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June 2020 

 

Dear Applicant,  

RE: Reprographics Officer 

Thank you for expressing interest in the above vacancy we have here at Duke’s Aldridge Academy. 

Please find enclosed an application form and information about the post. I hope this provides the 

information that you need in order to decide whether to apply. If you would like any further 

information, do please contact Clea Holmes – Human Resources Manager on 020 8275 4851 or 

recruitment@dukesacademy.org.uk   

The academy enjoys a rich mix of culturally diverse students drawn from one of London’s most 

ethnically vibrant wards. This socio-economic profile shields a positive and vital aspect of our 

academy’s community. The academy’s specialism is for the arts (Drama, Media and Art). The 

academy is fully integrated with the secondary base of the Vale Special Academy for children with 

physical disabilities and complex needs which share the campus and buildings. 

Duke’s Aldridge Academy is a member of the Aldridge Education family of academies.  The link to 

the website is as follows: http://aldridgeeducation.org/ 

Duke’s Aldridge Academy was judged as ‘good’ in its last Ofsted inspection in November 2019.  We 

have set ourselves the goal of moving from being good to being outstanding in all aspects. 

Duke’s Aldridge Academy places teaching and learning at the heart of everything we do and 

continuously supports and trains its teachers to become excellent. The academy has achieved a 

dramatic improvement in achievement over the past few years, breaking through the presumptions 

that social deprivation limits attainment. We intend to continue to raise achievement beyond 

national averages and that of academy’s whose children and families are in more fortunate 

circumstances, as for our children more than others, education and achievement is a vital basis for 

their future life chances. 
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When staff, students and families walk through our gates and onto our site, they belong to the 

Duke’s Aldridge Academy. In this community, we build meaningful relationships based on trust and 

mutual respect. Our classrooms, corridors and the academy environment are safe spaces where 

nobody is judged and everyone is valued. Our ethos, driven by our commitment to Duke’s values, 

is built on inclusion and our dedication to care for each member of our community as an individual. 

We put learning and learners first in every decision we make. We are proud of our academy and 

committed to supporting all staff and students to “be the best you can be”. 

 

Once appointed, we expect that all staff will continue with their professional development which 

emphasises teamwork and the sharing of good practice. Our programmes for trainees and NQTs 

are particularly strong and have been highly praised by HMI. Staff are valued highly, morale is high 

and there is strong recognition that all play an important role to enable our academy to succeed. 

In completing your application please note the details of the application process and the closing date 

in the pack. If you have not heard from us by the interview date stated in the applicant’s information 

sheet, I am sorry to say that your application will have been unsuccessful on this occasion. 

If you feel that you have the necessary skills and commitment to work at Duke’s and relish the 

opportunity to contribute and make a difference then I look forward to hearing from you. 

 

Yours sincerely, 

 

 

 

Monica Duncan 

Principal 

 

Additional information about our academy can be found on the academy’s website: 

www.dukesacademy.org.uk 
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JOB DESCRIPTION:  Reprographics Officer 

Post Title: Reprographics Officer 

Purpose 

• To have responsibility for ensuring that the Academy is serviced in 

relation to its design, reprographics and publication needs and for 

managing the reprographics and audio-visual resources in the 

Academy.  

• To ensure that the skills of the post-holder and others in the 

Academy are kept abreast of technological and educational 

development through training. 

Reporting to Director of ICT Services 

Liaising with All Staff 

Working time 36 hours per week TTO (39 weeks) plus 2 weeks 

Salary Spine Point 18-20 FTE £27,228 – £28,215 

General 

responsibilities 

Main Activities and Responsibilities  

• Produce Reprographics and Learning Resources 

• To maintain existing reprographics equipment and supplies. 

• To ensure the Academy is serviced by high quality cost efficient and 

effective design, reprographics and publication services either 

provided directly, or where appropriate, sourced outside the 

Academy 

• To carry out basic repair of equipment i.e., photocopiers  

• To manage acquisition of learning resources from broadcast and 

digital sources and related licensing and copyright requirements. 

