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            Job Description 

  

Job Title:                  Printer and Print Estimator 

Reporting to:        Senior Graphic Designer: Print, Digital and Online  

Direct Reports:  None 

Location: Church House, 86 Tavistock Place, London WC1H 9RT 

Travel: Occasional UK travel may be required 

Working Hours: 35 hours a week (Monday-Friday 9am-5pm) 

Salary Band: Band 2 

Job Summary:  To provide a comprehensive print and print estimating service, and to support 
and assist design staff. 

 

Background:  
This role is based in the graphics and print office, which sits within the denomination’s busy 

communications department – encompassing the press and media office, the Reform magazine 

editorial and design team, the publications office, the website, data and despatch departments.   

 

The work and focus of all department staff is to respond to the priorities set collaboratively by 

the communications committee and the Head of Communications. The specific purpose of the 

graphics and print office is the provision of a comprehensive design and Risograph print service 

for the denomination. Design and print staff interact with individuals within all the above groups 

to ensure their design and print needs are met – and this may involve communicating directly 

with individuals and companies based outside Church House. 
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Principal responsibilities and duties 
 

Print room responsibilities 
1. Provide a graphics data management service to Church House. 
2. Print in-house material and additionally collate, perforate, fold, staple, guillotine, drill, 

bind, laminate and pack as and when required. 
3. Print and burn multiple CDs using the Epson PP-100N CD printer and burner. 
4. Place orders for external print jobs and to thoroughly check all print deliveries when they 

are returned to Church House. 
5. Progress all internal and external print jobs, set the work schedule for the print room and 

ensure all agreed print schedules are followed and deadlines met. 
6. Maintain all print room machinery in good working order, arranging service call-outs as and 

when required. 
7. Oversee the work of any United Reformed Church staff members who use print room 

equipment. 
 

Administrative responsibilities 
1. Maintain and develop all office systems and procedures, including those relating to all 

contract and financial paperwork, specifically the preparation and submission of quarterly 
costings to the finance department. 

2. File and keep appropriate records of all in-house and external print jobs.  
3. Source and purchase environmentally friendly supplies and materials, negotiating the best 

possible prices: to include print room consumables, paper supplies (including card and 
coloured paper), binders, banners and badges etc.  

4. In conjunction with the Senior Graphic Designer and the Head of Communications, be 
responsible for the paperwork and (re) negotiation of the contracts on all new and existing 
print room machinery.  

5. In the absence of the senior graphic designer, make or refer any decisions necessary to 
ensure the smooth running of the graphics office and print room. 

6. Work fully as a member of the communications department. 
 
 

 
 

        Updated May 2017 

  
 
_______________________________________________________________________________ 
 
 

Working with committees and volunteers 

1. This role has no regular, direct, contact with any committees, although the post holder 
may, on occasion be required to supply factual or financial information to the 
communications committee as directed by the Head of Communications. 

2. The post holder is required to oversee the work of any (occasional) volunteers assisting in 
the print room. 
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Expected Standards  

This section refers to the way in which the job is done rather than the duties/responsibilities. 

1. Communicate effectively with colleagues and internal and external customers.  

2. Act in ways that support a culture which promotes equality and values diversity.  

3. Act in ways that protect own and others’ health safety and security.  

4. Deliver excellent customer service. 

5. Take responsibility for own personal development and develop skills and knowledge to 
enable effective work performance. 

6. Ensure compliance with data protection principles and practice. 

7. Ensure all external print work is completed within agreed timescales and to budget.  

 

This job description reflects the overall scope and responsibilities of the role. However, it is not an 
exhaustive list and the job holder is expected to undertake any other reasonable duties that might 
be requested.  All jobs change or evolve over time to meet organisational or departmental needs 
and this job description will therefore be subject to periodic review and change if required. 
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 Person Specification 
 

Job Title: Printer and Print Estimator 

 

 

Requirements Essential Desirable Measurement 

Education and 
qualifications 
 

1. 5 GSCE’s (grades A-C) 
including Maths and 
English or demonstrable 
numeracy and literacy 
skills at an equivalent 
level 

 Application/ 

interview 

Experience 
 

2. Printing and print 
processes 

3. Proficient user of MS 
Office programmes 

4. Delivering high levels of 
customer service 

 Risograph 
Comcolor 7150 
 

Application/ 

interview 

Knowledge 
 

5. Design and print 
processes 
 

 The United 
Reformed Church 

 paper types and 
costs 

 up-to-date 
knowledge of 
Adobe Acrobat 
Pro DC  
 

Application/ 

Interview/test 

Skills and  
Abilities 
 

6. Proven ability to juggle 
competing deadlines and 
priorities and to remain 
calm under pressure   

7. Ability to negotiate 
contracts and obtain 
best price for supplies 

8. Excellent verbal 
communication skills 

9. Ability to work 
independently and on 
own initiative 

10. Team player 

 Application/ 

Interview/test 

Other 11. Willingness to work 
within the ethos of the 
United Reformed Church 

 Application/ 

interview 

 


