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Waltham Forest




JOB DESCRIPTION
Job Title:
Reprographics Assistant – Level 1
Department:
 CYPS
Division: Schools
Grade: Scale 3
Range:  


Responsible to: Head Teacher
Responsible for: None

Job Purpose
· Under the instruction/guidance of senior staff provide a reprographics service to the school, including advice and production of high quality printed material.
Key External Contacts

· Parents/Carers
Key Internal Contacts
· Pupils 
· Staff

Major Tasks, Duties and Responsibilities

· Operate and maintain print and associated equipment including photocopiers, collating, binding, stapling, and laminating machines. 

· Operate ICT equipment to produce copy, using desktop publisher and other software. 

· Undertake routine maintenance tasks for printing equipment in the school. 

· Arrange for repair of equipment as required. 

· Produce a wide variety of printed and copied documents to meet the needs of the school. 

· Maintain adequate supplies of paper, card, toner and other consumables and order as required. 

· Advise teaching and other staff on the best methods of producing and publishing their work requirements. 

· File, index and maintain work originals as required. 

· Costing of work as required. 

· Undertake routine administrative and clerical tasks in support of the school administrative function. 

· Comply with policies and procedures relating to child protection, health, safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person. 

· Actively support the School and Borough Equal Opportunities Policies. 

· Contribute to the overall aims and targets of the school, appreciate and support the roles of other members of the school work team and attend and participate in relevant meetings as required. 

· Be aware of and take part in the schools performance management framework and participate in training and development activities as required. 

· Undertake any other similar duties as required. 

· Responsible for maintenance of reprographics equipment. 

· Responsible for costing print jobs. 

· Responsible for maintaining and ordering print consumables. 

Other requirements:

· To attend and participate in staff meetings.

· To participate in training and performance management as required.

· To have an up-to-date Enhanced DBS Disclosure.
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