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                                                      CLASS:  OFFSET PRESS ASSISTANT
     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 

	Sets up and operates roll-stand or sheeter feeder and maintains a continuous flow of paper into press for printing products using knives, paper slitters, etc. in accordance with the established procedures as defined in the printing industry.

	2. 
	Maintains proper fountain solution and inks availability for printing products using measuring cups, tools, etc. in accordance with the established procedures as defined in the printing industry.

	3. 
	Assists press operator with the operation of the press and the associated equipment for printing products using tools, etc. in accordance with the established procedures as defined in the printing industry.

	4. 
	Moves, opens and makes up rolls, skids, and pallets of paper for printing products using knives, paper slitters, etc. in accordance with the established procedures as defined in the printing industry.     

	5. 
	Assists and/or install, remove, and properly pack offset blankets for printing products using proper tools, etc. in accordance with the established procedures as defined in the printing industry.     

	6. 
	Bends, packs and installs printing plates for printing products using proper tools, etc. in accordance with the established procedures as defined in the printing industry.     

	7. 
	Gums and cleans plates for printing products using proper tools, etc. in accordance with the established procedures as defined in the printing industry.     

	8. 
	Washes printing units and blankets as needed for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.        

	9. 
	Assists and/or install and properly set ink and water rollers for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.        

	10. 
	Helps to setup, adjust, and maintain a sheeter, folder and rewind delivery systems with all available signature sizes for printing products using proper tools, etc. in accordance with the established procedures as defined in the printing industry.     

	11. 
	Helps set up and maintain gluing/spine softening system for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.           

	12. 
	Sets up web guide systems for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.        

	13. 
	Assists operator in setting and maintaining press registration throughout the job for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.        

	14. 
	Assists the operator to adjust ink and water in a balance for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.           

	15. 
	Assists in webbing paper through press for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.           

	16. 
	Conducts maintenance by adding and changing oil, greasing and simple mechanical repair to presses and related equipment for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.  

	17. 
	Maintains press dampener rollers for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry. 

	18. 
	Recovers dampener with socks/sleeves for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.  

	19. 
	Keeps and maintains supplies and safety items readily available at the press for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.  

	20. 
	Helps maintain waste disposal areas for printing products using various tools in accordance with Environmental Protection Agency, Air Resources Board, etc.

	21. 
	Checks printed product for correct color and consistency  (e.g., too much or not enough ink, water/ink scumming, ink set off, position of printed image, broken/missing/smudged image, wrinkles, etc). and identifies press samples and delivers to Quality Control or proof area for printing products and quality control using proper tools, etc. in accordance with the established procedures as defined in the printing industry.  

	22. 
	Fills outs all appropriate forms using computers, pencils, papers, etc. for record keeping, ordering supplies, etc. in accordance with Department of General Services (DGS), Office of State Publishing (OSP) operations manual, directives of Government Code, CA Code of Regulations, etc. 

	23. 
	Drives a forklift and load movers for printing products in accordance with the established procedures as defined in the printing industry.  
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