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Waltham Forest




JOB DESCRIPTION
Job Title:
Multimedia/Reprographics Assistant – Level 2
Department:
 CYPS
Division: Schools
Grade:  5
Range:  


Responsible to: Head Teacher
Responsible for: None

Job Purpose
· To provide a reprographics service to the school, including advice and production of high quality printed material. The post holder will have specific responsibility for all school reprographics and all audio visual services including servicing and repairs to audio equipment. The post holder will be expected to give an efficient service to all staff, and will be part of the admin team.
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 and monitor repairs to ensure carried out promptly and effectively.
· 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.

· Make sure photocopier meter readings are taken regularly to determine departmental usage and pass details to facilitate further billing.

· 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.
· Update school website under instruction from senior staff as required.
· Comply with policies and procedures relating to child protection, health, safety, welfare, security, confidentiality, data protection and the reporting of 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

· To ensure that the Resources room is staffed at all times during the working day and accessible to all staff.

· To work closely and give advice where appropriate to the admin team with the production and presentation of whole school publications.

· To be responsible for the ordering of consumable materials and equipment for the department always applying the “Best Value” rule.

· To be responsible for the maintenance of the departments’, office and staff room photocopiers ensuring that all machines are kept serviced with paper, ink and consumables.

· To set up and maintain a filing system where original copies of whole school publications are kept filed and easily accessible for reproducing and updating.

· To co-ordinate the work of the other multimedia technician ensuring that all work carried out is of a high standard and that deadlines are always met.  To deliver INSET as and when required.

· To set up a comprehensive finance spreadsheet for internal charging to departments ensuring that all printing charges are given to the Finance Officer at the end of each month.

· To work closely with other department managers in regard to ordering materials, requests for printing, loan of equipment, school asset register and to ensure provision of the best use of ICT/Resources across the curriculum.

· To be able to use graphic designing and video editing program within multimedia department to facilitate all staff and students.

· To maintain an efficient system of forward planning and prioritisation for all the above, allowing flexibility to respond to more immediate demands.

· To work closely with the Site Manager where appropriate on the fitting of electric plugs and points.

· To set up and maintain an efficient system for the running and making of good quality audio and video recordings, video editing, graphic designing using various software package together with a system of booking for the use of video equipment and setting up of schools portable and permanent multimedia presentation equipment.  
· To be responsible for carrying out repairs and services to the schools audio, visual equipment, electrical appliances where appropriate, the setting up and the maintenance of a PA system in the main hall and departmental OHPs etc. 
· To be aware of all Health and Safety issues concerning IT within a working environment.
· To undertake any other tasks as directed by the Head teacher commensurate with the grading of the post.
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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