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DEFINITION: 
Under t he supervision of an assigned supervisor, per form s a variety o f printing f acility f unctions; operates 
and maintains peripheral finishing equipment; sorts,  counts and collates printed materials. 

ESSENTIAL DUTIES AND  RESPONSIBILITIES include the following�� �Rther duties may be assigned�� 
�x Sorts, counts, collates and wraps printed material.
�x Supplies and stocks paper for press and copier operators.
�x Properly labels and identifies items for delivery.
�x Delivers printed materials and maintains records of deliveries.
�x Cleans, adjusts and maintains assigned equipment.
�x Lifts and moves cartons of paper as needed.
�x Picks up and delivers related  items throughout  District community; drives a vehicle to conduct

work.
�x Operates office and finishing equipment including  a photocopier, collator, power stapler, paper d rill, 

automated  paper cutter, padding press, automatic  folder and cellophane heat sealer.
�x Maintains  bindery area assigned print shop equipment.

�x Basic filing and record- keeping techniques.
�x Safe and efficient operation of assigned equipment and vehicle.
�x Health and safety regulations.
�x Interpersonal skills using, tact, patience and courtesy.
�x Oral and written communication skills.

Ability to:  
�x Prioritize work orders and  shipment schedules.
�x Meet schedules and timelines.
�x Produce completed products per  written d irections.
�x Perform b asic maintenance and upkeep procedures on assigned equipment.
�x Maintain accurate records and inventory.
�x Understand and carry out oral and  wr itten instructions.
�x Establish and maintain cooperative and  effective working  relationships with ��

others.
�x Operate assigned finishing  equipmentAny combination equivalent to:  graduation from high school and sufficient training and experience to demonstrate the knowledge and abilities listed above. 
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