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Communications and Reprographics Technician


	AREA
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Qualifications
	· Maths and English GCSE (A-C or 9-5) or equivalent (Level 2 standard of education in Maths and English)
	· Qualified in a digital design discipline
· Qualified in any ICT, or marketing, areas
	Letter of Application

References

	Experience
	· Working as part of a team
· Working to deadlines 
· Experience using Microsoft Office software suite (Word / Excel / PowerPoint / Outlook)
	· Working in a school environment
· Use of digital design software
· Working with young people
· Using large printing / copying equipment
· Marketing via newsletters, social media and web promotions
	Letter of Application

Interview

References

	Skills & Knowledge
	· Good administration and organisational skills
· Ability to maintain records, stock, resources and materials
· Ability to communicate at all levels
· Ability to work creatively and collaboratively
	· Understanding of Health and Safety legislation, policies and procedures relating to the role
· Knowledge of external suppliers and contractors
· Ability to learn new skills such as digital design, digital signage management and marketing
· Highly practical, with experience of dealing with specialist printing and copying equipment
	Letter of Application

Interview

References

	Personal Qualities
	· A genuine enthusiasm for technology, printing and organising resources
· Ability to carry out physical job demands
· Reliable and responsible
· Enthusiasm and self-motivation
· Ability to prioritise and use initiative
· Respect and support the school’s values
· Flexible approach to work
· Ability to work independently, and to support a wider team
	· Proactive work ethos
· Willing to help others during busy periods
· Interest in sharing knowledge / teaching others
· Enthusiasm to learn new skills
· Sense of humour
	Interview

References
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