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	Job Title 
	Print Services Manager

	Team
	Print & Postal Services
	Grade
	S10

	Reports to
	Group Head of Support Services

	Date
	04/11/2025



One Arun:
	[bookmark: _Hlk141282822]Every role at Arun contributes towards our Vision – A better future, and every employee strives to embrace and champion our Values:
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Overall job purpose:
	To manage the council’s reprographics and postal functions, ensuring the smooth operation and delivery of all services.
Responsible for procurement, contracts and budgets related to the service including operation of the trading account.
Provide management and leadership for staff within the service and set overall service delivery strategy. 



Key areas of focus:
	1
	Maintain the efficient and effective operation of the service

	2
	Set service direction and strategy; keep service offerings aligned with the wider council policies, strategies and consumer demand

	3
	Act as the organisations expert on print and postal services (and associated technologies), ensure industry knowledge remains current

	4
	Undertake risk assessments, making sure equipment / supplies are safe and well maintained 

	5
	Be responsible for the services trading account and associated works / budgets

	6
	Undertake capacity planning and promote the use of spare print capacity to other organisations / potential customers

	7
	Manage supplier relationships and contracts to ensure high-quality, cost-effective service delivery

	8
	Act as line manager to one or more teams, ensure performance targets are met and support staff development

	9
	Build strong relationships with internal departments, external partners, and service users

	10
	Monitor expenditure, forecast future costs. Ensure robust financial governance, including procurement and contract management

	11
	Undertake such other duties which fall within the range and capabilities of the post holder. This may include participation in Election Duties or Emergency Planning duties as requested by the Chief Executive or Corporate Management Team 





Role Requirements
The following outlines the criteria for this post. Applicants will be shortlisted and interviewed to assess if they meet the criteria for the role. 
	
Criteria
	Essential
	Desirable

	Professional Qualifications          

	NVQ or BTEC in Print Services, Business Administration, or Logistics 
	
	X

	Relevant management qualification / courses
	X
	

	Experience

	Managing a support service.
	X
	

	Managing and supervising staff
	X
	

	Scheduling shifts and managing workloads
	X
	

	Training and performance management
	X
	

	Procurement and contract management
	X
	

	Identifying cost-saving or income generation opportunities
	X
	

	Using insights and data to model future service delivery
	X
	

	Budgetary management, forecasting and control processes
	X
	

	Running a trading account
	
	X




	Knowledge

	Printing technologies: Digital, offset, lithographic, MFD’s 
	X
	

	Prepress processes: File preparation, proofing, colour management. 
	X
	

	Finishing techniques: Binding, laminating, folding, cutting
	X
	

	Materials knowledge: Paper types, weights, finishes, sustainability
	X
	

	Mailing standards: Royal Mail guidelines, international postal regulations
	X
	

	Sorting and distribution: Efficient mailroom operations, bulk mailing
	X
	

	Addressing and barcoding: Automation, accuracy, compliance
	X
	

	Courier and logistics coordination: Managing third-party delivery services
	X
	

	Print management software: Job tracking, cost estimation, workflow automation. 
	X
	

	Postal software: Bulk mailing, franking machines, address validation tools, tracking systems. 
	X
	

	Data security: Handling sensitive documents, GDPR compliance.
	X
	

	Compliance: HR practices, H&S, contract law, procurement regulations and GDPR
	X
	

	Behaviours

	Adaptability: Ability to remain flexible and resilient when encountering new or different circumstances and identifying solutions
	X
	

	Accountability: Acknowledges mistakes with patience and understanding and offers support to rectify the situation, putting in place measures to prevent future errors.
	X
	

	Commitment: Embraces and champions Aruns values, with a strong work ethic, commitment, and motivation, to achieve and deliver outcomes
	X
	

	Innovative: Uses initiative, contributes to and implements new progressive processes or projects that will improve service delivery
	X
	

	Integrity: Creates a culture of clear, open and honest communication
	X
	




	Competencies

	Collaborative working: Pulls the team together, can work in collaboration internally/externally to achieve an end result
	X
	

	Critical thinking: Able to consider different perspectives, and Council needs and procedures in balance when making decisions and solving problems
	X
	

	Decision making: Analyses a variety of information from different perspectives using evidence rather than assumption to back up decision making
	X
	

	Industry knowledge: Actively seeks out best practice and CPD to understand current issues related to the department, sector and profession to make informed decisions
	X
	

	Initiative: Is resourceful and able to work and make decisions with limited supervision, effectively tailoring actions to achieve the impact needed
	X
	

	Organisationally aware: Understands the general functions of the council, the political environment and the impact of decisions on other areas of the council
	X
	

	Results driven: Is clear about what they want from others, and provides specific briefs offering support to deliver outcomes and calls out poor performance.
	X
	






	Other

	
	Yes
	No

	Does this role require a basic DBS check?
	X
	

	Will the post holder be required to take card payments via MOTO. (needs basic DBS).
	X
	

	Is this a Politically restricted post?
	
	X

	Does this role require any out of hours/ weekend/ evening/ rota work?  
	
	X

	Does this role require a driver’s licence and access to a vehicle?
	
	X

	Does this role attract an essential car user allowance?
	
	X

	Does this role attract a market supplement?
	
	X

	Does this role require a uniform?
	
	X

	This role will predominantly be office based in the Littlehampton Civic Centre, however occasional homeworking may be possible (UK based only).
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