OFFSET PRESS OPERATOR





JOB PURPOSE AND SUMMARY





Operates offset duplicating equipment, standard photocopying equipment, and related Print Shop equipment.  Performs collating, bindery, and distribution functions.





The Offset Press Operator works under the supervision of the Print Shop Supervisor








KEY OR TYPICAL TASKS AND RESPONSIBILITIES:





Operates offset duplicating equipment to reproduce a variety of printed material in quantity; programs duplicators and 120-bin sorter.





Gathers, sorts, assembles, folds, staples, drills, pads, and distributes printed material; returns finished products to requesting department.





Cleans, adjusts, oils, and participates in simple maintenance of presses and other operating equipment as directed.





Packages forms and supplies; arranges and replenishes stocks; assists in maintaining production records and supplies inventory.





Performs or assists in performing mail room activities in absence of Mail Room Clerk, including mail sorting, distribution, delivery, and maintenance of cost ledgers.





Assists in taking orders or takes orders in the absence of Print Shop Supervisor.





Assists in the maintenance of all filing systems.





Performs related duties as assigned.








QUALIFICATIONS





Education and Experience:





One year of operating experience on offset duplicating equipment; and one year public contact experience.





Offset duplicating experience and public contact experience may be acquired concurrently.





On a month-for-month basis, vocational reprographics education and training may be substituted for required offset duplicating experience.


Knowledge of...the principles and practices of offset duplicating.





Ability to...operate duplicating equipment under supervision; operate Print Shop non-duplicating equipment such as drills, punches, joggers, and automatic paper cutters; operate postage meter; apply rapid manual dexterity to the activities of the Print Shop when under heavy workloads and/or stringent time lines; and so forth.
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