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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]009500–OSP   14/15 FY
ANALYST’S INITIALS
NSW
DATE
01/15/15


	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
Lithographic Plate Maker 
	POSITION NUMBER
[bookmark: Text83]331-200-7325-001
	TENURE
PERMANENT
	TIME BASE
Full Time 
	CBID
[bookmark: Text6]R14

	OFFICE OF
[bookmark: Text88]State Publishing
	LOCATION OF POSITION (CITY or COUNTY)
[bookmark: Text71]Sacramento
	 SALARY

$4,830.00
TO
$4,975.00


	SEND APPLICATION TO:
[bookmark: Text87]Office of State Publishing
Pressroom Unit
344 North 7th Street
[bookmark: Text35]Sacramento, CA 95811
[bookmark: Text32]Attn:  	Dave Dickey
	RPA #009500-OSP
	REPORTING LOCATION OF POSITION
Electronic PrePress Unit – 344 North 7th Street
	

	
	SHIFT AND WORKING HOURS             
	DAYS – 6:30 AM to 2:30 PM
	

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

	
	PUBLIC PHONE NUMBER
(916)  324-0221
	PUBLIC PHONE NUMBER
(   )     -    
	POST & BID FILE BY: 
Not applicable

	
	SUPERVISED BY AND CLASS TITLE
Nikki Nguyen, ASSOC PRINT PLANT SUPT
	FILE BY
01/27/15



	>Please reference RPA #009500-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>>
<<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 duties will be accomplished in accordance with guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) policies, procedures, regulations and published directives within the Government Code.<br>
<br>
The Lithographic Plate maker will have numerous responsibilities:  knowledge of planning, organizing and preparing electronic files for plating; quality inspection control; have the ability to troubleshoot equipment failures; and identifying production problems.<br>
<br>
ESSENTIAL FUNCTIONS<br>
<br>
In order to prepare, read, interpret and apply job specifications from job tickets, preflight and job progress reports, digital information, imposition diagrams, flight progress reports, e-mails and press requirements, following OSP procedures to validate client’s specifications:<br>
· This procedure is required to maintain quality printing plate and proofs by inspecting and checking for errors based on process specifications following Electronic Pre-Press (EPP) and equipment manufacturer’s procedures.<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
Lithographic Plate Maker 

