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                                                    CLASS:  BOOKBINDER IV

       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.
	#
	Knowledge, Skill, Ability
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	Knowledge of:

	K1. 
	Basic knowledge of printing plant equipment, machinery operations and terminology to produce quality bindery work.

	K2. 
	Basic knowledge of types of paper stock and proper methods of paper movement and handling to produce quality bindery work.

	K3. 
	Basic knowledge of the processes for binding Legislative items in order to meet scheduled deadlines.

	K4. 
	Knowledge of reading and  the job ticket effectively to produce quality bindery work.

	K5. 
	Basic knowledge of tools, and equipment used in general bookbinding, job forwarding, and finishing to produce quality bindery work.

	K6. 
	Basic knowledge of the operation, adjustment, and maintenance of bookbinding equipment of average complexity to produce quality bindery work.

	K7. 
	Basic math to produce quality bindery work.



	

	Skill to:

	S1. 
	Basic skill in the operation, adjustment, and maintenance of bookbinding equipment of average complexity to produce quality bindery work.







	




	Ability to:

	A1. 
	Basic ability to communicate effectively to produce quality bindery work.

	A2. 
	Basic ability to follow directions to produce quality bindery work.

	A3. 
	Move and/or lift up to 50 pounds to produce quality bindery work.

	A4. 
	Set up and operate equipment (e.g., small buckle folders, sheet counters, addressing machine, gatheralls, etc.) of average complexity to produce quality bindery work.

	A5. 
	Ability to lead a bindery crew in processes of bindery operations efficiently.

	A6. 
	Ability to work effectively as a team member with co-workers and management for effective bindery operations.

	A7. 
	Ability to work effectively and efficiently under pressure to meet scheduling deadlines.

	A8. 
	Ability to bind books by hand to produce quality bindery work.

	A9. 
	Ability to work independently to produce quality bindery work.

	A10. 
	Basic ability to work on computers to produce quality bindery work.



_____________________________________

Samples:

Willingness to work overtime and on-call hours as required.
Willingness to work rotating shifts (that is, Saturday and or Sunday shifts) in emergency situations on an as-needed basis.
Willingness to work holiday work shifts in emergency situations.
Willingness to climb ladders to heights of approximately 30 feet.
Willingness to work at heights between approximately 30 and 100 feet.
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