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REPROGRAPHICS ASSISTANT


Salary Grade C - £14,467 (£24,405 FTE)
25 hours per week, 40 weeks per year
Mon-Fri 09.30am-2.30pm
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A very warm welcome to Warblington School




Dear Applicant 

Thank you for your interest in Warblington School.  

Warblington school has something quite special about it.  We are a very small, but rapidly growing secondary school.  At only 780 students we can do things differently here as we know individuals well.  But it goes deeper than that. Everyone who visits will tell you just how welcoming the school is for new staff and students – over 40 students joined us mid-way through the year last year, with each one saying how they had settled in well and were enjoying school. Ofsted noted during their recent inspection (Jun 2023) that “most pupils like attending this kind and caring school” and “pupils build strong friendships with their peers”  

[image: ]It is a thriving community and I am proud to say our students are well behaved, friendly, kind and considerate. They welcome visitors and they are proud to speak of their school. Our staff are passionate about improving learning and aim to inspire and challenge the young people we work with.  

We believe that children have the right to the best education and during their time with us, we aim to equip all of our students with the skills they need to flourish in modern society; to make the best of opportunities and to be able to positively contribute once they leave Warblington School. 

 I am pleased to say this was recognised during our recent inspection, where inspectors commented that Students “talk confidently about what they have learned” and acknowledged that “A well-planned personal, social and health education programme sets pupils up well for the future, preparing them successfully for adulthood.”
 
We have high aspirations for everyone who wears the Warblington School logo and we strive to improve ourselves through a clear focus on learning and achievement in a supportive environment. As a parent myself, I know that children and young people learn best in an environment which is secure, happy and caring. Our learning community works hard to create the right atmosphere and we pride ourselves on seeing each child as an individual. We take time to celebrate achievements together, whether they are academic, sporting, artistic or dramatic.  

Here at Warblington, we are committed to bringing the best out of each and every student entrusted to us and being a small secondary school allows us to get to know each individual and provide them with the support they need that will enable them to thrive.
 


Curriculum is very important to us and has played a key role in our improvement in outcomes.  Teachers here are passionate about the subjects they teach and we believe students need to experience a wide range of subjects for as long as possible, which is why our options process begins at Christmas of year 9 and takes effect from that Easter, allowing us time to ensure each student gets the right level of advice and guidance to help them make informed choices.  
 
[image: ]Finally, it is important to note that teaching and learning is at the heart of everything we do.  Ofsted acknowledged that “Staff know pupils very well. Importantly, they have pupils’ best interests at heart. Leaders and staff are committed to unlocking pupils’ potential”.

I hope you enjoy finding out about Warblington School.  Having access to a broad and balanced curriculum, and learning opportunities outside the classroom are key to our students developing into young adults.  

I sincerely hope that we will be welcoming you into our community!


 
Our aim is to ensure that excellence is our expectation.



Mike Hartnell 
Headteacher 
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REPROGRAPHICS ASSISTANT

Salary Grade C - £14,467 (£24,405 FTE)
25 hours per week, 40 weeks per year
Mon-Fri 09.30am-2.30pm


Warblington School are seeking a proactive and flexible Reprographic Assistant to support the school in all aspects of reprographics. 

You will be able to demonstrate your ability to work under pressure with a diverse workload, be able to effectively multi-task, work on your own initiative and have a high level of self-motivation.

Key Responsibilities

· Undertake all tasks in relation to the reproduction of information including photocopying, laminating and binding worksheets, booklets, exam papers, etc.
· Ensure all requests for printing and copying submitted by staff are carried out in a timely manner to meet any deadlines set. 

· Ensure that equipment in the Reprographics Room is maintained in a good working order, including arranging for any necessary repairs to be undertaken by specialist contractors.

· Support the school receptionist during busy periods including dealing with routine phone calls, taking messages and greeting visitors. 

· Manage the supply and stock levels of all consumables required for printing and copying. 

Excellent communication and organisational skills are essential, as is the ability to work both as part of a team and independently. Previous experience in a school or similar role is desirable and the ability to contribute to the wider life of the school will be an advantage.

We would strongly recommend an early application as we reserve the right to close this 
vacancy early if we receive sufficient applications for the role. 

Closing Date: 	29th November 2024
Interview Date: 	TBC



 JOB DESCRIPTION

	
Main Purpose: 

	[bookmark: _GoBack]Fully support the school with providing reprographics, laminating and binding services in addition to reception duties and administration support across the school.  

