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POSITION
DESCRIPTION

AGENCY/DEPT ID
DAS/DAS106740

DIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE
State Printing & Malil Services

COUNTY OF EMPLOYMENT
Franklin

DRecIassification

I:]New Position Update

Position Hyperlinkedto [

Adgency Organizational Tree

USUAL WORKING TITLE OF POSITION
Print Production Manager

20072938

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR
Administrative Officer 3

POSITION NUMBER
20005580

Permanent
[ 1 Temporary
[0 Intermittent

Classified Overtime: [] Eligible
[] Unclassified

KXl Essential

Exempt

If FLSA Exempt, exemption type: Administrative

Bargaining Unit 22

Page 1 of 2

NORMAL WORKING HOURS (Explain unusuat or rotating shift):

JOB CODE TITLE
Administrative Officer 2

W. 2.30./0 )

ties of State Printing’s main copy center & satellite copy center: super-
vises assigned staff (e.g., approves leave, sets standards for evaluation
& performs annual reviews, provides employee training, administers
discipline, advises employees in problematic situations); provides anal-
ysis for overall workload (e.g., normal production, complex & difficult
production problems); acts as section technical advisor to make final
overall decisions regarding daily & emergency resolutions; confers with
systems specialists, technical services staff & vendot representatives for
print problem resolutions; sets print produciion priorities; develops
Print Services standards & procedures; analyzes production reports &
conducts operation audits to determine production requirements & eva-
luate current production estimates & outputs; formulates & implements
copy center policies & procedures; confers with supervisors to coordi-
nate operations & activities within unit; develops tactics & procedures
to improve production (e.g., establishes quality control standards, estab-
lishes production strategy on incoming projects, remains current on
changing technology); reviews activity reports & other performance
data to measure productivity & goal achievement & to identify program
improvement opportunities.

FROM: 7:30 am. TO: 4:30 p.m. Report in location subject to change
JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities

60 | Under administrative direction, plans, directs & coordinates all activi- | Knowledge of (1) copy center operations

(2) supervisory principles & techniques;
(3) safety regulations & procedures com-
patible with OSHA standards; (4) custom-
er service; (5) State Printing Print Servic-
¢s Standard Operating Procedures®; (6)
state, IBM/Xerox high speed laser prin-
ters, peripheral equipment, IBM
JES3/MVS messages, Windows messag-
es; (7) best production methods; (8) stra-
tegic planning.

Skill in (9} operation of computer
waorkstations, high speed laser printers &
peripheral equipment; (10) operation of
software (e.g., MS Office, Outlook) &
operating systems (e.g., IBM TS0, Win-
dows 2007)

Ability to (1) respond to special custom-
er/management print requests & inquiries;
(12} resolve production, personnel & fa-
cility management problems; {13) develop
strategic goals; (14) provide resolutions to
print production problems; (15) develop
standard operating procedures, training
documentation, customer documentation,
& reports; (16) use statistical analysis;
(17) communicate effectively in written &
oral form; (18) develop & maintain good
rapport with customer agencies & ven-
dors,

*developed after employment.

JOB CODE
63132

List Position Numbers & Job Titles of Positions Directly Supervised:
20005586 Printing Machine Supervisor
20005603 Printing Machine Supervisor

SIGNATURE OF AGENCY REPRESENTATIVE BATE

o Wthewenfec

/30000

ADM 4107 R 10-08
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POSITION
DESCRIPTION

AGENCY/DEPT ID
DAS/DAS1056740

DIVISION OR INSTITUTION
General Services Division

UNIT OR OFFICE
State Printing & Mall Services

COUNTY OF EMPLOYMENT
Franklin

DRecfassificaﬁon

DNew Position |E Update

O

Agency Qrganizational Tree

Position Hyperlinked to

USUAL WORKING TITLE OF POSITION

POSITION NO. AND TITLE OF IMMEDIATE SUPERVISOR

POSITION NUMBER
20005580

Print Production Manager 20072938 Administrative Officer 3

X Permanent Classified Overtime: [ ] Eligible [X] Exempt Bargaining Unit 22
[1 Temporary | [] Unclassified

(1 Intermittent Essential If FLSA Exempt, exemption fype: Administrative | Page 2 of 2

NORMAL WORKING HOURS (Explain unusual or rotating shift):

JOB CODE TITLE
Administrative Officer 2

overtime projection & usage, fiscal budgeting); assists in budget prepa-
ration; participates in short & long range State Printings Print Services
planning & operational automation projects to ensure state-of-the-art
technology; authorizes & plans individual training for staff; participates
in State Printings Print Services continuing recertification program;
assists in procurement of stock, supphes & new software/hardware us-
ing Computer Services Paperless Procurement System (PPS); prepares
special reports for State Printings Print Services customers & higher-
level management; participates in management meetings; conducts staff
meetings; attends division meetings for management; attends confe-
rences & technical seminars.

FROM: 7:30 a.m. TO: 4:30 p.m. Report in location subject to changiz
JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance Knowledge, Skills & Abilities

4G { Performs related administrative duties: maintains fiscal controls (e.g., Knowledge of 1,2, 3, 4, 5%, 6,7, 8, (19)

budgeting & cost analysis; (20) State
Printing Print Services re-certification
training program*

Skillin 9, 10

Ability to 11, 12, 13, 14, 15, 16, 17, 18.

*developed after employment.

g List Position Numbers & Job Titles of Positions Direcily Supervised: SIGNATURE OF AGENCY REPRESENTATIVE DATE

o 26005586 Printing Machine Supervisor

Q) &\11 28005603 Printing Machine Supervisor 7
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