	POSITION NUMBER
331-200-7325-001
	RPA NUMBER
009500-OSP 14/15 FY
	FILE BY
01/27/15

	· Communicate effectively with management, production and support staff, vendors and suppliers by telephone, phone, e-mail and verbally ensure material and equipment availability to meet client deadlines.<br>
<br>
In order to image lithographic plate(s) accurately by inspecting processed plates to validate client specifications:<br>
· Utilize current lithographic methods, software and available resources to identify and resolve plate problems or errors.<br>
· Inspect for inconsistencies and image problems based on ticket job specifications and proofs through end product to meet job specification.<br>
· Prepare plates by placing slip sheets between each plate to protect the image surface from scratches and damage.<br>
· Transport and ensure each plate is identified by job number, signature number and color for pressroom recognition of job designation and specification by the client.<br>
· Maintain production standards based on capabilities of equipment and scheduling job priorities to ensure the production of quality plates on schedule.<br>
<br>
In order to prepare, read, interpret and apply job specifications which includes the job ticket, pre-flight, job progress reports, digital information, imposition diagrams, e-mail and press requirements following OSP and industry standards:<br>
· Image, fold and trim accurate lithographic proof(s) by inspecting processed proofs to validate client specifications.<br>
· Maintain proofs to ensure a quality Contract and Imposition proof by inspecting for errors based on manufacturer’s and program process specifications.<br>
· Utilize current lithographic methods, software and available resources to identify and resolve proof problems or by inspecting for inconsistencies and image problems derived from job specifications through end product.<br>
· Prepare and provide proofs to the Customer Service Representatives and Planners providing a representative end product for the client based on job specifications.<br>
· Maintain production standards for quality proofs on schedule based on the capabilities of equipment and the scheduling of job priorities.<br>
<br>
In order to operate automated plate system based on the operational manual following OSP procedures and the manufacturer’s specifications: <br>
· Maintain and process digital files by using software and hardware to enter commands into a personal computer and designating equipment processing to produce digital printing plates.<br> 
· Prepare files for imaging using specialized software applications in plate making process, convert and transmit electronic files.<br>
· Image files, maintain output devices and calibrate if necessary.<br>
· Provide maintenance to keep the equipment functioning properly based on the manufacturer’s specifications.<br>
· Make required service calls and assist technical support to maintain equipment in proper working order.<br>
· Maintain equipment by cleaning parts, individual processing units, changing filters; mix and add chemistry.<br>  
· Troubleshoot software and hardware problems by system diagnostics for malfunction or output quality.<br>
· Read screen errors and follow directions to remedy the problem and place the system back in operation.<br>
<br>
In order to adapt to new technology and process changes following OSP management’s policy and lead:<br>
· Utilize advance production techniques such as computer technology updates from supervisor and/or the manufacturer.<br>
· Navigate the internet and intranet using a web browser and understand the process of downloading and uploading files to retrieve or send files to/from FTP site for further use.<br>
· Study available resource materials.<br>
· Research new technology/hardware/software on the Web and elsewhere making recommendations for purchase and acquisition of new or upgrade to existing equipment.<br>
· Train staff, individually or in groups the various aspects of electronic file preparation workflow and Legislative processes keeping staff informed and up to date with the latest changes and/or information ensuring that all staff process jobs in a similar manner.<br>
· Record accurate job information, material usage and time keeping for job tracking and billing purposes using computer applications such as Logic, Wintrac, Storeroom Inventory system (SRIS), Outlook and STAR systems.<br>
· Use e-mail, manual logs, state forms and documents required in the course of business to communicate production information to internal and external customers alike.<br>
· Work with co-workers and technical support to train yourself and others on the proper use of equipment and plate making procedures.<br>
· Attend instructional classes and develop production notes to clarify processing questions.<br>
· Interface with information technology staff and manufacturer/supplier technical support to diagnose and resolve output problems and resolve software/hardware issues associated with files and equipment.<br> 
· Respond to multiple work priorities.<br>
· Analyze critical and problematic situations.<br>
<br>
In order to load, unload, prepare and store related material and chemistry:<br>
· Use approved techniques to ensure safe practices required by the State Fire Marshall’s Office, OSP management, and the Health and Safety Coordinator.<br>
<br>
MARGINAL FUNCTIONS<br>
<br>
In order to store, retrieve and expose imposed digital plate making for use as requested by the client:<br>
· View data on computer monitor which are identified on the job ticket as stored files and cataloged by press and job number.<br>
<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 work loads.<br>
<br>
KNOWLEDGE AND ABILITIES<br>
Knowledge of:<br>
Methods, materials, and equipment used in lithographic platemaking; principles of offset printing; layout, markup, imposition and data processing.<br>
<br>
Ability to:<br>
Read and write English at a level required for successful job performance; maintain a high quality of plates for use of lithographic presses; maintain equipment and practice good housekeeping; instruct assistants; work independently; analyze situations and take effective action.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Willingness to work overtime.<br>
<br>
Interpersonal Skills<br>
· The ability to proficiently work independently or as a team member with co-workers and management.<br>
· Work cooperatively and interact courteously with all levels of staff, customers, vendors and other parties.<br>
· Understand and follow DGS and OSP policies and procedures at all times.<br>
· Understand written and verbal instructions and communication.<br>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<br>
Work Expectations:<br>
· Consistently exercise a high degree of efficiency, conscientiousness and professionalism in performing assigned tasks.<br>
· Daily use of a computers, phone, fax, copiers and general office equipment.<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>
· Ability to work in a climate controlled environment; and to work in subdued lighting conditions.<br>
· Ability to work various shifts (days, evenings or nights) weekends, holidays and overtime.<br>
· Maintain a clean and organized work environment including storage of equipment, supplies and personal belongings.<br>
· Requires working in a noisy and dusty industrial facility.<br>
· Appropriate dress according to work environment.<br>
<br>
Physical Abilities:<br>
· Work around chemicals and odors.<br>
· Exert up to 50 pounds of force frequently to move heavy objects.  Lift with assistance or using pallet movers and hand trucks to move to proper storage areas.<br>
· Requires standing for extended periods of time.<br>
· Requires vision with near and far acuity.<br>
Mental Abilities:<br>
· Requires the ability to effectively 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>
· 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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