
Job Title: Technician

Responsible to:  Copy and Design Manager

Grade:  2

Role purpose:  To provide a comprehensive reprographic service to all members of staff and pupils and effective technical 
support as needed.

Reprographics

1.  Provide a printing and photocopying service to staff and students, ensuring that the service is effective and operates 
efficiently. Although under the general direction of the Copy and Design Manager the post-holder will be expected to 
identify priorities and use initiative.

2.  Provide advice and assistance to staff and students on matters such as copyright regulations, the cost of copies, 
printing, copying and finishing and display materials.

Stock control

1.  Assist with monitoring stock levels, carrying out regular stock checks and advising the Copy and Design Manager 
when stock needs to be replenished.

2.  Check deliveries of materials ordered and related invoices.  Refer queries to the Copy and Design Manager, other 
administration staff or the suppliers, as appropriate.

Equipment

1.  Carry out day to day maintenance of equipment. Report the need for further repairs or replacement to the Copy and 
Design Manager or the Principal of ICT Infrastructure and Services.

2. Assist with the arrangement of repairs and servicing of equipment through the established procedure.

Health and Safety

1.  Ensure that all equipment and materials, are kept in their designated places and that appropriate statutory Health 
and Safety legislation and security measures are observed.

2. Undertake training as necessary.
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Decisions made

1.  Prioritising reprographic work and determining the required levels of related material stocks to ensure that an efficient 
and effective service is   provided to all staff.

2. Recommending the purchase of materials, stock and equipment/machinery spares ensuring cost effectiveness.
3.  The majority of decisions expected of this post are taken within well established procedures, practices and routines. 

The postholder is expected to deal with variations from the accepted pattern, missing stock or equipment and, if 
appropriate, bring the matter to the attention of the Head of Department.

Other 

1.  Ensure that Health and Safety Regulations are complied with. Comply with school policies for example Safeguarding, 
Data Protection and e-safety.

2. Ensure that confidentiality is observed at all times.
3.  This job description sets out the major duties associated with the stated purpose of the post. It is assumed that other 

duties of a similar level/nature are not excluded because they are not itemised.  The duties of this post could vary from 
time to time as a result of new legislation, changes in technology or policy changes. Appropriate training may be given 
to help the postholder undertake this new/varied work.


