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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]008960 –OSP 14/15 FY
ANALYST’S INITIALS
NSW
DATE
8-21-2014


	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]Offset Press Assistant      
	POSITION NUMBER
[bookmark: Text83][bookmark: Text20]331-301-7335-XXX
	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
$3,972.00
TO
$4,091.00
plus shift differential, if applicable

	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
[bookmark: Text86]Pressroom Unit
344 No. 7th Street
[bookmark: Text35]Sacramento,  CA  95811
[bookmark: Text32]Attn:     Jemeal Matthews
	RPA #008960-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]Pressroom - 344 No. 7th Street
	

	
	SHIFT AND WORKING HOURS
 NIGHT SHIFT 2:25 PM – 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
(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE
[bookmark: Text82]Fernando Sotelo, Assoc. Printing Plant Supt.
	FILE BY
9-2-14



	Please Reference RPA #008960-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><
<bThis position requires that the successful candidate take and pass
a physical examination with a physical capacity lifting test for the Offset Press Assistant.
with a physical capacity lifting test for the Mailing Machines Operator. <
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>
Under supervision of the Associate Printing Plant superintendent, incumbent assists with the operation of an offset press by performing the less difficult work and assists with other work related to the operation of a press. <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 the Government Code and in accordance with management’s policy and procedures. <br>
<br>
ESSENTIAL FUNCTIONS<br>
In order to follow an established procedure, observe and with hands on experience to learn the methods, terminology and mechanical principles of operating a press following OSP procedures: <br>
· Operate roll-stand/feeder to maintain a continuous flow of paper into press. <br>
· Maintain proper fountain solution and availability; replenish ink fountains. <br>
· Assist press operator with the operation of the press and the associated equipment. <br>
· Assist by identifying printing problems in a timely manner as well as distinguishing color, shades, tints, and density variations. <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
Offset Press Assistant      
	POSITION NUMBER
331-301-7335-XXX
	RPA NUMBER
008960-OSP
14/15 FY 
	FILE BY
	9-2-14

	In order to assist an operator in a series of operations using manual and visual set-up for the press to be changed from one job to the next following OSP procedures: <br>
· Make up rolls, skids and pallets of paper by physically moving and opening. <br>
· Help install, remove and properly pack offset blankets and plates; wash printing units and blankets as needed. <br>
· Help to install and properly set ink and water rollers; fill ink reservoirs as needed. <br>
· Set up the feeder/roll stand(s) by adjusting; set up and maintain proper web tension. <br>
· Help to setup, and maintain a sheeter delivery/folder(s) by adjustment with all available signature sizes. <br>
· Mix and adjust (ink) fountain solutions by testing.  Set ink keys and fountain ball sweeps; help set up and clean gluing system. <br>
· Set up perforations and tilt boxes. <br>
· Adjust plates and blankets to obtain properly fit images; distinguish colors, shades and tints. <br> 
· Determine if image is laid out correctly to obtain desired finished results. <br>>
· Assist the operator to adjust ink and water in a balance. <br>
· Determine ink formulas by using scale and math equations. <br>
· Bend and pack printing plates for mounting.  Gum and clean plates as needed.  Web paper through press. <br>
<br>
In order that the on-coming shift is left with a clean and productive area the incumbent will perform the following duties according to OSP procedures and guidelines: <br>
· Clean the press and work area for end of shift hand-off. <br>
· Add to and change oil; grease press and related equipment. <br>
· Make up new bars for blankets; recover dampener with socks/sleeves; clean press dampener rollers in the washing machine. <br>
· Make simple mechanical repairs. <br>
· Keep supplies readily available at the press. <br>
· Acquire containers for waste collection; place waste into containers; label waste containers; keep waste accumulation area clean and orderly; maintain sufficient quantities of spill cleanup materials in the waste accumulation area or close by; initiate action to have full waste containers removed from the area. <br>
· Maintain appropriate safety equipment nearby and in good condition. <br>
<br>
<>
In order to provide customer satisfaction the incumbent will observe and support the print operation and share responsibility with the press operator following OSP guidelines: <br>
· Maintain the initial and ongoing quality and quantity of the printed product.> <br>
· Help maintain register throughout job.> <br>
· Pull and identify press samples and deliver to Quality Control or proof area.> <br>
· Check printed product for correct color and consistency.  (Too much or not enough ink, water/ink scumming, ink set off, position of printed image, broken/missing/smudged image, wrinkles, etc). <br>
· Help keep waste to a minimum. <br>
<br>
In order to make sure that all supplies and materials that are needed are available for the job by following office procedures:
· Read and understand the job orders (tickets). <br>
· Keep efficiency at a maximum by looking ahead to foresee any future problems that might occur. <br>
· Complete production logs and enter Print II data by filling out the required information. <br>

<br>
MARGINAL FUNCTIONS< <br>
Create well-formed, jogged signature bundles and identification by utilizing and operating the web press signature, bundling equipment to relieve the Bundler position (Printing Trades Assistant II) following OSP procedures.<br><> 
<br>>
Assist the press operator by utilizing mobile equipment, i.e. driving a forklift and load movers in order to provide support when required.  
<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 workloads. <br> 
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of: <br>  
Operation of the automatic feeders of an offset press, methods of handling and preserving offset plates, use and care of offset blankets, terminology and equipment of a printing plant; operations of simple machinery; mechanical principles. <br><>
<br>
Ability to:  Read and write English at a level required for successful job performance; understand and follow directions; and perform mechanical tasks. <br>
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>  
· Manual dexterity, physical agility and physical ability necessary to work within restricted spaces and in unusual positions. 
· Ability to lift up to 50 pounds. <br>
· Willingness to work under noisy conditions (hearing protection provided). <br> 
· Work various shifts (day, evening or night). <br>
<br>
ADDITIONAL DESIRABLE QUALIFICATIONS<br>  
· Education equivalent to completion of the twelfth grade. <br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Requires overtime on a fairly frequent basis (daily, weekends, and Holidays). <br>
· Mechanical aptitude. <br>
· Knowledge of pre-press procedure. <br>
<br>
Interpersonal Skills<br>
· Interact effectively and courteously with all levels of personnel, customers, vendors and other parties. <br>
· Understand and follow DGS, OSP office rules, policies, procedures and regulations. <br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br> 
Work Environment: <br>
· Flexibility to adapt to changing work priorities. <br>
· Can require working any of the three shifts (day, evening or night) when requested by the OSP supervisor. <br>
· Require working in a large noisy, dusty industrial facility. <br>
· Require reading and writing English and basic math. <br>
<br>
Physical: <br>
· Require the ability to stand, walk for long periods; climb, pull, bend and stoop. <br>
· Exert up to 50 pounds of force to lift, carry or move with the limitation of (2) two hours consecutively and not more than (4) four hours in an 8-hour shift. <br>
· Occasionally will require lifting, walking and carrying 50 pound ink buckets up to 100 feet. <br>
· Lift and push bundles weighing up to 50 pounds bending, twisting and setting bundles on a wooden pallet on the floor from a waist high bundling machine. <br>
· Occasionally perform heavy and fine hand manipulation. <br>
<br>
Mental Abilities: <br>
· Requires the ability to handle stress and deadlines. <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 alter or modify original tools or equipment. <br>
· 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 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 injure someone including you. <br>
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