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Dear Candidate  
 
Welcome to Pendle Vale College sited in one of the most modern, innovative and best equipped 
Colleges in the country. 
 
Our College is made up of a team of highly committed, motivated, dedicated and professional 
colleagues who each individually make a significant and positive difference to the lives of our 
students. As Headteacher, I am extremely proud of our College and the staff and students with 
who I share the vision to make this a special place for adults and young people to teach and learn 
in. 
 
I am delighted that you are considering our College as a new career opportunity. Colleagues here 
at Pendle Vale benefit hugely from working in an environment that is supportive, challenging and 
rewarding. We pride ourselves on welcoming new staff with an excellent induction programme 
whether you are joining us as a newly qualified or experienced candidate. 
 
Whilst recognising that the College exists for the benefit of the students, we aim to be a place 
where staff can also realise their ambitions and potential and further develop their careers. We 
aim to be at the cutting edge of change and engage in high profile projects and developments that 
enable our students, and staff, to achieve the most that they possibly can while working or 
studying here. We really want to hear from those colleagues who are exceptional in what they do 
and who truly believe that they can make a positive difference to our College. 
 
We know that Pendle Vale College is and will continue to transform the education and live chances 
of our young people. By working together as a team we aim to develop happy, confident and 
independent learners ready to take their place in the modern world. 
 
We have a modern, flexible and responsive curriculum, which actively encourages our students to 
be responsible for their own learning and ensures that they are being stretched and challenged 
and appropriately prepared for their future learning. We know our students very well indeed and 
strongly and confidently believe that we are meeting their current and future needs.  
 
As Headteacher, I believe that a team of people work best when they are working together 
towards a common goal. Pendle Vale College is an enjoyable and rewarding environment in which 
to work. There are significant career opportunities for colleagues and promotion is actively 
encouraged.  Our team ranges from newly qualified teachers to experienced candidates who have 
reaped the benefits of working at our College. 
 
We are a modern and contemporary College that wants to attract colleagues who have ideas, who 
are inspirational, innovative and who are truly dedicated to the development of our young people.  
If you have what it takes to take a forward thinking College to the next level then we look forward 
to reading your application and hopefully from there calling you to interview. 
 
About us 
 
Our Journey 
We opened our doors for the first time in September 2006. Two years later in 2008 we moved into our £32 
million purpose built learning environment. The facilities at Pendle Vale College are second to none.  The 
building is modern and innovative in design and is an exciting environment in which to work. 
 



We’ve come along way since 2006. Our story is one of continued and improving success. We pride ourselves 
on being a strong, vibrant, and confident community. Don’t just take our word for it, arrange a visit and see 
for yourself.   

 
Be part of our journey…. 
 
Ofsted 
 
Ofsted visited us in November 2021 and confirmed that Pendle Vale continues to be a Good 
school. A copy of this Ofsted Report can be found on our College website. 
 
Community and Surrounding Areas 
 
Pendle Vale College has a good location, situated just five minutes from the M65. Easily accessible 
from larger towns and cities of Manchester, Preston, Bradford and Huddersfield, it is also in close 
proximity to the smaller rural communities for Pendle, Colne and Skipton. Nelson is under an hour 
away from the Lake District and North Yorkshire Moors. 
 
If you are interested in moving the College forward within a focussed team who are highly 
committed to serving its students, staff and community, then I welcome your application. Please 
submit the Teaching Staff application form, available on our Website or from Hays, along with a 
letter of application of not more than two A4 sides, detailing how your experiences to date qualify 
you for the post and how you see the role developing.  
 
I look forward to receiving your application. 
 
