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JOB DESCRIPTION
Role:


Reprographics and Administration Assistant
Accountable to:
Administration Manager
Grade:

NJC Grade 4
	PURPOSE
	To provide a high-quality reprographics, administrative and reception support service to the Academy. The postholder will be responsible for the efficient production of printed and digital resources for staff, supporting the visual environment of the school through displays, and undertaking a range of administrative duties that contribute to the effective day-to-day operation of the Academy.  

	

	Reprographics and Resource Production 
· Provide an efficient and responsive reprographics service for all staff. 

· Produce, photocopy, print, laminate, bind and collate documents and teaching resources to a high standard. 

· Manage reprographics requests and prioritise workload to meet deadlines. 

· Ensure the effective operation of photocopying and printing equipment. 

· Act as the first point of contact for photocopier and printing queries. 

· Arrange routine maintenance and repairs for reprographic equipment. 

· Monitor and maintain stocks of paper, toner, laminating materials and other reprographics supplies. 

· Ensure printing and photocopying equipment is used efficiently and cost-effectively. 
Displays and Visual Environment 
· Maintain stocks of display materials. 

· Support staff with the design, preparation and installation of display materials. 

· Assist departments in creating attractive, engaging and informative displays. 

· Monitor displays across the Academy to ensure they remain current, vibrant and reflective of Academy standards. 

· Support whole-school events through promotional materials, signage and display resources.

 

Administration and Reception 
· Provide administrative support to staff, departments and Academy leaders. 

· Undertake reception duties, including greeting visitors, answering telephone enquiries and managing messages. 

· Ensure all visitors are signed in appropriately and safeguarding procedures are followed at all times. 

· Sort and distribute incoming post and organise outgoing mail. 

· Produce letters, reports, spreadsheets, presentations and other documents using Microsoft Office applications. 

· Maintain accurate manual and electronic records. 

· Use Academy systems such as SIMS, EduLink, ParentPay and other management information systems as required. 

· Assist with educational visits and trips administration. 

· Communicate effectively with staff, students, parents and external agencies through telephone, email and other communication platforms. 

· Support Academy events and activities as required. 

General Administration Duties 
· Provide support to the wider Administration Team. 

· Cover for absent colleagues where reasonably required. 

· Assist in maintaining secure storage of supplies and resources. 

· Ensure confidentiality and compliance with GDPR and Academy policies. 

· Contribute to continuous improvement of administrative systems and processes. 

Student Support
 

· Undertake First Aid training and participate in the Academy's First Aid arrangements. 

· Provide support to student welfare systems where appropriate. 

· Undertake supervision duties at break, lunchtime or before/after school as directed. 

Professional Responsibilities 
· Participate fully in the Trust's appraisal and performance management processes. 

· Undertake relevant training and professional development. 

· Work collaboratively with colleagues to support the Academy's vision, values and priorities. 

· Maintain positive working relationships with staff, students, parents and external stakeholders. 

· Undertake any additional duties commensurate with the grade and nature of the post. 

The East Manchester Academy is committed to safeguarding and promoting the welfare of children and young people. The postholder is expected to share this commitment and comply with all safeguarding policies, procedures and training requirements. Derived from both role profiles.  




This Job Description may be reviewed by the Headteacher, as necessary,

and may be amended at any time after consultation with you.
Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.
PERSON SPECIFICATION

POST: Reprographics and Administration Assistant
Essential Criteria 

Experience 

· Experience of working in an administrative environment. 

· Experience of delivering effective customer service. 

· Experience of using office equipment including printers, photocopiers and scanning equipment. 

· Experience of working accurately to deadlines. 

Knowledge and Skills 

· Good ICT skills, including Microsoft Word, Excel, Outlook and other Microsoft 365 applications.  

· Ability to produce accurate and professional documents and resources. 

· Excellent organisational skills with the ability to manage competing priorities. 

· Strong attention to detail. 

· Good literacy and numeracy skills.  

· Effective verbal and written communication skills.  

· Ability to work independently and use initiative.  

· Ability to work effectively as part of a team.  

· Ability to maintain confidentiality and handle sensitive information appropriately. 

Personal Qualities 

· Professional, approachable and courteous manner. 

· Excellent customer service skills. 

· Flexible and adaptable approach to work. 

· Strong work ethic and commitment to high standards. 

· Commitment to equality, diversity and inclusion. 

· Commitment to continuous professional development.  

· Commitment to safeguarding and promoting the welfare of children and young people.  

Qualifications 

· GCSE English and Mathematics (Grade C/4 or above) or equivalent. 

· Relevant administration qualification or willingness to work towards one. 
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Desirable Criteria 

· Previous experience working in a school or educational environment. 

· Experience of SIMS, Arbor or similar Management Information Systems. 

· Experience of reprographics, print production or graphic design. 

· Experience of creating displays, promotional materials or visual resources. 

· First Aid qualification or willingness to undertake training. 

· Experience of ParentPay, EduLink or educational software systems. 
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Generic Responsibilities for all Support Staff 

· Play a full role in the life of the Academy through participation in initiatives, events and extracurricular activities where appropriate.  

· Undertake duties such as break, lunch and after-school supervision as directed.  

· Participate in relevant CPD and mandatory training.  

· Work collaboratively to support the Academy's vision and values.  

· Undertake any reasonable duties requested by the Headteacher.  
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