• To advise staff on the use of reprographics equipment and advise on 

new developments and opportunities. 

• To provide technical support for all assembles  

• Plans and coordinates day to day print shop workflow activities and 

operations 

• To be responsible for the assembly of displays in ‘Purple Lane’ and 

other areas across the site. 



• To produce monthly print run costs for the line manager. 

• To work with Senior Leadership Team and middle leaders in 

preparing materials for Academy events as outlined in the Academy 

calendar. 

Other Duties: 

To have due regard for safeguarding and promoting the welfare of children 

and young people and to follow the child protection procedures adopted by 

the Academy. 

GENERAL RESPONSIBILITIES COMMON TO ALL STAFF  

1. To be part of the Academy’s duty rota as required, including supervision 
during the lunch period, but such that the post holder has a lunch break 

of at least 30 minutes 

2. To promote positive student conduct. To confront negative student 

conduct and take appropriate steps to deal with it. 

3. To comply with the Academy’s Health and Safety Policy and to ensure 

that working environments and working practices employed by the 

postholder  

4. To promote the Academy’s equal opportunities policy and to work in 

accordance with it. 

5. To carry out duties as may reasonably be required from time to time. 

Equal 

Opportunities: 

To carry out these duties with due regard to Aldridge Education Equality 

Policy and priorities. 

 

Duties and Responsibilities 

The duties and responsibilities in this job description are not exhaustive. The post holder may be 

required to undertake other duties that may be required from time to time within the general 

scope of the post. Any such duties should not substantially change the general character of the 

post. Duties and responsibilities outside of the general scope of this grade of post will be with the 

consent of the post holder. This job description allocates duties and responsibilities but does not 

direct the amount of time to be spent on carrying them out and no part of it may be so 

construed.  The Job Description is not necessarily a comprehensive definition. It will be reviewed 

annually. 

 

Safeguarding 

All employees need to be aware of the possible abuse of children and vulnerable adults and if you 

are concerned you need to follow the Academy’s Safeguarding Policy. In addition, employees 

working with children and vulnerable adults have a responsibility to safeguard and promote the 

welfare of children and vulnerable adults during the course of their work. This post requires the 

post holder to undertake an Enhanced DBS check. 

 



PERSON SPECIFICATION 

 Essential Desirable 

Qualification   

Educated to GCSE level or equivalent ✓  

Evidence of continuing professional development  ✓ 

Experience and skills    

Ability to plan, organise, supervise and coordinate the activities of a 
busy full production print shop 

✓  

Ability to operate and maintain a variety of digital printing and 

reproduction equipment and computer software used in printing 
technology. 

 ✓ 

Ability to utilise computers and computer software to create graphics 

and artwork and develop print layouts in accordance with standards 
and staff requirements. 

✓  

Ability to follow, apply and enforce safe work practices, methods and 

procedures in a print shop setting, including proper lifting techniques 
✓  

Ability to develop accurate and timely cost proposals for staff print 

projects. 
✓  

Ability to interact with staff to define print project requirements and 
expectations and provide advice on design, layout and other project 

elements. 

 ✓ 

Ability to communicate clearly and effectively, orally and written. ✓  

Ability to make sound independent decisions within established 
guidelines. 

✓  

Ability to establish and maintain effective working relationship with all 

staff and external agents encountered in the course of work. 
✓  

Strong organisational skills ✓  

A deep commitment to the safeguarding and wellbeing of all students ✓  

Relationships with Stakeholders    

Commitment to working with others to secure the best outcomes for 

children  
✓  

Understanding of how to inspire and secure strong relationships with 
other academy staff, trustees and other external relationships  

 ✓ 

Work-Related Personal Qualities    

Demonstrate personal enthusiasm and commitment aimed at making a 

positive difference to children and young people and raising standards  
✓  

 

  



HOW TO APPLY / PROCESS OF SELECTION 

 

If after reading the details you would like to apply for this post, please: 

 

1. Complete the application form in full online 

 

2. Shortlisted candidates will be sent a DBS declaration form which must be completed and 
returned 

 

Your completed application forms should be sent to: 

 

Mrs U. Japaul - Human Resources  

Duke’s Aldridge Academy 
Trulock Road, Tottenham 

London, N17 OPG 

OR 
recruitment@dukesacademy.org.uk  
 

 

 

 

Completing the application 

Candidates are asked to complete all the standard information required on the application form 

and to submit a support statement addressing the job requirements. 