	Main Activities: 
	· Fully support the school in all aspects of reprographics. 
· The production of teaching materials, worksheets, booklets, lists, exam papers, forms etc., using photocopiers and equipment within the reprographics area. 
· The collation and finishing of printed material produced within reprographics. 
· Familiarisation of all equipment within the department (staplers, laminators, collator, printers, binding machines etc.) 
· Monitoring stock of reprographics, laminating, binding and responsible for ordering items such as paper and stationery. 
· Liaising with staff and supplier agencies. 
· Undertake administration duties, and support reception by answering the telephone during busy periods and dealing with queries. 
· Provide any additional clerical support as required e.g. filing. 
· Undertake typing, word-processing and other IT based tasks as requested. 
· Operate relevant office equipment and IT packages (e.g. Word, Excel, Outlook) 
· Comply with legal requirements of copyright licensing procedures. 
 

	Additional Duties: 
 
	· To play a full part in the life of the school community and to support its distinctive mission and ethos.  
· Promote and safeguard the welfare of children and young persons you come into contact with. 
· Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 
· Appreciate and support the role of other professionals. 
· Participate in training and performance development as required 
· Any other duty as deemed appropriate to the post by the Admin Manager. 
 




PERSON SPECIFICATION

	Criteria 
	Essential or 
desirable 
	Measured by 
A - application 
S - selection method 
I - interview 

	Qualifications  
	
	

	Adequate level of literacy and numeracy (GCSE grade C or equivalent in English & Maths). 
	E 
	A/I/S 

	First aid trained  
	D 
	A  

	Experience and Knowledge 
	
	

	Familiarisation of all equipment within a reprographics department (staplers, laminators, collator, printers, binding machines etc.) 
	E 
	A/I 

	Computer and keyboard skills and to be able to operate relevant office equipment and IT packages (Microsoft Office) 
	E 
	I  

	Knowledge of Management Information Systems  
	D 
	A/I 

	Familiar with office equipment e.g. phone systems  
	D 
	A/I 

	Working within a school or busy environment  
	D 
	A/I 

	Experience of ordering office supplies 
	D 
	A/I 

	Practical Skills, Personal Qualities and Behavioural Attributes
	 
	

	Excellent verbal and written communication skills  
	E 
	A/I/S 

	Good time-management, organisational skills and work-planning 
	E 
	I 

	Effective team worker 
	E 
	I 

	An ability to provide high levels of customer care at all times 
	E 
	I 

	Excellent inter-personal skills, with both children and adults 
	E 
	I 

	Self-motivated and enthusiastic 
	E 
	A/I 

	An open, honest and active listener 
	E 
	I 

	An ability to remain calm when under pressure 
	E 
	I/S 

	A friendly, professional and respectful approach which demonstrates support and a commitment to providing a quality service 
	E 
	I 

	Able to confidently handle customer queries and challenges 
	E 
	I 









EXPLANATORY NOTES

Application Procedure 

1)	Read carefully all the information about this post.

2) 	Complete the application form as fully as possible. You must use the school (HCC) application form. If there is insufficient room on any section of the form, please provide the additional information on a separate sheet. 

3)	In section ‘details in support of your application’ please tell us:

a) 	Why you are applying for this post.
b) 	How your experience, skills, training and/or qualifications equip you for this position and specifically how you meet the person specification and requirements of the job description.

Early applications are encouraged, and we reserve the right to close the vacancy early if we receive sufficient applications for the role or if a suitable candidate is found.

Appointment Process

1)	Suitable applicants will be shortlisted for an interview.
2) 	If you are successful, you will receive a telephone call or email inviting you to attend an interview. It is therefore important that you give us your email address.

Pre- Employment Checks

The successful applicant will be required to:

1) Provide details of two referees who know you in a professional capacity, one of whom must be your current or most recent employer (for teaching staff this includes the Headteacher or mentor at your placement if you are still training). It is our usual policy to take up references before interview where possible. Employment is conditional on these references being deemed satisfactory.
2) 	Provide proof of all relevant qualifications (GCSEs and A levels or equivalent), degree and teaching qualifications.
3) 	Provide proof of eligibility to work in the UK.
4) 	Undertake an Enhanced Disclosure and Barring Service check and receive clearance. Please note that an enhanced check will reveal all criminal convictions on record, including those that might be considered ‘spent’.
5) 	Complete a Health Declaration form 




Conditions of Service

Employment is subject to a number of pre-employment checking procedures – these are given above.
For teaching staff, this post is also subject to the School Teacher’s Pay and Conditions Document and the Condition of Service for School Teachers in England and Wales known as the Burgundy Book. The professional standards for teachers will also apply.
The job description may not necessarily be a comprehensive definition of the post and may be subject to modification or amendment at any time after consultation with the post holder.

Salary
Support Staff, whether full or part time, will automatically be a member of the EHCC Pension Scheme unless they elect to opt out.

Policy on Equal Opportunities
The School is an Equal Opportunities employer and appointments are based on the applicant’s ability to meet the requirements of the position. The School is opposed to any form of discrimination against any individual or group and welcomes the fact that our School includes a diversity of individuals from many races and cultures.
Behaviour, which is discriminatory on the grounds of race, colour, culture, nationality, gender, sexual orientation, disability, religion will not be tolerated.
The School is also committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment
1
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