ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title:

Reprographics Assistant


	Job number / Grade

ED???? / Scale 2a sp1-2

	Directorate :

Education


	Unit:

Schools

	
	

	JOB PURPOSE

	To provide a reprographics service to the school.




	SCOPE OF JOB (Budgetary/resource control, impact)

	Will spend majority of working time standing and undertaking physical activities.

Due to the nature of the activities special attention must be paid to Health & Safety issues both for the environment and equipment/materials used.

 


	POSITION WITHIN UNIT STRUCTURE

	Reports to ?.




	KNOWLEDGE, SKILLS & EXPERIENCE

	Physically fit , able to lift heavy/awkward items.

Able to operate, maintain and repair reprographic equipment.

Able to deal with suppliers and maintenance contractors

Must have manual dexterity.

Able to remain calm in a busy, noisy environment.

Able to communicate with staff and pupils



	

	JOB ACCOUNTABILITIES

	Carry out printing, collating and laminating as required, applying appropriate priorities in order to meet deadlines.

Maintain sufficient supplies of materials and equipment supplies to ensure service availability.

Undertake local maintenance/repairs and liase with contractors as required.

Ensure that all allocated equipment and materials are stored safely and securely in order to prevent unauthorised access and potential accidents/misuse.

Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified. Where hazards are serious report to the line manager immediately. 
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