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Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.

DEFINITION

Under general supervision, performs a variety of copy reproduction, offset duplicating, and related office support functions in support of District activities; performs related work as assigned.

CLASS CHARACTERISTICS

This class is responsible for independently performing copy reproduction and offset duplication duties following established guidelines.  All positions in this class are responsible for independently planning, coordinating, and delivering services to customers in a timely, efficient and responsible manner.  This class is distinguished from other office support classes in that the duties relate primarily to operating copy reproduction and offset duplicating equipment rather than providing typing, filing, and other more usual clerical support to a specific office or function.

EXAMPLES OF DUTIES - Duties may include but are not limited to the following:

1. Plans, coordinates, and schedules work to meet often conflicting deadlines.

2. Does the setup and prepares individual jobs for production printing, including pre-press operations.

3. Operates offset and digital duplicating equipment on a production basis to produce forms, letters, reports, charts, and other materials in a timely manner.

4. Cleans, makes minor adjustments and/or performs preventive maintenance functions on the equipment.

5. Arranges for equipment repair service from outside vendor as necessary.

6. Maintains basic logs and records of work performed and materials and supplies used.

7. Orders xerographic copier supplies and printer papers as needed.

8. Interacts with District staff and vendors when outside printing services are needed.

9. Processes requests for outside printing services.
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QUALIFICATIONS

Knowledge of:

The operation and minor maintenance of offset and digital duplicating equipment.

Both offset and digital composition, layout and overlays.

Color relationships, separations and registrations.

Different types of screens, reverses and similar.

Skill in:

Evaluating, planning, prioritizing, scheduling and staging jobs.

Using initiative and sound judgment within established guidelines.

Operating offset and digital duplicating equipment and performing minor adjustments and maintenance.

Pre-press preparation including scanning, paste-up, enlargements and reductions.

Bindery experience including, scanning, folding, binding, and cutting.

Maintaining basic work records and making accurate arithmetic calculations.

Understanding and carrying out written and oral instructions.

Making independent decisions within established guidelines.

Establishing and maintaining effective working relationships with those contacted in the course of work.

Other Requirements: 

Must have intermediate skills in the current versions of Microsoft Windows, Microsoft Word, Excel and beginning skills in Microsoft Power Point.

Must be able to lift paper weighing 50 – 75 pounds.  
MINIMUM QUALIFICATIONS:
Education:  

Possession of a high school diploma, GED or recognized equivalent.

Experience:

Three (3) years of (full-time equivalent) verifiable experience in the operation of offset and digital duplicating equipment which will have included one (1) year of technical pre-press experience.

WORKING CONDITIONS

Environmental Conditions:

Exposure to computer screens.

Physical Conditions:

Requires maintaining physical condition necessary for walking and standing at stretches at a time and lifting 50 – 75 pounds.
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