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	JOB DESCRIPTION

	JOB TITLE
	Reprographics Officer

	JOB GRADE
	NJC Scale 2 – points 3-4

	REPORTING TO
	PA to the Principal

	

	JOB PURPOSE

	
· To provide an efficient photocopying, printing and print finishing service within the Reprographics Office
· To assist in the provision of an efficient and effective clerical support
· To support the collaborative work across the School and within the local community
· To embody the values, vision and ethos of the Central Region Schools Trust and assist the Principal in delivering policy which will ensure high quality and successful outcomes


	MAIN DUTIES

	
· To be fully responsible for all reprographics related duties. 
· Receiving printing/copying requests and fulfilling orders submitted using reprographic equipment. 
· Receiving requests for assistance with cutting/laminating/producing booklets/prize tickets/labels etc. in support of all school activities. 
· Assisting users with special printing/copying requirements – paper sizes; document finishing; laminating; stapling; booklets etc. 
· Fixing routine issues, e.g. paper jams, user-generated errors (wrong paper size etc.). 
· Maintaining and managing all stock including finalising and placing orders for new materials and paper. 
· Undertaking regular, basic maintenance, including changing toner, and safety checks on all School reprographic equipment. 
· Arranging for repairs of equipment, as and when necessary, to ensure smooth operation of all equipment. 
· Dealing with the service departments of suppliers to ensure service requirements of machinery are met. 
· To be responsible for submitting orders for stock for reprographics, as and when required. 
· Ensuring that the School’s Reprographics Room is maintained in a tidy and ordered appearance.  
· To assist in creating a welcoming learning environment for both staff and students by creating cohesive signage around the school, as and when directed.
· To undertake any recognised training as necessary and in accordance with a planned programme of development. 
· Undertaking reprographics duties for School functions e.g. Open Days, presentation evenings, transitions days, exams.  
· To be fully ready and prepared to support with all relevant documents required for exams. 


	· OTHER

	
· Undertake such other duties related to the work of the post as may be assigned by the PA to the Principal
· Maintain regular consistent and professional attendance, punctuality, personal appearance, and adherence to relevant health & safety procedures




	· PROFESSIONAL DEVELOPMENT

	
· Participate in professional development opportunities, willingness to develop additional skills and expertise
· Keep up-to-date with current educational developments and legislation affecting academy operations within your area of responsibility




The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. An Enhanced DBS check is required for the successful applicant.
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