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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6269
September 1997

POSITION TITLE:
Digital Duplicating Specialist II

REPORTS TO:
Manager, Digital Duplication Services

Objective: To provide senior level performance of digital duplicating services. Provides on-going training, technical direction and guidance of state-of-the-art digital duplicating equipment and related services to staff, and potential and existing clients.

Essential Functions:

1.
Provides full-performance digital duplicating services. Provides on-going training, technical direction and guidance of state-of-the-art digital duplicating equipment and related services to staff, and potential and existing clients.

2.
Consults with customers regarding reproduction options.

3.
Operates digital duplicating equipment, including a Xerox DocuTech, 1090, and 5775/Fiery.

4.
Operates bindery/finishing equipment, which includes: stitchers, drilling, cutters, shrink wrap machines, booklet markers, etc.  Operates the Booklet Marker and GBC binding machinery.

5.
Computes charges for customer reproduction work.

6.
Develops and maintains effective working relationships with existing and potential customers.

7.
Maintains a current working knowledge of state-of-the-art LAN and WAN connectivity for both Mac OS and PC based systems in order to assist schools and other clients with digital duplicating services.

8.
Transmits electronic jobs received from the network to the DocuTech for reproduction.

9.
Develops and maintains a storage system for DocuTech ready jobs.

10.
Maintains an inventory of paper supplies and re-orders.  Evaluates special paper orders for customer projects, makes recommendation to supervisor and client department, and takes action, as directed.

11.
Maintains both the integrity and confidentiality of all data, as directed.

12.
Maintains Xerox copiers and finishing equipment by replenishing consumable supplies.
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13.
Charges cost centers and delivers copy paper to customers in the Administration Building, as directed.
14.
Develops production schedules which promptly meet customer deadlines.

15.
Performs preventive maintenance (PM), and trains staff to support PM activities.

16.
Provides back-up support to Mail Room functions, as directed.

17.
Works with graphic department to schedule production runs.

18.
Works with paper, finishing and maintenance vendors to place orders or inquiries about services.

19.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Graduation from High School or equivalent.  An Associate Arts Degree is desired. Three (3) or more years of related experience is required.  A demonstrated experience operating a variety of reproduction equipment, including high-end, state-of-the-art digital duplicating equipment and, knowledge of various types of printable materials to include paper, cover-stock, tabs, labels, etc.  Demonstrated mathematical skills.  A demonstrated current knowledge of a variety of computer hardware, software, operating systems and emerging technologies including multimedia.

Licensure: A current, valid Colorado Driver’s License is required.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in print shop or production environment.  Some limited travel may is required to deliver or receive materials.  Essential duties regularly require standing at a work station/desk plus movement while completing paperwork or using computers, printers, scanners, digital duplicating equipment and other business office machines and equipment.  Essential duties may involve: routine kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, and lifting up to 50 pounds to stack, store or retrieve supplies including paper re-stocking, or various computer and office equipment, as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

