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Supervi se and participate in cutting, collating , stapling , paddin g, drilling, hole punching, folding, 
assembling and binding reproduced material s as needed; prepare and packa ge completed project s and 
material s for distribution ; operate a variety of reprographic and finishing equipment includin g cutter s, 
binder s, folders, drills, paddin g machine s, printer s, scanner s, computer s and assigned software 

Confer with staff concernin g printing needs, time lines, prioritie s, services, job order s and production 
run s; prepare and arran ge for billin gs for outgoing print reque sts; prepare , distribute and follow up on 
invoices as needed. 

Supervi se and participate in establi shing, developing, maintainin g and updatin g library of computer files 
of documents and images for digital printin g and reproduction ; scan and file documents and material s 

Operate and set up digital plate-maker to produce plate s and negatives ; prepar e and develop plate s 
according to establi shed procedure s and specification s; mix chemical solutions to maint ain water 
balance. 

Maintain equipment in proper working condition ; clear paper jam s; replace part s and toner and adju st 
equipment in response to minor malfunction s; perform minor repair s on duplication and other equipment 
as directed ; arran ge for major maintenan ce and repair s as needed . 

Coordinate and provide graphic art s services for the District; oversee and parti cipate in typesetting, 
plannin g and laying out text and images; select type style and size, fonts, spacin g ofl etters and text lines; 
mix inks for color job s; review completed job s to assure proper application of paper weights and sizes, 
digital printing proce sses and ink. 

Monitor inventory levels of printin g supplie s; order , receive and maintain adequate inventory levels of 
printing supplie s in accordance with establi shed budget limit s; confer with vendors to coordinate 
purchase s and obtain product and pricin g informati on; maintain and update supply budget. 

Provide trainin g and support to print shop and other Di strict staff regarding the operation s of high-speed 
digital copiers, peripheral s, bindery equipm ent, comput ers and specialized software used in printin g 
operation s. 

Oversee and participate in the preparation and maintenance of variou s records and reports related to 
project s, material s, expenditure s, per sonnel, schedule s, budgets, billings and assigned activities. 

Drive a vehicle to variou s District sites to deliver completed printin
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