
[image: image1.jpg]


   

CROMPTON HOUSE CHURCH OF ENGLAND SCHOOL
JOB DESCRIPTION & PERSON SPECIFICATION
	JOB TITLE

                       
	Graphic Design & Reprographics Officer

	DEPARTMENT
	IT Services
	Hours
	36 hours 40 minutes,
Full year

	GRADE


	Grade 4 (SCP 12 – 17)


	JE CODE
	


	JOB PURPOSE 
To produce high quality printed media for a variety of purposes, including Marketing and the interior of the school.  The use of graphic and computer aided design to produce bespoke publications, student reward and promotional material e.g., flyers, banners, posters, and certificates etc 




	KEY TASKS – Design and Print Services 


	1.

2.
	Responsible for the design and installation of displays which will include vinyl and acrylic signage to improve the school environment ensuring they are appropriate for their audience and follow requirements from curriculum areas and senior leadership.
To develop the use of printing equipment in school, including wide-format printing to offer a range of innovative options for printed media. 


	3.


	To ensure adequate supplies of consumables for printers across school. Monitor and control orders and replenish stocks when necessary.


	4.
	Operate specialist equipment or computer packages as required (e.g., printers, folding/collating/binding machines, guillotines in the reprographics room, or design packages to put graphics on pupil’s worksheets).  This could include associated audio/visual equipment.



	5.
	Liaise with the Marketing Officer and Assistant Headteacher (Communications) to ensure printed media is in line with the School/MAT Marketing strategy. 


	6.


	To offer an outsourced design and print service to other schools within the Trust

.

	7.
	Maintain storage and preparation areas in a well organised, clean, and tidy condition, ensuring the safe storage and accessibility of equipment, tools, and materials.


	8.
	Undertake routine maintenance, safety checks and cleaning of tools, equipment and materials associated with the role. Carry out basic repairs and report other identified faults and arrange for engineers to attend site when necessary.


	9.
	Maintain records and provide data to allow recharges to departmental budgets. Monitor expenditure to whole school printing budgets. 


	10.
11
12
13.

14
	Ensure that software packages required to undertake the role are fit for purpose, suggesting improvements to the Head of IT Services. 
Design and produce promotional and student reward material such as flyers, posters, banners, postcards, and certificates in conjunction with the Marketing/Communications Officer.
Use graphic and computer-aided design to produce bespoke student and teacher planners, and investigate digital alternatives

Liaise with Reprographics Technician on relevant printing projects and provide support and cover for the print room as required. 
Be responsible for maintaining displays around the school and for setting up printed media for major school events

	
	

	KEY TASKS – Health and Safety


	15.
	Promote and ensure the health and safety of pupils, students and colleagues at all times whilst using the reprographics facilities. Follow all relevant health and safety requirements/regulations, and risk assessments appropriate to the reprographics areas, e.g., use of printers.


	16.
	Contribution to the production of appropriate risk assessments.



	KEY TASKS – Technical Support


	17.
	Operate all relevant information and recording systems, including cataloguing, filing, inventories and legal records, e.g., relating to Health and Safety or equipment/ appliance testing.


	18.
	Assist to maintain an accurate inventory of all apparatus, resources and equipment connected to the reprographics area.



	19.
	Receive and check deliveries and associated invoices. Notify the appropriate person of any discrepancies.


	20.
	Undertake routine maintenance and minor repairs of reprographics equipment and Multifunction Devices (MFDs), in the Print Room and at other school locations, liaising with IT Services and 3rd parties as required. 



	21.

	Provide management information as required.


	KEY TASKS – Supervision/training of staff



	22. Responsibility for the day-to-day supervision/ direct line management of the                                                reprographics assistant. This will include performance management, resourcing, organising staff and recruitment
23.    Liaise and communicate effectively at all levels and utilise a range of skills to motivate staff and ensure good staff relations are maintained.

	

	


	STANDARD DUTIES



	1.


	To understand the importance of inclusion, equality, and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all, respecting the rights of other staff and students to be treated with dignity at work.


	2.


	To uphold and promote the values and the faith ethos of the school.

	3.


	To implement and uphold the policies, procedures, and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying, and safeguarding/child protection, ensuring confidentiality as appropriate.


	4.


	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g., challenging a stranger on the premises.



	5.
	To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.



	6.
	To attend and participate in relevant meetings as appropriate.



	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS

Pupils, staff, suppliers/contractors, and visitors




	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT



	Responsible to:


	Trust Head of IT Services

	Responsible for:


	Reprographics Technician


	SPECIAL CONDITIONS 

Enhanced Disclosure & Barring Check Required 




	
	DATE
	NAME
	POST TITLE

	PREPARED


	May 2022
	DM
	Head of IT Services

	REVIEWED


	June 2022
	JB
	HR & Governance Manager

	REVIEWED


	
	
	


Job Title:  Graphic Design & Reprographics Officer
	
	Selection Criteria

Essential
	Selection Criteria

Desirable
	How Assessed

	Education & Qualifications
	Willingness to undertake NVQ level 2 in related subject or equivalent

Literacy and Numeracy skills equivalent to Level 1 of the National Qualification & Credit Framework

Willingness to gain a First Aid Certificate


	NVQ level 2 in a related subject or equivalent
First Aid Certificate
	AF / I

AF / I

AF / I

	Experience
	Experience of working in an environment relevant to the area of the Curriculum to be supported
Experience of using ICT to support completion of work tasks 
Experience of working in a team and supporting others to achieve objectives complete tasks to deadlines

Experience of keeping basic records 


	Experience of working in an educational setting


	AF / I

AF / I

AF / I

AF / I

             

	Skills & Abilities
	Interpersonal skills to build effective working relationships with pupils and staff across the school

Communication skills to give information to others both spoken and in writing

Able to work methodically and have attention to detail

Initiative to work without direct supervision and respond to unexpected problems

Organisational skills to prioritise own workload and complete tasks to required deadlines


	
	AF / I

AF / I

AF / I

AF / I

AF / I

	Knowledge
	Knowledge of potential health and safety risks and issues associated with this job description, and how to mitigate these hazards

Understanding of why safeguarding for pupils and the confidentiality of information is important in a school environment


	An understanding of the National Curriculum within the subject area(s) that the role is based within


	AF / I

AF / I



	Work circumstances
	Able to work flexibly according to the needs of the school 

When required, to wear safety clothing and PPE as appropriate to the risk assessment


	
	I

I


Abbreviations: AF = Application Form; I = Interview.

NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview
