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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]009422–OSP   14/15 FY
ANALYST’S INITIALS
NSW
DATE
07/20/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE
[bookmark: Text2]Printing Trades Specialist Trainee 
	POSITION NUMBER
[bookmark: Text83][bookmark: Text20]331-301-1485-XXX
	TENURE
PERMANENT
	TIME BASE
[bookmark: Dropdown4][bookmark: Text24]      
	CBID
[bookmark: Text6]R14

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY

$2,136.00
TO
$2,551.00
Plus shift differential

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
Pressroom Unit
344 North 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  	Robert Bibica
	RPA #009422-OSP
	REPORTING LOCATION OF POSITION
Pressroom Unit – 344 North 7th Street
	

	
	SHIFT AND WORKING HOURS             
	 EVENINGS – 2:25 PM to 10:30 PM
	

	
	WORKING DAYS, SCHEDULED DAYS OFF
[bookmark: Text78][bookmark: Text79][bookmark: Text80]MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER
(916)  322-2753
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
Not applicable

	
	SUPERVISED BY AND CLASS TITLE
Fernando Sotelo, ASSOC PRINT PLANT SUPT
	FILE BY
07/31/15



	>Please reference RPA #009422-OSP and state your eligibility in the classification title section or in the “Explanations” section on  your State Application form (Std. 678)<<br>>
<<br>><
SELECTION CRITERIA - The selection criteria will be in the following order: <<br>>
· SROA/Surplus employees are encouraged to apply. <<br>>
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer the eligibility from the employment list to DGS’ employment list.<<br>><
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <<br>>
<<br>><>
This position requires that the successful candidate take and pass
a physical examination with a physical capacity lifting test.  <<br>> <
<<br>>
“Applicants may be subject to a fingerprint and/or background check.”<<br>>
<<br>>
ESSENTIAL FUNCTIONS <br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission. That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”   DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <<br>>
<<br>>
This is the recruiting class for persons qualified to learn machine operations in one or more areas of reproduction and duplication methods.  Under the close supervision of an Associate Printing Plant Superintendent, or operator, incumbent receives on-the-job training to develop skills in the printing industry.  Incumbent assists a lead equipment operator to sort, trim and assemble finished materials.<br> >
<<br>>	
The duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual, directives of the Government Code of Regulations and the State Administrative Manual.<br>
<br>
In order to support the lead equipment operator to provide productivity and produce a quality product that will meet customer requirements following established procedures:<br>
· Check initial and ongoing quality and quantity performed.<br>   





	
 “The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.”
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	 CLASS TITLE
Printing Trades Specialist Trainee 

