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CLARK COUNTY

S IREAVAAMTT AT
DEPARTMENT: General Services nreeeees
DATE: July 29, 2014
REQUEST: Approve new classification of Digital Press Operator and delete Offset

Press Operator classification at pay range 503; reclassify one Offset Press
Operator to Digital Press Operator (GEN0007) effective August 1, 2014

CHECK ONE: X Consent CAO

BACKGROUND

The press operator position coordinates, prioritizes, finishes, and delivers diverse print jobs for County
departments. The position operates all related print shop equipment, including offset and digital duplicating
equipment, standard photocopying equipment, and a variety of software and computer applications. The
Offset Press Operator classification was originally created to describe the duties associated with operating the
offset duplicating equipment. New technology in the printing field requires changes to the job description
and classification name to more accurately describe the duties of the position. Human Resources
recommends deleting the Offset Press Operator classification and adding the Digital Press Operator
classification, with no change to the pay range.

COMMUNITY OUTREACH
There were no community outreach efforts specific to this request. No groups will be significantly impacted.

BUDGET AND POLICY IMPLICATIONS

The recommendation to delete the Offset Press Operator and add the Digital Press Operator job
descriptions does not change the pay range of OW.503, and there is no impact to the budget. The attached
roster change form outlines the change, and supports this statement.

FISCAL IMPACTS
I™ Yes (see attached form) V¥ No

ACTION REQUESTED
Approve the deletion of the Offset Press Operator job description and the addition of the Digital Press
Operator classification.

DISTRIBUTION
Kathi Curtis, Joe Hertig, Jeremy Hammrich - Human Resources
Laura Pedersen, Twila Barbieri - General Services

AN

Crtnces o sopors o7 P b
Francine Reis - /; / CLARK COUNTY

/
Human Resources Director 44 _ BOARD OF COMMISSIONERS

duly 29, 014 SR 514




pi-inr-1e

:aleg
:ajeq
‘ajeq

i&ws.m\;

:a1eg

D ey

‘|leaosddy $801n0Say uBwWNK

‘jeaoiddy 196png

‘[eaoiddy Juawpedaq

:Aq pasedaid

"(aBuBYD % [ENIOR) UOHEOYISSEID) JO 1SOD [ENIO. JO ‘suoisod Zi B LI J0j ZD Jo do 'suonisod idwaxauou Aunoy Jo) | daig,
(%52 ueY) s59)) 103(01d-dwined ‘(%52 UBY) SS3]) swnued ‘Aeiodwa |, ‘anuanay ‘10slold ‘BunesadQ = adAL uonsod ;
"abueyD=D '819j8Q=q ‘PPV=Y |

-abueyo Asejes oN “ABojouyda) ul sabueyd o} anp JojesadQ ssaid (ebig Ppe pue uoiEdYISSE|D JOJBIIAQ SSald 18s40 a1312a Siuswwoy
0 _1vi0L GNvHOl
0 0 0 0
0 0 (4] 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 1] 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 Q
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 0
0 0 0 4]
LS0'Z€E) 28682 S 0LL's  |os2'z vEb'E 10Z/L/8 yEY'E Ll | €0S°'MO do ssaid |enbig v
LGO'ZEL- 2585'8¢- S oL/'s- l9/2'Z- |vEv'e- _WFDWN_“E yEV'E bt 1€ do ssalg 19syQ| Bunesado]| 1000 d 3)A1] exoug
wedw| | joedwf [wniuualg [obueyd [ ebueyd | ebuegd |~ evea Kees [ L 9 Kees | L [ UONESUISSe5 | UONedulssel) || ,0AL || ON sod |[,J/Q/V |[ideq/pung || eekoldwd |
leluudig eN | |etuualg uryen [eo) | wauag | abep || eAnosy3 N S Y ‘oW S o1 ua.und 's0d
pajewnsy | buureway | syuow Alguow | Aiwpuopy
pasodoid RUENG)
pL-Bny-1  :e1eq aAnosy3 wodey yeis S30IMIRS |esBURD  uswuedag

INHOd IONVHI ¥3LSOY NOILISOd/IIAOTdINT ALNNOD MAVID



DIGITAL/PRESS OPERATOR

X JOB'PURPOSE AND SUMMARY

. This position reports to the Print Shop Supervisor and assists in the general operation of the print
" shop in carrying out the printing.needs of Clark County. The Press Operator is responsible for
coordinating, prioritizing, finishing and delivering diverse print jobs for County departments.
The position operates all related Print Shop equipment including offset and digital duplicating
equipment, and standard photocopying equipment. '

CLASSIFICATION DISTINCTIONS

The Press Operator works efficiéntly and effectively with internal customers to produce quality

materials. Contacts are genefally to provide and exchange information with internal customers,

and to order equipment and supplies and arrange for service or repair of essential print shop
“equipment.

