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Administrative and Digital Officer
Job Description


	Area
	:
	Marketing and School Liaison



	Salary
	:
	£24,784 (per annum)



	Hours of Work (Full-time/Part-time)
	:
	37



	Line Manager
	:
	Admissions and Reception Supervisor (Crewe Campus)



	Responsibility for
	:
	Providing excellent customer service to learners and staff ensuring that all print and administrative requests are dealt with efficiently and in a timely manner;
Providing reprographics, administrative support within the Marketing, Admissions and Reception department; and
Promoting and safeguarding the welfare of children and young persons in line with college policies.

	
	
	


Main Purpose of Job:

To provide excellent customer service to ensure that the provision:

· Meets the needs of staff, learners, employers and other stakeholders;
· Is of the highest possible quality in terms of learner outcomes and learner/employer satisfaction;
· Is effective, efficient and provide excellent value for money;
· Reflects the vision, mission, aims and values of the college;
· Is innovative, developmental and sector leading; and
· Promotes a culture of excellence and equality.

Key Duties and Responsibilities:

1. Perform the daily operation of the Print Room ensuring that the service is high quality and provides value for money.
2. Prioritise work according to both customer and College needs.
3. Provide the full range of print and reprographics services (A7 cards to A1 large format prints) for staff & students, in accordance with College’s print policy and Copyright legislation.
4. Provide reports on a monthly basis/as required, detailing work carried-out (quantity of copies & prints, quantity and costs of finishing, binding, special substrates etc).
5. Maintain a friendly, orderly and timely service within the Print Room, offering advice to customers and liaising with customers as required.
6. Promote the print and reprographics services of Print Room and the Multi-Functional Devices in the College. 
7. 
8. Undertake general, routine maintenance of equipment whilst maintaining health and safety.
9. Liaise with and report to external service contractors to ensure the timely maintenance and repair of print room equipment. 
10. Order and record stock purchases of paper and other Print Room and cross college printers consumables in line with College ordering processes.
11. Provide basic training to other designated staff in order that they can provide cover in the post holder’s absence/in exceptional circumstances as and when required.
12. Assist with the use and development of the digital, networked capabilities of the reprographics equipment.
13. Utilise and keep up to date with ICT equipment and software to ensure the best quality of printing. 
14. Provide information on updating/replacing equipment as required.
15. Maintain a working knowledge of basic rules pertaining to Copyright legislation.
16.   	Highlight any potential infringements/problems with regard to Copyright Legislation or other legislation to line manager.
17.      Be aware of potential issues/infringements regarding data protection.
18. Provide administrative support to the department of Marketing, Admissions and Reception including processing orders, preparations for College events and stock management.
19. Support Reception services such as post.
20. Provide cover for Reception Services as required. 
21. Undertake training and development as identified through appraisal process or on ad hoc basis from time to time, in line with the college’s normal requirements. 

Generic Duties and Responsibilities:

(1) Promote a culture of innovation, excellence and equality
(2) Reflect the vision, mission, aims and values of the college
(3) Comply with College policies, procedures and agreements
(4) Contribute actively to the risk management of the College.
(5) Promote and implement the College’s strategies on equality, diversity and safeguarding.
(6) Undertake appropriate staff development activities that support personal development and the changing needs of the College and its environment
(7) Be aware of, and responsive to, the changing nature of the College and adopt a flexible and proactive approach to work
(8) Undertake such other duties as may reasonably be required commensurate with this grade, at the initial agreed place of work or at other locations in the College catchment area


This Job Description is current as the date shown.  In consultation with the post-holder, it is liable to variation to reflect changes in the job.
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Administrative and Digital Officer
Person Specification
	
	Assessment Method

	*Test = Skills Test/Knowledge Test/Micro Teach/Presentation  
	Application Form
	*Test
	Interview and Presentation
	Psychometric Testing
	Qualifications
	References

	Education and Qualifications

	Essential
	
	
	
	
	
	

	· GCSE Grade C (4/5) in English and Maths
	ü
	
	
	
	ü
	

	Desirable
	
	
	
	
	
	

	· NVQ Level 2 in Customer Service
	ü
	
	
	
	ü
	

	· Evidence of ongoing professional development
	ü
	
	
	
	ü
	

	· Level 2 qualification in IT (e.g ECDL or equivalent)
	ü
	
	
	
	ü
	

	Skills and Experience
	
	
	
	
	
	

	Essential
	
	
	
	
	
	

	· High level of computer literacy 
	ü
	ü
	ü
	
	ü
	

	· Good working knowledge of reprographics/print room equipment
	ü
	ü
	ü
	
	
	

	· Experience of working directly with people 
	ü
	
	ü
	
	
	ü

	· A friendly and professional manner and an ability to offer excellent customer service as the main point of contact for Print Shop customers
	ü
	ü
	ü
	
	
	ü

	Desirable
	
	
	
	
	
	

	· Awareness and understanding of equality and diversity matters in the workplace 
	ü
	
	ü
	
	
	

	· Experience of working in an education environment 
	ü
	
	ü
	
	
	

	Personal Attributes

	Essential
	
	
	
	
	
	

	· Excellent organisational skills
	
	
	ü
	
	
	ü

	· Excellent customer service skills
	ü
	
	ü
	
	
	

	· Excellent team player with a can-do attitude
	
	
	ü
	
	
	ü

	· Good communication skills
	
	
	
	
	
	

	· Commitment to on-going professional development
	
	
	ü
	
	
	

	· Ability to prioritise and work under pressure
	
	
	ü
	
	
	

	· Excellent organisational skills
	
	
	ü
	
	
	ü

	· Excellent customer service skills
	ü
	
	ü
	
	
	

	· Excellent team player with a can-do attitude
	
	
	ü
	
	
	ü

	Other Requirements for Employment
	
	
	
	
	
	

	Essential

	
	
	
	
	
	

	· Enhanced DBS check 
	ü
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