Mr Oliver Handley  
Headteacher 
 

  



REPROGRAPHICS TECHNICIAN/ADMINISTRATION OFFICER 
37 hours per week (8.30am – 4.30pm) 
Grade 4, SCP 4-6 (New payscale) 
£18,933 - £19,698 pro rata  
(Actual Salary:  £15,980 - £16,626) 
Term time only  
 
Pendle Vale College is looking to recruit an enthusiastic, experienced and dedicated Reprographics 
Technician/Administration Officer to become part of the College’s Administration Support 
Team.   If you enjoy a challenge, are committed to providing high quality reprographics and 
administration support and want to be part of a successful secondary school, then this is the job 
for you. 
 
Your duties will include the provision of an efficient and effective reprographics service under the 
direction of the Assistant College Business Manager. As well as ensuring that all printing and 
finishing is presented correctly and completed within timescales, duties will also include the 
design and production of booklets, leaflets, posters and other marketing material. You will also be 
expected to order supplies and equipment and be responsible for ensuring that all repairs and 
maintenance to the equipment is undertaken.   In addition to the Reprographics function, you will 
be required to provide general administrative and clerical support to the College as directed.  This 
will include covering a busy reception at certain times of the day. 
 
Although no formal qualifications are required, it is desirable that you have 4GCSE’s A* - C and/or 
a recognised and relevant NVQ Level 3 or equivalent. You need to have good all round knowledge 
of a working in an administration environment and have strong administrative skills preferably 
within an educational setting, although this is not essential. You must have experience of using a 
wide range of ICT packages to create documents as well as interrogating databases.  You must 
have strong communication skills, have excellent numeracy and literacy skills, and be able to 
relate to a wide range of people.  A flexible approach to work and a ‘can do’ attitude is essential. 
   
For an informal discussion on this post, please contact Mrs Diane Jenkins, College Business 
Manager on 01282 682249 or d.jenkins@pendlevale.lancs.sch.uk. If you are interested in applying 
for this position, a Non-Teaching application form can be found on the college website at 
http://pendlevale.lancs.sch.uk/about/careers.  Once completed please return to Mrs R Wilson, 
Head’s PA at r.wilson@pendlevale.lancs.sch.uk.  
 

Closing Date for Applications: Monday 28 February 2022 at 10.00am 
Interviews: W/C 7 March 2022 
 
 

Pendle Vale College is committed to the health, safety and welfare of its students.  All posts are 
subject to an Enhanced DBS disclosure. 
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JOB DESCRIPTION 
 
JOB TITLE: 
 

Reprographics Technician – Administration officer 

GRADE: 
 

Grade 4, SCP 4-6 (New pay scale) 
 

LOCATION: 
 

Pendle Vale College 

RESPONSIBLE TO: 
 

Assistant College Business Manager  

STAFF RESPONSIBLE FOR: 
 

N/A 

JOB PURPOSE:  The main objectives to be achieved by the Postholder 
 
▪ To provide an efficient and effective Reprographics service to the College under the direction of the 

Assistant College Business Manager.  In addition to the Reprographics function, and under supervision 
you will be required to provide general administrative and clerical support to the College.  This could 
include producing financial and management information and/or the provision of general advice and 
guidance to students, parents and staff. 

MAIN ACTIVITIES:   What the Postholder will actually do 

Key duties - Reprographics: 

1. Ensure that all printing and finishing is presented correctly and completed within agreed 
timescales  

2. Ensure that all machinery and equipment is clean and safe to use 

3. Be involved in the design and creation of posters, postcards, booklets etc   

4. Advise staff on presentation of documents 

5. Order reprographics supplies and equipment to maintain stock levels from an agreed budget 

6. Contact technicians in the event of machinery breakdowns  

7. Maintain records of figures and costs for reprographics department. 

8. Assist in the promotion of reprographic services 

Administrative duties  

1. Provide general clerical and administrative support, including word processing, minute taking, 
filing, distributing mail etc 

2. Maintaining and updating manual and computerised records which may include free school meals, 
trips, registers examinations etc 

3. Undertake reception duties including answering the telephone and responding to routine queries, 
including, where appropriate, dealing with students and visitors to the college 

4. Maintaining stock and ordering supplies, including processing orders, and checking deliveries 

Other 

1. To work within school policies and procedures 

2. To contribute to the provision of an effective environment for learning 

3. To support the promotion of positive relationships with parents and outside agencies 

4. To attend skill training and participate in personal/performance development as required 

5. To take care for their own and other people’s health and safety and contribute to organisational 
health and safety 

6. To be aware of the confidential nature of issues 

Indicative knowledge, skills and experience 

1. Knowledge of health and safety regulations and printing copyright procedures and regulations. 

2. Knowledge /skills equivalent to current national qualifications in disciplines such as printing or 
graphic communications level 2.  



