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Post:    	Communications and Reprographics Technician

Grade: 	JE Scale D		Salary:	£26,824 – £28,598 pro rata

Hours: 	1420.8 per annum (37 hours per week, term time + 2 non-pupil days)
		8.15am to 4.15pm Mon-Thu. 8.15am to 3.45pm Fri. 30m lunch
		
The post holder will be finally responsible to the Headteacher but will in the first instance be responsible to the ICT Manager.

Appraisal review and staff development is the responsibility of the ICT Manager.

Principle Duties
To efficiently manage the reprographics function for the school, supporting all aspects of the curriculum and pupil requirements and to be responsible for the operation of all reprographic equipment based within the Resources Centre. To provide communications / marketing functions for the school ensuring there is a professional and consistent approach and visibility of the school.

1. Reprographics
· To be responsible for the operation of all reprographic equipment based within the Resources Centre.
· Train new and existing staff on reprographic equipment. 
· Preparation of curriculum and publicity materials using graphic and reprographic resources and equipment.
· Carry out confidential document printing ensuring copyright is maintained.
· Provide personalised resources for individual pupils with SEND needs. 
· Collect, organise, print and deliver mock exam materials to the exam officer as requested.
· To maintain records of reprographic materials consumed by the School’s departments and to re-bill as appropriate.
· To assist staff and pupils in the use of equipment as required.
· Liaising with external service agencies to arrange maintenance and repairs as necessary.
· To monitor the consumable stock used in Resources and order as necessary.

2. Resources
· To receive requests from departments to order resource materials.
· Order and manage paper deliveries / stock and toner.
· Maintain and support large communal photocopiers, respond to breakdowns and liaise with engineers as required.
· To prepare resource materials as requested by departments. 

3. Communications and Marketing
· Market and promote the school to parents and carers in the local community.
· Assist in developing, promoting and improving the school’s branding and digital marketing.
· Produce and continually develop the school’s newsletter.
· Update and improve all communal signage (digital and noticeboards) in the school site
· Undertake photography as part of communications to promote the school.
· Manage social media channels to promote the school.
· Assist the wider team sending communications home to parents (currently parentmail)

This is not considered to be an exhaustive list, as such; the job holder may be expected to carry out any other reasonable duties as directed by the Senior Leadership Team and associated Line Manager.
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