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[bookmark: _GoBack]Reprographic Assistant - Job Description 
· Responsible for the day to day running of the reprographics department
· Provide a reprographic, binding and laminating service to the school staff 
· Advice staff re best value of reproducing documentation
· Ensuring machines are supplied with paper and other consumables and are in working order
· Liaise with suppliers/maintenance companies re maintenance of machines
· Maintain stocks of paper, toners and other photocopying requirements and re order when necessary 
· Take readings from the machines to produce figures for budget holders
· Maintain the general tidiness and appearance of the reprographic area
Other duties:
· To provide cover support in Student Reception and Visitor Reception as required
· To support with general administration tasks
· Operate the lost property service 
· Washing and drying uniform; to be recycled for use by other students
· Support with hospitality
· To be aware of and comply with policies and procedures relating to data protection, security and confidentiality
· Support and promote the schools policies of diversity and equal opportunities
· To be aware of and comply with policies and procedures relating to child protection and safeguarding and ensure all concerns are reported appropriately and in a timely manner
The post-holder will be required to undertake duties which are deemed to be commensurate with this post as directed by the Line Manager. This job description may be varied following consultation between the post holder and Managers of the school, to reflect or anticipate changes in or to the job. 
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