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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: Text85]010452 –OSP     15-16 FY
ANALYST’S INITIALS
NSW
DATE
09/17/15



	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][bookmark: Text37]Proofreader      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]331-200-7265-005
	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 
$4,277.00 - $4,405.00
     
     
     

	SEND APPLICATION TO:
[bookmark: Text87]Electronic PrePress Unit
[bookmark: Text86]344 North 7th Street
Sacramento, CA 95811
[bookmark: Text35]     
[bookmark: Text32]Attn:  Dave Dickey 
           RPA #010452-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 North 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 9:00 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)  323-3949
	PUBLIC PHONE NUMBER
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Nikie Nguyen, ASSOC PRINT PLANT SUPT
	FILE BY
09/28/15



	Please reference RPA #010452-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> <b
· SROA/Surplus employees are encouraged to apply. <br> <b
· 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> <b
<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>
DUTIES<br><b
With direction, prepare, read, interpret and apply job specifications, including job ticket, pre-flight and job progress reports, page imposition, e-mail, and press requirements in order to determine if content is  consistent with production processes in the publication of books, brochures, charts, diagrams, documents, envelopes, forms, posters and other communication material according to current procedures.<br>
<br>
In order to produce error-free publications for customers following the office guidelines:<br>
· Compare proofs against author copy.<br>
· Compare press and/or digital copy against proofs on bleed, page backup, gussets, spine width, fold, density changes, cutting variation, drilling, stitching and extraneous marks for quality.<br>
· Correct by verifying or marking the copy to correct typographical errors and misspelled words in text, headings and subheadings.<br>
· Correct style and type size.<br>
· Set type for corrections according to listed changes or customer corrections, job ticket and author’s (client) specifications marked on copy and/or job ticket.<br>
· Graphic elements and photos are accepted for clarity and quality expectations.<br>
· Note errors in syntax and grammar, query author with suggested changes.<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
Proofreader - PI
	POSITION NUMBER
331-200-7265-005
	RPA NUMBER
RPA #010452-OSP 15-16 FY 
	FILE BY
	09/28/15

	In order to organize and process jobs by priority based on due dates listed on tickets, e-mail and published schedules according to OSP policy and procedures:<br>
· Check position and order of page folios correctly, determine where to inset blank pages to correct folio order.<br>
· Annotate digital files for typographical errors, style, color, bleed and size.<br>
· Review postal information for accuracy in placement and content based on current published Postal Regulations and Specifications.<br>
· Inspect offset and/or digital reproduction samples, imposition and contract digital proofs, and laser proofs in order to reject or approve quality, customer content and job specifications.<br>
· Request reprints of unacceptable press samples after consulting with planner, and verify the revised printed samples conform to approved quality requirements before releasing job for binding.<br>
· Responsible to read documents as a Copy Holder when needed to be part of a team that requires this function.<br> 
<br>
Consult with management, production staff, planners and customer service representatives to clarify and make recommendations in order to ascertain that the job ticket/specifications are in accordance with OSP policy and processing procedures.<br>
<br>
Prepare and maintain documentation manuals in order to provide correct and current style and proofreading instructions for various publications, business forms, envelopes, brochures, business cards and any additional publications as required by OSP.<br>
<br>
Liaison with internal and production management in order to adjust priorities required for meeting defined deadlines via verbal instructions, e-mail, digital and analog production logs following office guidelines.<br>
<br>
Review available resource materials in order to watch for continuing improvements to the production techniques and their applicable rules by supporting the OSP concern for customer satisfaction.<br>
<br>
In order to record accurate job information, materials usage and time keeping following required OSP procedures:<br>
· Provide accurate records for production tracking and reporting purposes using computer applications such as Logic, SRIS and Microsoft Office products. <br> 
· Organize and file cancelled proofs, and legislative tip-in material (provides back-up information for editing and verification of printed material).  <br>
· Complete manual logs, state forms and documents required in the course of business using the appropriate computer program.  <br>
· Communicate production information by utilizing e-mail and telephone to internal and external customers.<br>
<br>
MARGINAL FUNCTIONS<br>
Maintain an organized work area and storage of equipment, supplies and personal belongings in order to preserve a clean and safe working environment according to office requirements.<br>
<br>
Communicate effectively with management, production and support staff by e-mail, telephone, verbal and written instructions in order to maintain sufficient inventory of stock and supplies a requirement for meeting client deadlines.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:  <br>
English, word usage, word division, syntax, spelling, pronunciation, and punctuation; proofreading procedures, symbols, and terminology, type families, printers’ point sizes and spacing.<br>
<br>
Ability to:<br>  
Detect improper work divisions, proofread, detect wrong fonts, broken or defective type, bad spacing, and improper display.<br>
<br>
REQUIRED QUALIFICATION:<br>  
· A Live Scan fingerprint check may be required.<br> 
· Medical examination (Std. 610) may be required.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>   
Clear enunciation; freedom from speech impediments; hearing adequacy within speech frequencies.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Ability to work daily overtime and on holidays.<br>
· A demonstrated ability to:  assume increasing responsibility; use logical judgment; demonstrate analytical skills; increase process knowledge and adopt innovation.<br>
<br>
Interpersonal Skills<br>
· Must communicate clearly, verbally and in writing.<br>
· Speech, diction and hearing adequacy for precise communication of proofreading content.<br>
· The ability to work as a team member cooperatively and interact courteously with co-workers, management, and all levels of staff and customers.<br>
· Understand and follow DGS, OSP proofreading practices, policies and procedures (OSP Style and Procedure (1980), GPO (Federal) Style Manual, USPS Publications) etc.<br>
· Be able to follow written and oral directions.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Ability to organize, set priorities and work independently with a minimum of supervision.<br>
· Familiar with basic computer applications, i.e. Adobe Acrobat, Microsoft Office products, Logic and SRIS.<br>
· Perform accurate detailed work at a workstation.<br>
· Ability to work all shifts (days, evenings or nights) and weekends.<br>
· Exposure to chemicals used in a publishing production environment.<br>
· Manage time and work efficiently.<br>
· Dress with office environment in mind.<br>
· Be at your respective workstation ready for work at the starting time of your shift.<br>
· Return on time to your respective workstation ready to work after breaks and lunch.<br>
<br>>
Physical Abilities:<br>
· Vision – near acuity, clarity of vision at 20 inches or less.<br>
· Exert up to 25 pounds of force occasionally, and/or up to 5 pounds of force often to move objects.<br>
· Seated or standing at a workstation.<br>
<br>
Mental Abilities:<br>
· Ability to effectively handle stress and deadlines.<br>
<br>
Safety:<br>
Follow all OSP safety rules and procedures:<br>
· Promote safe work practices.<br>
· Promote a safe working environment for all employees.<br>
· Do not attempt to operate equipment, use a tool or materials until you have been trained and authorized.<br>
· Do not perform a new task until the associated safety hazards and methods to protect yourself have been explained to you.<br>
· Never alter or modify original tools or equipment.  Make sure you know how to properly use and take care of any required protective equipment.  Make sure you use your equipment when it is 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.  “Close calls” or “near misses” will be reported to your supervisor; close calls and near misses are accidents that almost injure someone including you.<br>
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