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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text25][bookmark: _GoBack][bookmark: Text85]8338 –OSP
13/14 FY
ANALYST’S INITIALS
[bookmark: Text30]NSW
DATE
[bookmark: Text31]04/25/14


	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]Printing Operations Assistant       
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19][bookmark: Text20][bookmark: Text21]331-112-7233-001
	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
$3,177.00
-
$3,930.00

   
     
     

	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 #008338-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 No. 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 7:30 AM to 4:30 PM 
	

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

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

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Noel Soliz, Printing Process Operations Supervisor
	FILE BY
05/06/14



	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> 
Please reference RPA #008338-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>  
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <br> 
<br>
DUTIES<br>
Under direction of the Printing Process Operations Supervisor the incumbent will perform Order Entry duties; will log and send print job proofs to State agency clients; will assist Customer Service with customer contact and job data reporting. <br>
<br>
The performance of the duties will be accomplished in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) Operations Manual, policies and procedures. <br>
<br>
ESSENTIAL FUNCTIONS<br>
<br>
Provide support for the unit and customer service following DGS and OSP procedures to perform the following:<br>
· Create and assign job numbers to incoming requisitions received from the customers.<br>
· Update and file requisitions by coordinating numeric job ticket files.<br>
· Process and prepare jobs for billing by matching invoices with job tickets.<br> 
· Place jobs on hold, cancel, or close out jobs in production.<br>
· Maintain records of all completed work.<br>
· Initiate or reply to customer inquiries received by telephone.<br>













































	
CALIFORNIA STATE GOVERNMENT  EQUAL OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN, ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.   IT IS THE OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE 
A DRUG FREE WORK PLACE.  ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE BECAUSE 
THE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, CIVIL SERVICE RULES, AND A SPECIAL TRUST PLACED IN PUBLIC SERVANTS.
DGS JOB HOTLINE PHONE (916) 322-5990                            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929
GS1T (REV. 1/98) - BPM 03/00



	CLASS TITLE
Printing Operations Assistant
	POSITION NUMBER
331-112-7233-001
	RPA NUMBER
008338-OSP
13/14 FY 
	FILE BY
	05/06/14

	· Assist the scheduling planner in determining if a deadline can be met on a printing job or must be vended out to the private sector by assessing current and future workload during periodic heavy workload.<br>
· Notify Customer Service of changes in the schedule that effect the delivery date of the project.<br>
· Answer inquiries and resolve problems that arise with internal and external customers concerning job status.<br>
· Work independently with customers on formats and colors utilizing pantone matching system (color chips) on proofs.<br>
· Attends daily production meetings and provides meeting minutes to OSP production and administrative units.<br> 
<br>
Review customer’s completed STD Form 67 and other preliminary documents for accuracy (used by client to order a job) and confirm job specification instructions as directed by procedures:<br>
· Send out proofs to customers and log proofs returned to OSP by utilizing the appropriate software program.<br>
· Complete and print out proof slip (STD Form 32) for processing; this form must accompany the proof for the printing job when it is mailed to the customer.  The proof slip returned with the customer’s signature is the final go-ahead for the printing job.<br>
· Monitor the Proof Out and On Hold job ticket file and call customer’s at the direction of the Printing Process Operations Supervisor.<br>
· Assist with the processing of business card orders submitted on a STD 67.<br>
<br>
Resolve production problems and assist Customer Service Representatives (CSRs) in locating proofs, samples of previous printings, and report on status of live jobs according to the OSP standards: <br>
· Attend the daily production meetings for updates and status on jobs.<br>
· Research and respond to customer requests regarding the status of their printing jobs by working with the OSP Scheduling Department and Production Supervisors. <br>
· Visually check print status to meet deadline, delivery dates and correct shipping addresses. <br>
· Relay information verbally and by e-mail to CSR and OSP unit managers as appropriate to maintain production timelines and quality customer service.<br>
· Record history of job schedules by up-dating the appropriate program on-line as required for specific accounts. <br>
· Report findings or recommendations to OSP management; monitor progress as reported from production personnel and oversee conclusion of business activity by actively overseeing the accounts. <br>
<br>
MARGINAL FUNCTIONS<br>
Perform other duties related to the needs of the unit. <br>
· Work closely with staff at all levels by participating in staff meetings. <br>
· Attend training when offered to keep abreast on the current printing industry standards and efficient work practices.<br>
· Assist unit staff with timekeeping attendance in the Project Accounting and Leave (PAL) system.<br> 
· Collect incoming bids daily and route to the designated buyer.<br>
· Assist with forecaster preparation and data collection by visually and manually searching when required. <br>
· Gathering data to be used by the PPOP Customer Development manager and CSRs. <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>
KNOWLEDGES AND ABILITIES<br>
Knowledge of:  Printing technology and various industry production methods; paper, ink and other materials required to produce printing products; data processing and how it is used in the printing industry, scheduling techniques and methods.<br>
<br>
Ability to:  Use data processing tools effectively; make schedule modifications that reflect current Office of State Printing criteria; interpret plant and customer work orders correctly; develop job tickets that correctly define the desired printed product and the production process as needed to produce the job; maintain effective working relationships.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
· Use a personal computer and various related software programs, i.e., Microsoft Word, PAL and e-mail.<br>
· The ability to work overtime when required, daily, weekends and holidays.<br>

<br>
INTERPERSONAL SKILLS:<br>  
· The ability to proficiently work as a team member with co-workers, customers and management.<br>  
· Communicate effectively with all levels of internal staff and the contacts from the private sector.<br>
· Ability to respond to customers and co-workers with tact, diplomacy and professionalism.<br>
· Understand and follow DGS and OSP policies and procedures at all times.<br>
· Understand written and verbal communication.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Dress appropriate for office environment.<br>
· Office work conditions, occasionally required to work in the noisy, dusty industrial facility.<br>
· Arrive to work on time and is fully accountable for working a full shift.<br>
· Maintain good work habits, dependability and punctuality.<br>
<br>
Physical Abilities:<br>
· Frequent use of a computer and telephone at a workstation.<br>
· Workstation is located upstairs and requires frequent stair climbing to and from first floor.<br>
<br>
Mental Abilities:<br>
· Work under pressure to meet tight deadlines.<br>
· Ability to effectively handle stress.<br>
<br>
Safety:<br>
Follow all OSP safety rules and procedures:<br>
· Promote safe work practices.<br>
· Promote a safe work 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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