 

References 

Candidates are advised that references will be taken up immediately after shortlisting. Candidates 

are asked to ensure that their referees are aware of the need to respond within the timescale set. 

In all cases two professional references are required. 

 

Safeguarding children 

Prior to appointment, formal checks will be made in accordance with the current requirements 

relating to child protection, this will include an enhanced DBS check. 

 

Feedback 

Please note that we do not confirm receipt of applications. 

 

Selection process 

Candidates who are shortlisted will be contact and invited in to participate in the selection 

process. We do not inform candidates if they have not been shortlisted. 

 

 

We look forward to receiving your application.  

 

  

mailto:recruitment@dukesacademy.org.uk


Our Mission 

 

Inspire to Excel 

 

 

Our Vision  

 

Duke’s Aldridge Academy provides an outstanding education within a vibrant community where 

the expectation is to excel. For each individual we promote achievement, success, strength of 

character, tolerance and a love for learning. We provide the support, challenge and breadth of 

experience which ensure our students become creative, resilient and successful adults. 

 

 

Our Values     

 

We are a values-driven organisation with a commitment to non-selective, inclusive 

academies providing children and young people with an exceptional educational experience. 

We value: 

 

• our students, their potential, their contributions and their aspirations 

• the community we serve and its right to locally provided, high quality education 

• the cultural diversity and richness of our community within the context of British 

Values 

• academic rigour at all stages to create a learning environment that provides challenge, 

engagement and achievement 

• respect, fairness, courtesy and the right to equality of opportunity as the entitlement of 

each member of the academy community 

• ‘professional integrity’ and transparency 

• our staff and their right to professional development and growth 

 

 

 

 

 

  



SAFEGUARDING STRATEGY STATEMENT 

 

Duke’s Aldridge Academy Safeguarding Strategy forms a fundamental part of our approach to 

providing excellent pastoral care to all students. We believe that all students, regardless of age, 

special needs or disability, racial/cultural heritage, religious belief and sexual orientation have the 

right to protection from all types of harm and abuse. 

 

The objective of the Safeguarding Strategy is to help keep our students safe by providing a safe 

environment for them and to educate them about keeping themselves safe. 

 

The Safeguarding Strategy consists of: 

 

1. Adridge Education Trust Safeguarding Policy 
2. Duke’s Aldridge Academy Procedures 

3. Training to equip staff and volunteers to carry out their responsibilities in relation to 

safeguarding and promoting the welfare of students 

 

The Safeguarding Strategy provides a clear framework within which individual academies will 

develop systems and local procedures to: 

 

• Prevent unsuitable people working with children 

• Identify students who are at risk of, and/or are likely to suffer significant harm and take 

appropriate action with the aim of making sure they are safe 

• Record and share information appropriately 

• Respond to allegations against staff and volunteers 

• Promote safe practice and challenge poor and unsafe practice 

 

Adherence to the Duke’s Aldridge Academy Safeguarding Strategy is mandatory for all staff and 

volunteers. 

 

We recognise that Safeguarding covers much more than child protection and so this strategy will 

operate in conjunction with related policies and procedures, such as effective whole academy 

policies on: health and safety, anti-bullying, behaviour management, IT and academy security.  

 

Our approach to safeguarding is based on, and reflects the current principles recognised in UK 

legislation, including those around maintaining confidentiality and reporting concerns about 

students likely to suffer significant harm to the child protection agencies. 

 

We are committed to working in partnership with parents; child protection agencies and diverse 

communities, to continuously develop and improve the Safeguarding Culture within our academy. 

 

September 2019 

  



  



  



  



  



  



  





 


