JOB DESCRIPTION

Print Shop Specialist
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Print Production Specialist
Employee Name (Print): _______________________________________
Reports To:
Print Shop Manager (Primary)

Exec Director of Public Relations (Secondary)
Dept/Campus:
Print Shop





Paygrade: PP-4
Wage/Hour Status: 
Nonexempt





Date Revised: December 2018
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:
To produce quality print in the most cost efficient and timely manner possible.  Work under general supervision with frequent contact with all levels of district employee, outside agencies, and the general public
QUALIFICATIONS:
Education/Certification:
High School Diploma or GED

Special Knowledge/Skills:
Basic understanding of graphic design principles
Proficiency in the following software: Adobe InDesign, Adobe Acrobat, Adobe Photoshop, Microsoft Word, Microsoft Excel, Microsoft Power Point, Microsoft Publisher, Etc.

Ability to evaluate and advise concerning technical problems including computer compatibility and physical limitations such as folds, sizes, type faces, colors, etc.

Knowledge of requirements for preparation of digital files for off-set printing

Ability to handle multiple projects and meet deadlines in a high-stress environment

Demonstrate creative flexibility and the ability to think “outside the box”

Excellent customer service and communication skills
Experience:
Three to five years experience working in the printing industry or in an office environment

MAJOR RESPONSIBILITIES AND DUTIES:

1. Print production, utilizing, but not limited to, the following: digital copiers, 2-color duplicators, off-set press, folder, cutter, bindery equipment, and other printing machinery as necessary.
2. Maintain a high level of quality with printed output and produce materials in a professional and timely manner.

3. Assist with maintaining a varied inventory of paper and printing supplies.

4. Follow established safety procedures and techniques to perform job duties including lifting, climbing, etc.

5. Assist with obtaining purchase orders and bids as needed.

6. Anticipate the future printing needs for the department, to ensure all materials necessary are on hand and equipment is in good working order.

7. Keep detailed and accurate records of all billing information in the printing log and provide copies of all transfers and invoices to the business office in a timely manner.

8. Enter printing data in the log as necessary.

9. Communicate effectively with district personnel to better facilitate printing needs.

10. Assist with determining cost efficiency in print production and maintain up to date pricing schedule with consideration to local, outside printing price comparisons. 

11. Troubleshoot equipment problems and place service calls as necessary.

12. Assist with recommendations for equipment and software upgrades.

13. Set up and take down Tiger Fan Store at Grim Stadium on an “as needed” basis.

14. Maintain archive of all printed materials.

15. Assist with developing and designing materials and graphics as needed.

16. Perform administrative assistance to the Public Relations department as needed.
EQUIPMENT USED:

Off-set press, digital copier, 2-color duplicator, bindery equipment, laminator, poster mounting equipment, personal computer, larg-scale paper cutter, automatic folder, craft knife, paper jogger, calculator, etc.
WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Maintain emotional control in a high stress environment
Physical Demands:

Work with frequent interruptions; repetitive hand motions; prolonged use of computer and printer, must handle various chemicals; ability to lift 50 lbs.

The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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