
 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

REPROGRAPHICS 
OFFICER 

How to apply for the role: 
Application is by completed application form via my new term, just click on the link on our 
website or click on the QR code above. 

Closing Date – Thursday 5th March 2026 at 9.00am 

 

Sandy Secondary School is seeking a reliable, organised and proactive individual to support 
our busy reprographics function on a casual basis until the end of the academic year. There 
may be further ad hoc work available beyond this period, depending on school need. 

*We require a minimum of 25 hours per week, worked over 5 days (Monday to Friday), 
9.30am – 2.30pm, during term time. 

This is a key support role within the school, helping to ensure our teachers and staff have 
high-quality resources to deliver excellent lessons. The role involves producing printed 
materials to a high standard, managing reprographics requests, operating photocopying 
and finishing equipment, and ensuring deadlines are consistently met in a fast-paced 
environment. 

The successful candidate will have strong organisational skills, excellent attention to detail 
and good IT confidence. You will need to be able to work independently, prioritise effectively 
and respond positively to changing demands. Previous experience in a similar role would be 
beneficial but is not essential. 

This is an excellent opportunity for someone who enjoys practical, hands-on work and wants 
to play an important part in supporting teaching and learning within a welcoming and 
supportive school community. 

Required ASAP  

CASUAL CONTRACT* 

NJC Level 2A points 3 

£12.85 per hours plus £1.55 holiday pay + £14.40 per hour 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Posts working with either children and/or 
vulnerable adults will be subject to the 
disclosure of criminal records, the 
successful applicant will be required to 
undertake an enhanced DBS check. 

 
Sandy Secondary School have decided 
to carry out online searches for 
shortlisted candidates as part of due 
diligence in our recruitment process, (as 
per KCSIE, paragraph 220).   
 
The searches are conducted by a 
member of our staff and recorded in line 
with our recruitment and appointment 
protocols and procedures.  
  
The process will be consistent, 
transparent, and fair and reflected within 
the Safer recruitment policy.  
 
At Sandy Secondary School, 
safeguarding is our top priority. We 
encourage all applicants to review our 
Safeguarding and Child Protection 
Policy, which outlines our commitment to 
the safety and wellbeing of students. You 
can find the policy here. 
 

https://www.sandysecondaryschool.co.uk/wp-content/Pages/safeguarding/Documents/Safeguarding-and-Child-Protection-Policy-SSS-2024-2025.pdf


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Essential Desirable 

Education - Qualifications 

Good standard of literacy and numeracy.  

Experience and background 
 

 

Previous experience of working in a school or 

educational establishment  

Skills/Knowledge/Aptitude 
Ability to undertake paperwork 
 

Ability to work on own initiative 
 

Ability to work collaboratively with other staff 

 

Motivation 
Commitment to providing a high standard of support.  
 
Willingness to undertake training.  
 
Willingness to be flexible.  

 

 

Physical 

Ability to lift e.g. boxes of photocopying paper.   

Other 
Must be fluent in the English language in accordance 

with the Immigration Act 2016.  

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

[INSERT JOB TITLE] 

Contract:   Casual/Timesheets (see above for exact hours) 
 
Responsible To: Director of Finance 
 

Job Purpose:  To manage the reprographics function throughout the school.  

 
 
Main duties and responsibilities:  
 

1. To ensure that photocopying is organised and completed in a timely manner.  
 
2. To liaise with the providers for reprographics, ensuring that equipment is repaired and 
serviced promptly.  
 
3. To provide the School Finance Team of account details regarding reprographics charging, 
including photocopying charges and related functions (e.g., laminating).  
 
4. To organise and manage a structure for photocopying which will ensure that teachers and 
other staff are aware of the timescales for requests to ensure an appropriate and smooth flow of 
work.  
 
5. To manage and control the stock of materials for photocopying and reprographics.  

(a) To undertake appropriate training and to keep up to date with the changes to 
equipment  

(b) Collation of materials before distributing to teachers and other staff  
 

6. To help ensure that the school reception area and displays are neat, tidy and clean showing 
the school at its very best at all times (this is a particular priority at open evenings and school 
functions).  
 
7. To maintain absolute confidentiality in all school related matters and to prevent disclosure 
of information on sensitive issues.  
 
8. To continually promote and support the ethos and principles of the school and to avoid any 
action that may be detrimental or prejudicial to the interests of the school.  
 
9. To undertake any other duties, appropriate to a post of this grade, as may be required from 
time to time that are necessary for the effective function of the school.  

 
‘We believe in the welfare and safeguarding of all children and expect 

ALL staff to share the same view’ 
 


