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                                                    CLASS:  Digital Composition Specialist III	

       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. 
	Proper punctuation, spelling, and grammar for reviewing and preparing all internal/external publications as required by job complexity.

	K2. 
	Basic printing typography including fonts, point sizes, and spacing for reviewing and preparing all internal/ external publications as required by job complexity. 

	K3. 
	Page layout software to assemble pages for building publications as required by the evolving publications industry.

	K4. 
	Computer operating systems for all job assignments as required by the evolving industry.

	K5. 
	Basic printing and publishing terminology for internal/external communications and job processing.

	K6. 
	Proper equipment maintenance for process control as required by the evolving industry.

	K7. 
	Page design/software to assemble page elements for building publications as required by the evolving publications industry.

	K8. 
	Basic mathematical computations as specified by job projects.

	K9. 
	Basic principles, capabilities, and operation of computer systems to perform your job duties as required by the evolving industry.

	K10. 
	Inks, paper, and other material used in publication manufacturing processes as required by job complexity.

	K11. 
	Preparation of materials to be used in publishing to analyze job specifications before processing a job request.

	K12. 
	Methods, equipment, and materials used in form design and layout techniques, composition, offset printing, finishing, and electronic publishing.

	K13. 
	Color theory for viewing, developing and editing graphic elements as required by job complexity.

	K14. 
	Color separation and imposition for printing processes.

	K15. 
	Computer networks to receive/transmit electronic files between workstations, servers, and printers.

	K16. 
	Color separations for 4-color process printing publications.

	K17. 
	Basic Computer programming techniques for job processing.

	K18. 
	Basic relational databases for job processing.

	K19. 
	Computer software as it applies to printing/publishing as required by the evolving industry.



	




	Skill in:

	S1. 
	Typing for all job duties as required by job complexity.




	




	Ability to:

	A1. 
	Communicate effectively with internal/external customers.  

	A2. 
	Learn and apply office policies, rules, regulations, and procedures to perform all duties.

	A3. 
	Follow oral and written directions to perform all duties.

	A4. 
	Use specialized software applications in the composition of various publications.

	A5. 
	Convert and transmit electronic files as required for job processing.

	A6. 
	Respond to multiple work priorities to allow for changes in workflow. 

	A7. 
	Independently plan, typeset, and prepare copy for publications.

	A8. 
	Prepare files for imaging and/or web publication.

	A9. 
	Identify software/hardware problems associated with the creation and production of text and graphics.

	A10. 
	Interpret job specifications for applying and processing work.

	A11. 
	Select and apply page imposition per job specifications.

	A12. 
	Maintain output devices and may calibrate if necessary for process control.

	A13. 
	Create files suitable for electronic publishing.

	A14. 
	Create digital proofs for client approval.

	A15. 
	Train other staff on software application and development of forms and publications.

	A16. 
	Consult with customer on proper file preparation for the publication process.

	A17. 
	Analyze critical and problematic situations and make recommendations for appropriate action.

	A18. 
	Identify and resolve basic software/hardware issues.

	A19. 
	Discern key issues from complex production problems and develop or negotiate effective solutions.

	A20. 
	Identify system/equipment incompatibilities to keep up with evolving industries.

	A21. 
	Instruct customers in all technical aspects of file preparation for efficient processing.

	A22. 
	Perform complex electronic file conversions while maintaining data integrity.

	A23. 
	Perform basic programming for the most complex publishing needs.

	A24. 
	Type accurately as required by job complexity.





	




	Special Personal Characteristics:

	SPC1. 
	Willingness to work at night and overtime.

	SPC2. 
	Willingness to color vision sufficient to perform the essential functions of the job.

	SPC3. 
	Willingness to work as a member of a team.

	SPC4. 
	Willingness to work cooperatively and interact courteously with all levels of staff, customers, vendors and other parties.










_____________________________________

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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