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JOB DESCRIPTION 

	JOB TITLE:                PAT TESTER/ Reprographics Assistant
 

Faculty:                              Estates
Sector/Section:                  Estates
Grade:                               Caretaker / Security
Directly responsible to:      Facilities Health and Safety Manager
Directly responsible for:     PAT Testing across College sites and Reprographics Support Trainee. 



	PURPOSE OF JOB:

Primarily to carry out PAT Testing across all Bolton College sites, maintaining schedules and standards on all portable electrical equipment.  To carry out minor repairs in accordance with training, knowledge and skills.
To provide additional print room support as and when required.




	MAIN RESPONSIBILITIES AND DUTIES :

1. The post holder is required to manage the process of PAT Testing in College. Inspecting and testing portable electrical appliances to ensure that they are safe to use.

2. The post holder would work to a scheduled inventory of all College Equipment. Liaising with staff and making arrangements to inspect and test all portable electrical appliances on the premises.
3. The post holder is required to keep a database of when equipment has been PAT tested up to date.
4. The post holder reports any faulty appliances to the Head of Area and then the equipment is taken out of service. 
5. The post holder is required to adhere to WEE regulations when removing equipment. WEEE (Waste Electrical & Electronic Equipment) Regulations this relates to the safe disposal of all electrical items in accordance with the Health and Safety Executive legislation. 
6. The post holder is responsible for ensuring that all areas have an inventory of their equipment and that the equipment is regularly PAT tested.  Completing Microsoft forms/spread sheets to record which appliances have been inspected and tested, the results of the test and the actions taken or inputting data into an electronic portable appliance tester.
7. The post holder is also responsible for ensuring visual checks are carried out on Fire Extinguishers and report any defects to the Health and Safety dept.
8. The post holder is also responsible for carrying out visual inspections of EVAC Chairs and reporting defects to the Health & Safety dept.
9. The post holder will ensure the college is complying with Health and Safety Legislation. Inspecting and testing portable electrical appliances in accordance with the Health & Safety Executive advice and recommendations.
10. The post holder is also required to disseminate technical information to staff concerning their PAT Test Report and any issues with their equipment.  
11. The post holder would also liaise with suppliers to repair any faulty equipment where possible.   
12. To operate copy machinery and related equipment 
13. To be IT literate in order to manage the software for this system
14. To produce appropriate photocopying requested by college staff within agreed timescales
15. To ensure that the correct budget codes are allocated to photocopy requests
16. To arrange for the distribution of finished photocopy materials.
17. To maintain records of photocopying quantities and material used.
18. To order and manage stock of paper / resources by liaison through the print room
19. Cleaning tidying of equipment
20. Unpacking checking storing and delivery of stock and equipment
21. Maintaining records and inventories and stock control and ensuring security of stock and equipment
22. Undertake such other duties as may be required by the principal commensurate with the grade 

and nature of the post.

23. The post holder may be required in pursuance of their duties to perform services not only for 

the Corporation but also for any subsidiary.

24. The post holder will be expected to be flexible to maintain the highest professional 

        standards and to promote and implement the policies of the Corporation.
25.  The post holder will be expected to comply with any rules and regulations which the Corporation 
      may from time-to-time issue to ensure the efficient operation of its business and the welfare and  

       interests of its students and employees.
25. In carrying out their duties the appointee must :-
· Comply with Health & Safety Regulations

· Be aware of the College statement on Health & Safety.

26. Be fully aware and comply with college policy on equal opportunities



	PHYSICAL CONDITIONS

Place of Work

The postholder will be primarily based at the Deane Road Campus, but would also be expected to work at other College sites, if necessary.  The support services within the College are operated on a flexible basis and staff are required to give support in all areas of the College, as and when required with due regard being given to their specialism.

Working Hours
You will be expected to work 19 hours per week over 52 weeks.  Mon-Thurs 06.00am-10.00am & Fri 06.00am-09.00am.

Your pattern of work may vary from time to time and may include occasional evening and weekend work.  In normal circumstances where you work beyond your contracted hours, time off in lieu may be given or overtime may be payable.  For part-time positions, overtime will be paid at plain time until 37 hours is exceeded when time and a half will be paid.

Holidays are to be taken at times agreed with the line manager and the Section Manager to suit the needs of the section.

Training
The College wishes to encourage support staff to increase their skills and qualifications. For the benefit of the individual and the College.  The post holder will be required to undertake mandatory training / staff  development appropriate to present and future needs of the College.




	Probationary Period

If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed.  The College reserves the right to extend the probationary period, if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the College on giving 1 months notice.  
Appraisal

The post holder will be required to participate in a staff appraisal scheme approved by the College. In the interests of health and safety, smoking including Vaping is not permitted at Bolton College except in designated external areas.
Please note that full training will be given in PAT Testing
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