A variety of moderately difficult to complex tasks are performed within generally defined
procedures, and are reviewed periodically for accuracy, adherence to established policies and
procedures, quality and thoroughness. Work is performed under general ‘supervision and
assistance is readily available from either specialist(s) or supervisor(s). - This classification is
expected to function independently in daily tasks. The Press operator is required to use judgment
on non-routine matters. Problems are identified and solved and unusual/complex problems are
referred to a supervisor or specialist.

KEY OR TYPICAL TASKS AND RESPONSIBILITIES:

e Performs complex digital prifnting functions including variable data printing.
o Operates and maintains offset and digital duplicating equipment.

e Stocks inventory and delivers printing projects.

e Assists with mail room activ!ities.

e Maintains electronic filing system.

e Processes bulk mail.

e Uses a variety of software and computer applications.

e Operates printing, bindery, and mail equipment.

‘o -Performs related duties as assigned.
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QUALIFICATIONS

- Education and Experience:

;® Minimum.two years of operating experience on offset and digital duplicating equipment and
two years experience providing customer service to the public.

e Vocational reprographics education and training, or an associates degree in Graphics
Communication or a closely related field, may be substituted for one year of required
experience.

Knowledge of duplicating equ1pment USPS mailing requ1rements and postage equipment;
vgeneral office procedures and practices of the printing services; ﬁlmg and record-keeping
procedures; applicable laws, county codes, ordinances, and pohcnes govemmg the work of the
~department and assignment; PC computer appllcatlons such as word processing, spreadsheets and
data bases.

Ability to... independently operate duplicating and bindery equlpment -operate computer
applications including Word, Excel, Access and Ouilook; communicate.effectively; understand
and carry out oral and written instructions; establish and maintain cooperatlve working

* relationships with customers; troubleshoot equipment problems ; and take corrective action;
operate; apply rapid manual dexterity to the activities of the Prinit Shop when under heavy
workloads and/or stringent time lines; and obtain a valid drivers license upon hire.

WORK ENVIRONMENT AND PHYSICAL DEMANDS

Work is performed in a print shop environment. Essential duties include walking, writing,
* driving, stamina, seeing, reading, speaking, lifting, handwriting and hearing; frequent exposure to
machinery noise.

Work involves a variety of manual labor tasks requiring some strenuous physical effort such as

kl'i'fting objects weighing more than fifty (50) pounds. Physical strength and stamina are important.

. Employees are on their feet almost all day and move heavy loads of paper.

Occasionally, incumbents may experience highly stressful situations in the process of resolving
problems of an immediate nature for internal departments.

Opérating a motor vehicle may also be required.

‘Office use:  6/22/00
Revised: 7/2014
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Clark County, Washington & Job Code: 3027
. OFFSET PRESS OPERATOR 503

JOB PURPOSE AND SUMMARY

Operates.offset duplicatihg 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 “ANDRESP.ONSI‘BILITIES:

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

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

(o/Cleans, adjusts, oils, and'fparticipates in simple maintenance of presses and other operating
equipment as directed.

f\o/Packages forms and supplies; arranges and replenishes stocks; assists in maintaining
production records and supplies inventory.

t\»O/Pervfonns or assists in performing mail room activities in absence of Mail Room Clerk,
including mail sorting, distribution, delivery, and maintenance of cost ledgers.

msts in taking orders or takes orders in the absence of Print Shop Supervisor.
D/Assists in the maintenance of all filing systems.

e Performs related duties as assigned.

QUALIFICATIONS

Education and Experience:

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

e Offset duplicating experience and public contact experience may be acquired concurrently.
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~ Clark County, Washington Job Code: 3027

o 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 equ1pment 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.

Office use: 6/22/00
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