	POSITION NUMBER
331-301-1485-XXX
	RPA NUMBER
009422-OSP 14/15 FY
	FILE BY
07/31/15

	· Check register throughout job.  Maintain fountain solutions. <br>
· Put ink in and out of fountains.  Operate roll stand. Check printed product for correct color and consistency (Too much or not enough ink, water/ink scumming, ink set off, position of printed image, wrinkles <br>oken/missing/smudged image, etc).  Mix and match ink and additives.<br>  
· Help keep waste to a minimum. <br>
· Load boxes and stack printed products onto appropriate pallets. Operate bundling machines, tying machines and strapping machines.<br>
<br>
In order to maintain continuous operation of bindery equipment and to learn and perform varied skilled and unskilled level tasks as directed by the lead operator: <br>
· Learn the Offset printing methods and principles; the steps and production processes of the printed product and to distinguish the differences in types of paper and inks.<br>
· Learn the function of each part of the press and to setup and operate it. <br>
· Learn the effects the water, ink, paper and equipment have on each other.<br>
· Acquire knowledge to read and analyze job orders (tickets) to ensure a successful press run.<br>
· Distinguish color density and screens, and properly fold the product for pagination; the types of perforations and punches; gluing and spine softening systems.<br>
· Learn the paper path through the presses.  <br>
· Learn the proper movement of loads and stacking techniques and the proper labeling procedures.<br>  
<br>
In order to assist with the make readies press operation to change the press from one job to the next following the OSP established procedures: <br>
· Assist with the installing and properly pack offset blankets and plates.<br>
· Help install and properly set ink and water rollers and fill ink reservoirs as needed.<br>  
· Wash up printing units as needed.<br>
· Assist to setup and adjust the roll stand and rewind.<br>
· Mix and adjust fountain solutions.<br>
· Determine if image is laid out correctly to obtain desired finished results.<br>
· Represent and effectively communicate in a professional manner with customers and planners.<br>
<br>
In order to maintain the operation of the pressroom equipment and provide preventative maintenance by manual and visual means following the direction of the lead operator: <br> 
· Grease and oil press and related equipment; clean and oil numbering machines.  Report major repairs that are needed. <br>
· Operate load movers, tape machines, cutting machines, load lifts, and sheet counting machine, plate bender, and dampner washer.<br>
<br>
In order to maintain and insure all supplies and materials that are needed are readily available following OSP Pressroom requirements:  <br>
· Look ahead to keep efficiency at a maximum by planning and organizing and to foresee any future problems that might occur.<br>  
· Personally leave the oncoming shift in a clean and productive manner.<br>
<br>
MARGINAL FUNCTIONS<br>
<br>
Answer the phone in order to provide office coverage when required by management; operate forklift when needed.<br>
<br>
Overtime may be required due to job requirements such as but not limited to the Governor’s budget, the Legislature and contractual client obligations during peak period work loads.<br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of: The safety and health policies and procedures contained in the department’s Injury and Illness Prevention Program, and knowledge of basic safe work practices.<br>
<br>
Ability to: Carry out directions, learn rapidly the operating details of reproduction and duplication equipment, meet deadlines, maintain a clean, safe work area, and communicate at the level required for successful job performance.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
Aptitude for and interest in machine operation; neatness; orderliness; alertness; manual dexterity; willingness to follow a prescribed routine, stand for long periods of time, and work in noisy surroundings.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
· Equivalent to a twelfth grade education.<br>
· Mechanical aptitude.<br>
· Willingness to work any of the three shifts (day, evening or night) when requested by the OSP supervisor and overtime on a frequent basis (daily, weekends, and Holidays) consistent with Unit 14 M.O.U.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Demonstrated reliability in attendance.<br>
· Ability to proficiently work as a team member with coworkers and management.<br>
· Be at your respective workstation ready for work at the starting time of your shift.<br>
· Return on time to your workstation ready to work after breaks and lunch.<br>
· Flexibility to adapt to changing work priorities. <br>
· Requires working in a large noisy, dusty industrial facility (hearing protection provided).<br>
· Required to read and write English and basic math.<br>
· Perform quality control checks throughout print job processes and report any concerns regarding the job.<br>
· Comprehend and follow job ticket instruction.<br>
<br>
Physical:<br>
· Requires standing and walking while performing the duties of the position; climb, pull, bend, and stoop for potentially entire work shift, including overtime hours.  <br>
· Medium strength required to exert up to 50 pounds frequently to move objects.<br> 
· Occasionally will need to perform heavy & fine hand manipulation.<br> 
<br>
Mental:<br>
· Required to work under potentially stressful conditions and deadlines.<br>
· Understand and follow DGS, OSP office rules, policies, procedures and regulations.<br>
<br>
Safety:<br>
Follow all OSP safety rules and procedures.<br>
Promote safe work practices and a safe working environment for all employees.<br>
· Incumbent will follow HAZMAT/Volatile Organic Compounds guidelines in order to comply with Graphic Arts Rule 450 documentation.<br>
· Do not attempt to operate equipment, use tools, materials or perform a new task until the associated safety hazards and methods to protect yourself have been explained to you.<br>
· Never attempt to operate or use malfunctioning tools or equipment, and never attempt to use a tool that is not designed to perform the task you need to do.<br>
· Never alter or modify original tools or equipment.<br>
· Make sure you know how to properly use and take care of any required protective equipment and use your equipment when it is required.<br>
· Keep your work area organized and as clean as possible at all times; use free time to wipe up spills or pick up trash.<br>
· If you see a safety hazard, inform your co-workers and notify your supervisor immediately; “close calls” or “near misses” are accidents that almost injured someone including you.<br>
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