The above form sets out the area of work in which duties will generally be focused, and gives an example of the type of 
duties that the postholder could be asked to carry out.  PLEASE NOTE that this is for guidance only.  Postholders are 
expected to be flexible and to operate in different areas of work/carry out different duties as required.        

 
Equal opportunities 
We are committed to achieving equal opportunities in the way we deliver services to the community and in our 
employment arrangements. We expect all employees to understand and promote this policy in their work. 

 
Health and safety   
All employees have a responsibility for their own health and safety and that of others when carrying out their duties 
and must co-operate with us to apply our general statement of health and safety policy. 
 
Safeguarding Commitment  
We are committed to protecting and promoting the welfare of children, young people and vulnerable adults. 
 
Customer Focus 
We put our customers’ needs and expectations at the heart of all that we do. We expect our employees to have a full 
understanding of those needs and expectations so that we can provide high quality, appropriate services at all times. 
 
Skills Pledge 
We are committed to developing the skills of our workforce.  All employees will be supported to work towards a level 2 
qualification in literacy and /or numeracy if they do not have one already. 

 
  



Person Specification 

Establishment/Team: Pendle Vale College 

Post Title – Reprographics Technician – Administration Officer Grade 4 

Requirements 
(on the basis of the job description) 

Essential 
(E) 
or 

Desirable 
(D) 

To be identified 
by: Application 

Form (AF), 
Interview (I), 

Reference (R), 

Qualifications  
4 GCSEs (Grade A*-C) or equivalent including English and Maths 
NVQ 3 Business Admin or equivalent 
ECDL/CLAIT 

 

 
E 
D 
D 

 
AF 
AF 
AF 

Experience  
Experience of working within an administrative environment 
Experience of working within a secondary school  
Experience of using a wide range of IT packages to create documents, 
leaflets, posters etc including Apple, Adobe Photoshop, 2D design 
Experience of working with ICT effectively and using systems to produce 
management information eg. SIMS,  
Experience of working with a wide range of professionals and members of 
the public 

 
E 
D 
E 
 

E 
 

E 

 
AF, I & R 
AF, I & R 
AF, I & R 

 
AF, I & R 

 
AF, I & R 

 

Knowledge/skills/abilities  
Administrative/clerical skills 
High level of literacy and numeracy skills 
Excellent communication skills 
Ability to design booklets, posters, leaflets etc 
Ability to work on own initiative 
Ability to work as part of a team 
Good organisational skills and the ability to plan and prioritise workload to 
meet deadlines 
Ability to relate to a wide range of people 
Awareness of relevant policies and procedures to the role 
Ability to manage change 
Ability to operate at a level of understanding and competence equivalent to 
NVQ Level 3 

 
E 
E 
E 
E 
E 
E 
E 
 

E 
E 
E 
E 

 
AF, I & R 
AF, I & R 
AF, I & R 
AF, I & R 
AF, I & R 
AF, I & R 
AF, I & R 

 
AF, I & R 
AF, I & R 
AF, I & R 
AF, I & R 

 

Other 
Willingness to undertake training 
Commitment to safeguarding and protecting the welfare of children and 
young people  
Commitment to equality and diversity 
Commitment to health and safety 

 

 
E 
E 
 

E 
E 

 
AF, I 

I 
 
I 
I 

Note:  We will always consider references before confirming an offer in writing 

 

 


