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	EMPLOYMENT
       OPPORTUNITY
	1.  RPA #
[bookmark: Text85]009239;9240 –OSP 14/15 FY
ANALYST’S INITIALS
NSW
DATE
10/24/14


	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
BOOKBINDER III (2 POSITIONS)
	POSITION NUMBER
[bookmark: Text83][bookmark: Text19]331-402-7401-XXX;002
	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
$3,847.00
TO
$3,963.00
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
RPAs #009239;9240-OSP
	REPORTING LOCATION OF POSITION
[bookmark: Text81]344 North 7th Street, Sacramento, CA 95811
	

	
	SHIFT AND WORKING HOURS
 - 10:25 PM to 6:30 AM
	

	
	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]Darrell Fernandez, Associate Printing Plant Superintendent
	FILE BY
11/04/14



	Please reference RPAs #009239;9240-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>
· [bookmark: _GoBack]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>
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>
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, California Code of Regulations, and the State Administrative Manual.<br>

DUTIES<br>
Under direction of the Associate Printing Plant Superintendent and/or lead Bookbinder IV, the incumbent is responsible for operating equipment and performing bindery forwarding and finishing work within the Office of State Publishing.<br>
<br>
ESSENTIAL FUNCTIONS<br>
Performs the work ensuring product requests and customer specifications are met following OSP procedures and the customer’s job ticket: <br>
· Read and understand the job ticket instructions.<br>
· Ensure product requests and customer specifications are met by checking samples.<br>
· Check for discrepancies by using calculators, tape measures.<br>
· Receive on-line or verbal clarification from the Customer Service Representative or Planner.<br>
· Perform control functions ensuring that finished product meets customer specifications.<br>
· Inspect products for quality and deformities.<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 III (2 positions)
	POSITION NUMBER
331-402-7401-XXX;002
	RPA NUMBER
009239;9240-OSP
14/15 FY 
	FILE BY
11/04/14

	· Set-up and operate various folders and in-line attachments such as banders and shrink wrap, and material handling equipment to produce a quality product on time and will satisfy the customer.<br>
· Move plates, make pressure adjustments to rollers, and recognize paper types, size and design.<br>
· Set-up and operate the Kirk Rudy and Prism ink jet addressing machine.<br>
<br>
Makes adjustments to equipment (Kirk Rudy and Prism to Ink jet addressing machine) based on the size of the material and to adjust the size of the address label as needed on the computer according to the job ticket, the United States Postal Service specifications and OSP guidelines:<br>
A crew is required to run the Kirk Rudy and Prism to Ink jet addressing machine and ensure large jobs are mailed out properly; using hand tools such as Allan wrenches, screwdrivers, gauges etc.<br> 
· Set-up and run the gather-alls (also will require a crew) when running legislative plant mail and mass mail.<br>
· Fulfill subscriptions and job ticket requests by making adjustments to material sizes setting up stitcher and folders, adjusting length of stitch and thickness and adjusting tension of rollers according to the Legislature and other client agencies requests.<br>
<br>
Keeps equipment operational to its fullest capabilities and provide our customers with a quality product in a timely manner as needed per OSP requirements and the manufacturer’s specifications:<br>
· Perform maintenance on Bindery equipment.<br>
· Utilize a vacuum preferred or an air hose and compressed air to blow-out the machine and motor filters; break-down: which involves taking apart the equipment, i.e. the rollers, plates and belts; then clean ink build-up and paper dust on rollers, belts and plates with cleaners and oils; and grease gears.<br>
<br>
Ensures proper billing that meet the customer’s requirements following OSP criteria and the Office of Fiscal Services billing process:<br>
· Log and verify job orders; check job and inventory status.<br>
· Take readings from equipment and verify time sheets for accurate production input by entering data in the Logic computer system.  Enter Logic status codes (done codes) at the completion of each job.<br>
· Check inventory supplies based on job requirements.<br>
· Pull samples to show how product output should appear.<br>
· Verify final counts from equipment counters.<br>
· Compare actual time spent on the job against timesheet and estimates. Notify supervisor of discrepancies on estimates that need analyzing. <br>
<br>
Checks for discrepancies utilizing the production logs in order to identify who ran the various jobs ensuring the job has been completed by counting the material according to OSP guidelines.<br>
<br>
Assists in the training of other Bookbinders utilizing hands on training and the use of the Bindery training manual in order to ensure proper use and maintenance of equipment resulting in high productivity and quality according to OSP guidelines and the manufacturer’s specifications.<br> 
<br>
Identifies products for shipping to the appropriate customer following Bindery guidelines:<br>
· Create load tags and labels to identify products for shipping and to ensure the proper mailing of material which allows the customer to identify the material and quantity.<br>
· Utilize label maker to create labels and label the boxes.<br>
· Bundle the material as needed and fill trays of folded material for Mass Mail based on the customer’s specifications.<br>
<br>
MARGINAL FUNCTIONS<br>
Ensures production operation continues and quality control is maintained for consistency following OSP policy:<br>
· Fill in and perform lower classification work as needed.<br>
· Load tables, bins or conveyors and open bundled signatures for continuous operation of equipment by operator; use strap cutters, box knives, pallet jacks, pallets tape, bow knives, boxes, little David tap machine and labels.<br>
· Physical labor is required to use a pallet jack or iron man lift to adjust the box stacking height based on information on the job ticket, total count of items and customer’s needs and specifications.<br>
· Attend health and safety meetings.<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>

