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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]008419 –OSP
13/14 FY
ANALYST’S INITIALS
NSW
DATE
05/06/


	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
BOOKBINDER II
	POSITION NUMBER
[bookmark: Text83]331-401-7402-006
	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
$3,354.00
TO
$3,455.00
plus shift differential

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
Bindery Unit     
344 North 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  Jeff Kaplowitz
	RPA #008419-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 North 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 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)  445-2564
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
Not applicable

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Patrick Garner, Associate Printing Plant Superintendent
	FILE BY
05/16/14



	Please reference RPA #008419-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 who are on a DGS employment list or on another department’s 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>
The Department of General Services’ (DGS) Core Values and Expectations of Supervisors and Managers 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 managers and supervisors are to adhere to the Core Values and Expectations of Supervisors and Managers, and to exhibit and promote behavior consistent with those values and expectations. .<br>
<br>
DUTIES<br>
Under supervision of the Associate Printing Plant Superintendent, the Bookbinder II, (BBII) operated various equipment machines and hand tools within the Bindery Unit of the Office of State Publishing.<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 directives of Government Code, CA Code of Regulations and the State Administrative Manual.<br>
><br>
ESSENTIAL FUNCTIONS<br>
<br>In order to support the bookbinding equipment function following OSP procedures:  <br>
· Set up and operate the equipment listed:  drills, multi-stitch, plastic wrap, auto-padder, single stitcher machine and auto wrap.<br>
· Assist Bookbinders II, III and IV by setting up and operating the bindery equipment. <br>
· Log and verify job orders.<br>
· Read and understand job ticket instructions before starting work.<br>
· Work as part of a crew by feeding blank or printed material into gathering, perfect binder, saddle-stitcher, gatherall and kirk-rudy addressing machines.<br>
· Load tables, bins, conveyors and opens bundled signatures at gathering, saddle-stitcher, gatherall and kirk-rudy addressing machine.<br>
· Make adjustments to the running equipment.<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
Bookbinder II      
	POSITION NUMBER
331-401-7402-006
	RPA NUMBER
008419-OSP13/14 FY 
	FILE BY
	05/16/14

	[bookmark: _GoBack]In order to prepare the job to be moved on to shipping following OSP and Bindery procedures:  <br>
· Lead three to five crew members, in the course of duties, in the operation of the bindery equipment.<br>  
· At the beginning of shift, give duties to all crew members with job instructions and the list of required supplies for completion of the job.<br>
<br>
In order that the BBII will be sensitive to the time factor in the coordinated handling of legislative bills for the California State Senate and Assembly following Bindery procedures: <br> 
· Lead is responsible for having the bills ready for delivery by the designated time every day including weekends and holidays.  <br>
· Oversee two or more Bookbinders that separate the bills for different areas of the State Capitol, Senate and Assembly floor, Secretary of State, legislative offices, State Library and other locations according to the mandatory OSP schedule.<br>    
<br>
In order to perform and/or assist in maintenance of the bookbinding equipment following published guidelines:<br> 
· Provide lead ability so that production quotas will be met.<br>
· Responsible for general up-keep and lubrication of equipment.<br> 
· Wash and oil all machines.<br>
· See to the clean-up of paper dust and keep work area organized and neat.<br>
· Order general supplies for equipment.<br>
<br>
Maintain production logs utilizing the quantity of a product produced in order to present information that the product was provided within the required time frames according to the OSP requirements.  This information is utilized in billing.<br>
<br>
MARGINAL FUNCTIONS<br>
<br>
In order to perform miscellaneous duties and special projects when required following OSP policy and published guidelines: 
· Operate forklift (only with certification).<br>
· Operate various support equipment such as the tape machine.  <br>
· Train/direct employees, when required, in the operation of the Bindery equipment.<br>
· Fill in for lower classifications when needed i.e., moving stock or sweeping and cleaning floors.<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 work loads.<br>
<br>
KNOWLEDGE AND ABILITIES <br>
Knowledge of:   <br>
Printing plant equipment machinery operations and terminology; types of paper stock and proper methods of paper movement and handling.<br>
<br>
Ability to:<br>  
Communicate effectively; follow directions; move and/or lift up to 50 pounds; set up and operate complex non-journey level equipment.<br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>  
· Willingness to work under noisy conditions and on shift work; and interest in and aptitude for bindery work.
<br>
DESIRABLE QUALIFICATIONS<br>
<br>
Special Personal Characteristics<br>
· The ability to work overtime daily and holidays consistent with Unit 14 M.O.U.<br>
<br>
Interpersonal Skills<br>
· Must demonstrate the ability to work effectively as a team member with co-workers and management.<br>
· Interact with others in ways that are friendly and outgoing as well as courteous and tactful, and be respectful of individual differences.<br>
· Understand and follow DGS, OSP policies and procedures.<br>
· Understand written and verbal instructions and communication.<br>



WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Self-motivated and responsible.<br>
· Be at your respective workstation ready for work at the starting time of your shift, as well as returning from breaks and lunch.<br>
· Work days, evenings or nights on weekends and holidays.<br>
· Maintain an organized work area including storage of equipment, supplies and personal belongings.<br>
· Appropriate dress according to work environment.<br>
<br>
This position requires that the successful candidate take and pass a physical examination with a physical capacity lifting test.<br>

Physical Abilities:<br>
· Manual dexterity, physical agility and physical conformation necessary to work within restricted spaces and in unusual positions. <br>
· Exerts up to 50 pounds of force frequently to move and lift objects.<br>
· The ability to stand during the operation and running of the equipment; climb, pull, bend and stoop.<br>
· Noisy conditions (hearing protection provided). <br>
<br>
Mental Abilities:<br>
· Work well under pressure requiring the ability to handle stress and deadlines.<br>
<br>
Safety:
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 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 altar 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 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” are accidents that almost injure someone including you.<br>
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