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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: Text85]10342 –OSP
15/16 FY
ANALYST’S INITIALS
NSW
DATE
12/18/15


	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 Process and Operations Planner – 

	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]331-110-7230-007
	TENURE
[bookmark: Dropdown1][bookmark: Text22]      
	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
Range A $3,989.00-$4,944.00
Range B   $4,374.00 - $5,434.00
     
     

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Customer Development & Marketing
344 North 7th Street
[bookmark: Text35]Sacramento,  CA  95811
[bookmark: Text32]Attn:  	Noel Soliz
	RPA #010342 - OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 No. 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 8:00 AM to 5:00 PM
	

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

	
	PUBLIC PHONE NUMBER
(916)  322-2373
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Noel Soliz, Printing Process Operations Supervisor
	FILE BY
12/28/15



	Please reference RPA #010342 - 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 and will be considered prior to other recruitment methods. <br>  <
· Transfers, reinstatements, or recruitment from the employment list may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br>  <b
· 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>
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>
The performance of these duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing’s (OSP) Procurement Policy Manual and the following published directives within the State statutory, regulatory, policy and procedural requirements: State Administrative Manual (SAM), Purchasing Authority Manual, State Contracting Manual, Statewide Information Management Manual, California State Contracts Register and State government websites.<br>
<br>
DUTIES<br>
Under general direction of the Printing Process and Operations Supervisor, incumbent performs the full range of printing planning functions; to develop business clients, and provide consultation and recommendations on the full range of services offered by the Office of State Publishing that meet the client’s specific printing needs.<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.
	
 CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929







	 CLASS TITLE
Printing Process and Operations Planner
 
	POSITION NUMBER
331-110-7230-007
	RPA NUMBER
010342-OSP 15/16 FY 
	FILE BY
	12/28/15

	[bookmark: _GoBack]ESSENTIAL FUNCTIONS<br>
In order to support customer development and maintain a good working relationship with an understanding of the client’s needs following OSP business procedures:<br>
The customer service sales representative promotes the products and services of the Office of State Publishing and performs the full range of customer service duties.<br>
· Provide a product that meets or exceeds expectations by assisting and advising customers in developing complete and accurate specifications, ensuring correct interpretation and enabling accurate estimating.<br>
· Represent products and services that OSP offers by including the promotion of paid advertising in state publications.<br>
· Assist and advise customers in selecting materials, print and binding methods as well as means of distribution.<br>
· Revise instructions as production requirements change.<br>
· Inform customers of changes effecting quality, cost and delivery by analyzing and evaluating the printing project.<br>
· Manage customer’s compliance with SAM, Library Distribution Act (LDA) and all pertinent State of California regulations and requirements.  Assist clients with compliance with Procurement regulations.<br>
· Consult with federal, state, county and city agencies, as well as vendor, procurement and production staff.<br>
· Ensure customer’s needs and expectations are met by working closely with planning, scheduling and production staff. <br>
· Facilitate customer meetings between OSP, purchasing agents, managers and deputy director level personnel within cities, counties, federal and state government.<br>
· Prepare presentations, proposals and correspondence.<br>
· Utilize OSP resources to deliver and pick up proofs.  Review proofs; attend meetings, present proposals and collect customer supplied materials by traveling to the customer’s offices.<br>
· Respond by telephone, e-mail or letter to all customer inquiries concerning the specification and/or status of their printing projects.<br>
· Investigate customer complaints and take or recommend appropriate action.<br>
<br>
In order to provide project management following OSP guidelines and industry standards: <br>
· Determine the printing methods, work processes and appearance of printing projects by interpreting product specifications received from the customer.  <br>
· Meet customer objectives, budgetary constraints and production capabilities by making recommendations.<br>
· Estimate and plan multi-million dollar printed products and publications to meet state and federal mission critical deadlines that may be subject to state and federal penalties.  <br>
· Manage confidential, time sensitive and high profile projects with a high degree of consequence of error.  Many of these projects are distributed in accordance with California State laws and regulations and have outcome directly effecting California’s citizens.<br>
· Receive and process the Standard Form 67, printing requisition or government purchase order, and associated materials.  <br>
· Ensure that the requisition meets State budgetary and procurement guidelines by preparing, collecting and maintaining proper documentation from inception through billing.<br>
· Review, evaluate, and provide technical advice on printing, binding, packaging and distribution options.
· Prepare specifications for planning and procurement.<br>
· Maintain a high level of visibility and interaction while serving as a liaison between OSP and purchasing agents, managers and the deputy director level personnel within cities, counties, federal and state government.<br>
· Prepare detailed spreadsheets, proposals, reports and correspondence.<br>
· Evaluate financial and operational reports and billings.<br>
· Participate in establishing long range goals and production plans for OSP.<br>
· Advise OSP management of competitive pricing, market trends, sales potential and possible new products for addition to OSP’s product line.<br>
· Analyze potential new OSP business opportunities within city, county, state and federal government agencies.<br>
<br>
In order to assume responsibility for production administration for the printing projects throughout the production cycle following OSP policy:<br>
· Keep customers informed of the status of their projects.<br>
· Closely review, analyze and resolve issues that have the potential to jeopardize performance and/or ability to meet agreed upon deliverables.<br>
· Confer with OSP personnel responsible for producing the publishing jobs and for meeting the established production schedules.<br>
· Meet client expectations by tracking timeliness and quality concerns and making recommendations for reutilization of equipment and personnel when necessary.<br>
· Examine proofs prior to presentation to clients; may approve proofs for customers; answer queries by department supervisors and superintendents; may review, analyze and approve production segments throughout the print project.<br>
· Evaluate production proofs and interpret customer corrections and recommend appropriate action.<br>
· Review and analyze the final billing and the variances of actual to estimated costs.  Make budgetary recommendations.<br>
<br>
MARGINAL FUNCTIONS<br>
Participate in marketing events, customer classes, conferences and trade shows utilizing personal experience in order to promote OSP’s products and services according to OSP business procedures.<br>
<br>
Participate in the content of the OSP website utilizing program experience in order to provide development and maintenance following OSP requirements for on-line projects.<br>
<br>
Overtime may be required due to job requirements such as but not limited to the Governor’s Budget, Legislature and contractual client obligations during peak period workloads.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>
Current technology and production methods used at the Office of State Printing; basic data processing; paper, ink and other materials required to produce printing products at the Office of State Printing; data processing tools available to assist in performing the typical tasks; standard hour estimating methods; photo-composition methods and techniques.<br>
Ability to:  <br>
Use current data processing tools effectively.  Make schedule modifications that reflect current Office of State Printing criteria; interpret plant and customer work orders correctly; communicate/train customers in the Office of State Printing, printing techniques/requirements; produce job tickets that correctly define the desired printed product, the production process needed and the logical sequence of the work activities; maintain effective working relationships.<br>
<br>
REQUIRED QUALIFICATION: <br>  
· A Live Scan fingerprint check may be required.<br> 
· Medical examination  may be required.<br>
<br>
DESIRABLE QUALIFICATIONS:<br>
Special Personal Characteristics<br>
· Knowledge of print production technology.<br>
· A full-working knowledge of all production units at OSP as well as the knowledge of tasks performed by private sector printers and suppliers.<br>
· Knowledge of current advertising and marketing trends.<br>
· Excellent mathematical skills and a working knowledge of printing industry measurement tools and processes.<br>
· Knowledge of computer programs including but not limited to:  the Microsoft suite of programs, InDesign, PageMaker, Visio, Acrobat, PhotoShop and estimating, planning and scheduling software.<br>
· Working knowledge of Microsoft Office basic applications as well as other computer programs, i.e. Word, e-mail, Excel, Internet and E-Commerce. <br>
· Techniques related to advertising sales and customer service.<br>
· State contracts; Legislative processes and accounting practices. <br>
· U.S. Postal requirements and mass mail distribution options.<br>
· Occasional mandatory overtime.<br>
<br>
Interpersonal Skills<br>
· Communicate in a clear, concise manner, verbally and in writing.<br>
· Ability to work with a wide range of customers in State government and the private sector.<br>
· Ability to work independently or work proficiently as a team member.<br>
· Mediation skills.<br>
· Ability to work cooperatively with all levels of production staff.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br> 
Work Expectations:<br>
· Ability to handle multiple tasks and handle rapidly changing priorities.<br>
· Attention to detail and organizational skills.<br>
· Ability to work under pressure, prioritize tasks and meet deadlines.<br>
· Logical judgment and decision making skills.<br>
· Sustained focus is required to plan projects, consult with clients, develop specifications and estimate costs.<br>
· Establish and maintain relationships with staff at all levels and ensure that proper policies and procedures are being met.<br>
· Appropriate dress for an office environment.<br>
· Office environment, but will need to communicate with staff in a noisy production area.<br>
· Demonstrated reliability in attendance.<br>
· Fast paced environment subject to many schedule changes and short notice activity.<br>
· May require after hours communication with night shift staff in production area. <br>
· Will be required to be accessible via cell phone at all times.<br>
· Maintain a clean and organized work area.<br>
· Willingness to participate in state training and continuing education.<br>
<br>
Physical Abilities:<br>
· Frequent use of a computer and telephone at a work station.<br>
· Work environment involves exposure to elements such as dust, fumes and unpleasant odors.<br>
· Requires the ability to physically navigate through a large production area.<br>
<br>
Mental Abilities:<br>
· Work well under pressure, requiring the ability to handle stress and deadlines.  Inherent in this position are a wide variety of responsibilities, interruptions, changing client requirements, problems from within and outside the plant, and the need for accuracy within deadlines.<br>
· Make sound, rational judgments and decisions independently.<br>
<br>
Safety:<br>
Follow all OSP safety rules and procedures. <br>
· Promote safe work practices by all employees. <br>
· Promote 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 materials or perform a new task until the associated safety hazards and methods have been explained to you. <br>
· Never alter or modify original tools or equipment.  Make sure you know how to properly use and maintain any required protective equipment and always use when required. <br>
· Keep your work area organized and as clean as possible maintaining good housekeeping procedures at all times. <br>
· If you see a safety hazard, inform your co-workers, and notify your supervisor immediately.  Clean up liquid or material non-hazardous spills immediately after placing the appropriate signs in all approaching walkways until the area is hazard-free. <br>
· Report “close calls” or “near misses” to your supervisor; close calls and near misses are accidents that almost injure someone including you. <br>
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