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Job Description

Post:
PT Printing and Publishing Technician

	Salary/Grade
	Grade 4 (£22,736 – £23,162) Pro rata 

	Responsible to:
	Printing and Publishing Officer

	Working time:
	18 hours per week Term Time Plus 5 Days


Main purpose of the post:

· To support an effective printing and publishing service for college users, including technical support.
· To operate high volume and wide format print and finishing technologies.

Main duties:

1 Operational/Strategic Planning
1.1 Contribute to setting standards in the Department’s annual self assessment report and action plan in line with the College’s planning and quality assurance procedures.
1.2 Operate high volume multi-functional devices and wide format printers.
1.3    Assist in the mounting and upkeep of the displays around the College.
1.4 Undertake routine maintenance and minor repairs of reprographics equipment and Multifunction Devices (MFDs), in the Print Room and at other college locations.
1.5 Record, where necessary, usage of reprographics equipment; ensure that departmental recharges are made and maintain associated records in liaison with the Printing and Publishing Officer.
1.6 Maintain stock levels in the Print Room’s MFDs.
Specific Requirements of the Role 

1.7 Provide advice and guidance to college users. 
1.8 Ensure that copyright guidelines and legislation are complied with.

1.9 Verify that completed work meets quality standards.

1.10 Assist in the mounting and upkeep of the college displays as directed.

1.11 Undertake manual handling training.

2 Teaching/Training

2.1 Assist teaching, support staff and students in the use of MFDs across the college.
3 Curriculum Provision and Development
3.1 Support teachers in the provision of printed materials for their classes.
3.2 Provide a timely service according to agreed levels in the SLA.

4 Staffing

4.1 Work collaboratively as part of a team to share good practice.

4.2 Work flexibly providing cover for absent colleagues when required.

4.3 Participate in continual professional development and coaching and mentoring to enhance and share good practice.
4.4 Liaise with the ICT support team in respect of MFD technical support.
4.5 Liaise with users, including the Marketing and HE & Skills teams, regarding design work. 

5 Students

Safeguarding

5.1 Commit to safeguarding and protecting the welfare of children and young people by ensuring effective implementation of the safeguarding policy and procedures.  

Discipline 

5.2 Take responsibility for promoting good standards of behaviour and conduct in students by implementing and reporting breaches of the Student Conduct and Discipline policy.
Learner Involvement 
5.3 Contribute to the development and implementation of the Learner Involvement Strategy in order to improve the quality of provision and to respond appropriately to learner needs. 

6 Quality Assurance 
6.1 Contribute to the Self Assessment Report and Quality Improvement Plan within the Department.

6.2 Participate in the College’s Performance Management Review system (PMR) and have an annual review meeting with your line manager. 
6.3 Keep a professional development file to record personal training and development.  
7 Equality and Diversity
7.1 Create a purposeful, positive and supportive working environment, sensitive to equality and diversity.

7.2 Support users in the production of display work to celebrate equality and diversity.

8 Management Information and Administration
8.1 Keep records of service usage as required.
9 Communications
9.1 Attend College events, briefings and meetings as part of the College’s meeting schedule. 

9.2 Use the College’s systems, policies and procedures to communicate issues as necessary.

10 Marketing and Liaison
10.1 Contribute to the marketing and promotion activities of the College and the Department.  
10.2 Produce a range of marketing materials and displays as directed.

11 Management of Resources
11.1 Ensure that all equipment in the Print Room is properly maintained, securely stored and operated in accordance with health and safety requirements.   

12 Other

12.1 Contribute to the college mission and ethos and support the aims and objectives of the College.

12.2 Follow and comply with the College’s policies and procedures as outlined in the Staff Handbook.  

12.3 Undertake any other duties of an equal nature as assigned by the Principal or her designated alternate.
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