding and the importance of consistent visual identity.
	ü
	

	Ability to prioritise competing deadlines and manage a varied workload effectively.
	ü
	

	Strong attention to detail, including proofreading and quality assurance of publications.
	ü
	

	Ability to analyse information and maintain accurate records and usage data.
	ü
	

	Understanding of safeguarding and child protection responsibilities within a school environment.
	ü
	

	Knowledge of Canva, Adobe Creative Suite or similar design platforms.
	
	ü 


	Understanding of marketing and communications strategies.
	
	ü

	Personal qualities

	Excellent organisational skills and ability to work independently using initiative.
	ü
	

	Creative , proactive and solutions-focused approach to promoting the Academy and supporting its communication objectives.
	ü
	

	Ability to work collaboratively across departments and with external stakeholders.
	ü
	

	Highly professional, trustworthy and able to maintain confidentiality.
	ü
	

	Flexible approach to work and willingness to support wider Academy activities and events.
	ü
	

	Commitment to high standards of customer service and communication.
	ü
	

	Able to follow direction and work in collaboration with the leadership team
	ü
	

	Able to effectively manage workload
	ü
	

	Commitment to the highest standards of child protection and safeguarding
	ü
	

	Recognition of the importance of personal responsibility for health and safety
	ü
	

	Commitment to the school and Trust’s ethos and values.
	ü
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