KNOWLEDGE AND ABILITIES<br>
Knowledge of:  <br>
Basic math; methods, materials, tools, and equipment of average complexity used in general bookbinding, job forwarding, and hand finishing.<br>
<br>
Knowledge of and skill in:<br>  
The operation, adjustment, and maintenance of bookbinding equipment of average complexity.<br>
<br>
Ability to:  <br>
Communicate effectively; bind books by hand; set up and operate small buckle folders, sheet counters, board cutters, addressing machines, gatheralls, and hand stamping machines; move and/or lift up to 50 pounds.<br>
<br>
DESIRABLE QUALIFICATIONS<br>
Special Personal Characteristics<br>
· Interest in and aptitude for printing plant work.<br>
· Ability to set-up and operate all equipment within their classification.<br>
· Math skills and the ability to read a tape measure accurately.<br>
· Possess good leadership skills; ability to make good decisions; identify problems and recommend solutions.
· Must have basic computer skills.<br>
· The ability to work overtime daily, weekends and holidays consistent with Unit 14 M.O.U.<br>
<br>
Interpersonal Skills<br>
· Communicate in a clear and concise manner and maintain confidentiality.<br>
· Follow written and oral instructions and procedures.<br>
· Work as a team member with co-workers and management.<br>
· Work independently as needed.<br>
· Willingness to share knowledge in a lead capacity.<br>
· Understand and follow DGS, OSP policies and procedures.<br>
· Get along with others and have good interpersonal skills.<br>
· Read and understand job orders (tickets) and assist in following and implementing.<br> 
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES <br>
Work Expectations:<br>
· Self-motivated and responsible.<br> 
· Demonstrate good attendance.<br>
· Punctuality: 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>
· Be a self-starter and able to work with minimal direction.<br>
· Prioritize jobs and organize time; motivate others and set a good example.<br>
· Motivate others and set a good example.<br>
· Support supervisor and management decisions.<br>
· Be efficient and conscientious, professional and courteous.<br>
· Dependable and reliable to meet work schedule requirements.<br>
· Possess a positive attitude and be alert.<br>
· Be open-minded and flexible to ideas and solutions.<br>
· Alert operator and/or supervisor when a bad product is produced.<br>
· Produce a high amount of quality work with accuracy and attentiveness to detail.<br>
· Assess part needs and report to your supervisor (slitters, knifes, perforation wheels, etc.).<br>
· Assume responsibility for customer service suggestions and improvements.<br>
· Work various shifts (day, evening or night).<br>
· Work in a production environment with exposure to unusual elements such as dust, fumes and unpleasant odors.<br>
· Work under noisy conditions (hearing protection provided).<br>
· Maintain an organized work area including storage of equipment, supplies and personal belongings.<br>
· Appropriate dress according to office 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>
· Maintain manual dexterity, physical agility and physical conformation necessary to work within restricted spaces and in unusual positions.<br>
· Exert up to 50 pounds of force frequently to lift and move boxes. <br>
· Work in close proximity to moving, mechanical parts.<br>
· Ability to stand, walk, pull, push, bend at the neck and waist, stoop, squat, kneel, twist at the neck and waist, reach extending hands and arms and reach below arm level.<br>
· Repetitive movement, simple and power grasping, requires fine motor skills/dexterity to manipulate small components and controls.<br>
<br>
Mental Abilities:<br>
· Ability to work under stress and deadlines, and remain calm under pressure.<br>
· Able to make sound rational judgments and decisions.<br>
<br>
Safety:<br>
Follow all safety rules and procedures and is knowledgeable of and practices all safety rules, regulations; understands the Material Safety Data Sheets (MSDS):<br>
Promote safe work practices by all employees.<br>
Promote 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 a tool or materials until you have been trained and authorized.  In addition, do not perform a new task until the associated safety hazards and methods to protect yourself have been explained to you.<br>
· Make sure that loose clothing and long hair is not obstructing equipment.  Long hair must be pulled back and away from moving mechanical parts in equipment.<br>
· Never attempt to operate or use malfunctioning tools or equipment and never attempt to use a tool that is not designed to perform the task you need to do. <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 while maintaining good housekeeping procedures at all times.<br>
· If you see a safety hazard, inform your co-workers and notify your supervisor immediately.<br>
· Report “close calls” or “near misses” to your supervisor; close calls and near misses are accidents that almost injured someone including you.<br>
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