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GREAT SANKEY HIGH SCHOOL
JOB DESCRIPTION

 REPROGRAPHICS OFFICER
(INCLUDING ADMIN, RECEPTION & FIRST AID)
     
Responsible to:	 Office Manager
Core Purpose:
· To provide reprographics services in addition to clerical support, under the direction of the Office Manager.

Main Duties:
Reprographics

· To undertake reprographics, laminating and binding services for all school departments
using the equipment provided.
· Establish and operate a system to manage the flow of jobs through the reprographics department
and ensure that key deadlines are met. To communicate this to staff.
· Be responsible for repair and maintenance, quality, safety and effective operation of the school’s
reprographic equipment including photocopiers, printers and laminators, ensuring that equipment
is always ready for use
· Provide support and training for other users in the school on photocopying and scanning
· Maintain printers and multi-function devices around the school in terms of refilling printer toner
and ink cartridges, head cleaning and alignment.
· To liaise with the IT team regarding machines around the school when necessary
· Respect the confidentiality of all matters relating to the school, pupils and staff at all times.
· Monitor stock of reprographics, laminating, binding and school shop consumables and compile orders, when necessary.
· Comply with the legal requirements of copyright licensing procedures.
· Liaise with relevant external suppliers / engineers as required
· To manage Print Management software (PaperCut) in line with the needs of the school, to use the software to track and manage printing across the site, manage printing rules and leverage cost savings where possible and to produce scheduled reports.  
· Help to create a welcoming and aspirational learning environment where the achievement of all students is celebrated
· To provide written feedback where necessary using a proforma in line with school procedures and to liaise with Cover & Attendance Supervisor.
· Assist with the display of young people's work.

· [bookmark: _Hlk114656882]Support for the School

· Be aware of and comply with school policies and procedures relating to child protection, health, safety and security, confidentiality, data protection and behaviour for learning; and report all concerns to the appropriate person.
· Be aware of and support diversity and ensure all young people have equal access to opportunities and are provided with a safe and non threatening learning environment.
· To deal with any emergencies in accordance with the school’s policy and procedures.
· Contribute to the school ethos, aims and development/improvement plan.
· Participate in training and other learning activities as required and to participate in the school’s support staff performance review process.
· Establish own best practice and use to support others.


Other areas of responsibility:

First Aid

· To be willing to be trained as, and to be one of the school’s many First Aiders

Clerical Duties

· To carry out clerical tasks including photocopying, filing, faxing, e-mailing and completion
of documentation and respond to correspondence using standard letters/formats.

· To carry out other general administration as instructed by line manager

· To support reception cover and duties.


This job description is not necessarily a comprehensive definition of the post and will be subject to modification or amendment at any time after consultation with the post holder.  The post-holder will undertake the professional duties of a member of school staff as circumstances may require under the reasonable direction of the Headteacher.
















[bookmark: _Toc302029723]Person Specification / Selection Criteria for Reprographics Officer (Including Cover, Reception & First Aid)

Note: 	The Applicant will be required to safeguard and promote the welfare of children
 	and young people.  Candidates failing to meet any of the essential criteria will automatically be excluded.
[A]	Qualifications
	Qualification requirements
	Essential
	Desirable
	Source

	3 GCSE’S A-C or equivalent 
	E
	
	A

	Business Administration Qualification
	
	D
	A

	ICT Capability
	E
	
	A



[B] Experience
	
	Essential
	Desirable
	Source

	Experience of working in a school or with young people.
	
	D
	A/I

	Experience of working and dealing with highly confidential information and adhering to General Data Protection Regulation (GDPR)
	E
	
	A/I

	Experience of working in an Administrative role.
	E
	
	A/I



[C] Knowledge/Understanding
	
	Essential
	Desirable
	Source

	Understanding of principle of child protection specifically in a school setting
	E
	
	A/I

	Good Knowledge of IT provisions, i.e. Microsoft Office
	E
	
	A/I

	Knowledge of School IT Systems, i.e. SIMS
	
	D
	A/I

	Aware of Omega Multi-Academy Trust’s responsibilities for Safeguarding and promoting the Welfare of Children
	
	D
	A/I

	Understanding of relevant technology (TV, DVD, Interactive whiteboard).
	
	D
	





[D] Personal Qualities and Skills
	
	Essential
	Desirable
	Source

	To work with staff and students in a co-operative and polite manner at all times 
	E
	
	A/I

	Good interpersonal skills 
	E
	
	A/I

	A desire to develop professionally and take part in all training and development opportunities relevant to the post.
	E
	
	A/I

	High expectations of all young people; respect for diversity.
	E
	
	A/I

	Ability to meet deadlines/manage time
	E
	
	A/I

	Ability to use initiative to prioritise and organise workload
	E
	
	A/I

	Enthusiastic ability to motivate others
	E
	
	A/I

	Willingness to learn new skills and undertake training
	E
	
	A/I

	Commitment to the school ethos and aims
	E
	
	A/I



[E]	Pre-Employment Checks
	
	Essential
	Desirable
	Source

	Positive recommendation from all referees, including current employer
	E
	
	R

	DBS Clearance post appointment
	E
	
	N/A



[F]	Application Form and Supporting Statement
The form must be fully completed and legible.  
The supporting statement should be clear, concise and related to the specific post.
There should be no unexplained gaps in career history.
(Source: A=Application (form+letter); I=Interview; R=Reference)
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