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printing, using latest graphic programs (e.g., InDesign, Pagemaker, art; (7) performing trapping, overlays, 
Freehand, Photoshop, QuarkXpress & Adobe Acrobat, Illustrator) on duotones & tight registration to complete 
Windows & Macintosh platforms; submits pre-flighted files to an NT high quality complex printed materials; 

speed color copiers; coordinates printed communication materials & 

quality & timeliness; determines standards & most efficient methods of retrieve electonic files via TCPIIP, IPX & 

agencylcustomer. Program fiery software to include pit stop, 
doc builder pro, command workstation; 
(13) work with little supervision. 

* developed after employment. 

[XI State Agency Ocoun ty  Agency [ X J N ~ ~  Position C]change County of 

Franklin 
USUAL WORKING TITLE OF POSITION 

Electronic Design Coordinator 
POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR 

1351 7.0 Management Analyst Supervisor 1 
NORMAL WORKING HOURS (Explain unusual or rotating shift) 

8:00 a.m. - 5:00 p.m. Page 1 of 2 
JOB DESCRIPTION AND WORKER CHARACTERISTICS 
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Job Duties in Order of Importance 
Originates electronic designs: operates Window NT & Macintosh 
operating system X; accesses & maps network shared folders on NT 
network while successfully navigating & operating Xerox Digipath 
software; retrieves electronic files via TCPIIP, IPX, & AppleTalk protocols 
to format Digipath files for Postscript 1-3 level output devices; combines 
files (e.g., .RDO, .TIFF, & .PDF) with computer generated vector or raster 
line art; performs color converting from RGB, spot color, CMYK for 
postscript error free files, trapping, overlays, duotones & tight registration; 

Minimum Acceptable Characteristics 
Knowledge of (1) State Printing policies & 
procedures*; (2) public relations; (3) NT & 
Macintosh operating systems; (4) Internet 
protocol (e.g., TCPIIP, IPX & AppleTalk), 
Skill in (5) use of graphic design software 
(e.g., PageMaker, Freehand, Photoshop, 
QuarkXpress, & Adobe Acrobat); (6) 
combining files (e.g., RDO, TIFF, & PDF 
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Knowledge of (17) safety practices. 

Xerox 5690, Xerox Docucolor 12, Danka IS1 10, Cannon CLC 5000, Ability to (19) carry out instruction in 

offline binders, padders, offline collators, GBC Twinlook Binder). 

Skill in 8 (e.g., Microsoft Office Suite, All 
system. Logs data into Excel spreadsheets for further breakdown of 

when requested. Works with Lotus notes for e-mailing correspondence 
about timesheets. Performs related duties as required. 

and maintains equipment. demonstrate strength to lift, push, pull & 
otherwise move up to 50 lbs. 

"developed after employment 

State Agency Ocoun ty  Agency ( X J N ~ ~  Position C]change County of Employment 

Franklin 
USUAL WORKING TITLE OF POSITION 

Electronic Design Coordinator 
POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR 

1351 7.0 Management Analyst Supervisor 1 
NORMAL WORKING HOURS (Explain unusual or rotating shift) 

8:00 a.m. - 5:00 p.m. Page 2 of 2 
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Job Duties in Order of Importance 
Ensures support files are formatted in accordance with printer stipulations: 
maintains software & program files; installs all upgrades & new 
software on PC, Fiery, & Macintosh computers; maintains an archive of 
program files, artwork, & fonts for all state agencies; provides customer 
service; conducts on & off-site training relating to transmitting printing 
jobs via internet, e-mail, web server, & others; troubleshoots hardware & 
software problems; provides problem solving for customers & State 
Printing; performs related duties as required. 

Minimum Acceptable Characteristics 
Knowledge of 1 ,2 ,3  
Skill in 5 
Ability to 12, 13, (14) install software on 
PC, Fiery, and Macintosh computers; (15) 
archive program files, artwork, font 
management for state agencies; (16) 
answer complex inquiries regarding 
transmission of printing jobs via network. 


