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                                                    CLASS: Printing Process and Operation Supervisor	

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



	[bookmark: _GoBack]
	Knowledge of:

	K1. 
	Intermediate knowledge of current technology, materials, quality control, costs and production methods/planning used in the printing industry in order to conduct sales, estimating, planning and production of printed products and publications.

	K2. 
	Intermediate knowledge of information technology programs and software in order to conduct sales, estimating, planning and production of printed products and publications.

	K3. 
	Basic knowledge of State policy, procedures, laws, and regulations pertaining to printing, forms management, document retention, recycling directives, the Library Distribution Act and State style manuals in order to conduct sales, estimating, planning and production of printed products and publications.

	K4. 
	Basic knowledge of advertising and marketing trends in order to promote products and services.

	K5. 
	Basic knowledge of contract procedures in order to accurately bill and manage contracts.

	K6. 
	Intermediate knowledge of printing industry measurement tools and processes in order to conduct sales, estimating, planning and production of printed products and publications.  

	K7. 
	Intermediate knowledge of digital printing processes and technology in order to conduct sales, estimating, planning and production of printed products and publications.

	K8. 
	Intermediate knowledge of cost estimation methods and production time scheduling in order to accurately produce printing products in the most cost effective and efficient manner.

	K9. 
	Basic knowledge of government organizations, and mandates in order to conduct sales, estimating, planning and production of printed products and publications.

	K10. 
	Basic knowledge of mathematics and its applications in order to conduct sales, estimating, planning and production of printed products and publications.

	K11. 
	Basic knowledge of accounting principles and practices and the analysis and reporting of financial data in order to accurately bill.

	K12. 
	Basic knowledge of media production, communication, and dissemination techniques and methods in order to conduct sales, estimating, planning and production of printed products and publications.

	K13. 
	Basic knowledge of principles and methods of distribution in order to deliver goods and products in the most cost effective and efficient manner.

	K14. 
	Intermediate knowledge of principles and processes for providing customer and personal services in order to conduct sales, estimating, planning and production of printed products and publications.

	K15. 
	Basic knowledge of printing and mailing product design for customer consultation.

	K16. 
	Basic knowledge of principles, practices and trends of public and business administration in order to conduct sales, estimating, planning and production of printed products and publications.

	K17. 
	Basic knowledge of principles and practices of employee supervision, development and training in order to conduct sales, estimating, planning and production of printed products and publications.

	K18. 
	Basic knowledge of administration and departments goals and policies in order to conduct sales, estimating, planning and production of printed products and publications.

	K19. 
	Basic knowledge of Equal Employment Opportunity Program Objectives to ensure fairness in work place.

	K20. 
	Basic knowledge of managers role in the Equal Employment Opportunity Program the processes available to meet equal employment opportunity objectives.



	




	Ability to:

	A1. 
	Ability to use current information technology tools effectively in order to conduct sales, estimating, planning and production of printed products and publications..

	A2. 
	Intermediate ability to make schedule modifications that reflect current printing and publishing criteria in order to conduct sales, estimating, planning and production of printed products and publications.

	A3. 
	Intermediate ability to interpret customer work specifications correctly in order to conduct sales, estimating, planning and production of printed products and publications.

	A4. 
	Ability to effectively communicate and train customers in printing techniques and requirements in order to conduct sales, estimating, planning and production of printed products and publications.

	A5. 
	Intermediate ability to produce production instructions that currently define the desired printed product in order to conduct sales, estimating, planning and production of printed products and publications.

	A6. 
	Ability to maintain effective working relationships in order to conduct sales, estimating, planning and production of printed products and publications.

	A7. 
	Ability to effectively analyze and resolve problems accurately and interpret a variety of instructions in order to conduct sales, estimating, planning and production of printed products and publications.

	A8. 
	Ability to effectively produce completed staff work in order to conduct sales, estimating, planning and production of printed products and publications.

	A9. 
	Ability to effectively work independently and a team environment in order to conduct sales, estimating, planning and production of printed products and publications.

	A10. 
	Ability to effectively work under pressure and/or stressful situations within time constraints in order to conduct sales, estimating, planning and production of printed products and publications.

	A11. 
	Ability to creatively market product and services in order to conduct sales, estimating, planning and production of printed products and publications.

	A12. 
	Ability to effectively think analytically, creatively, strategically, and practically in order to conduct sales, estimating, planning and production of printed products and publications.

	A13. 
	Ability to effectively communicate orally and in writing with all levels of personnel contacted in the work environment for successful job performance.

	A14. 
	Basic ability to make accurate mathematical computations in order to conduct sales, estimating, planning and production of printed products and publications.

	A15. 
	Ability to effectively estimate, plan, and project manage complex printing projects in order to produce printed projects in a cost effective and efficient manner.

	A16. 
	Basic ability to review and edit written reports, utilize interdisciplinary teams effectively in the conduct of studies.

	A17. 
	Intermediate ability to manage a complex printing process and operations program in order to conduct sales, estimating, planning and production of printed products and publications.

	A18. 
	Ability to effectively establish and maintain project priorities in order to conduct sales, estimating, planning and production of printed products and publications.

	A19. 
	Ability to develop and effectively utilize all available resources in order to conduct sales, estimating, planning and production of printed products and publications.

	A20. 
	Ability to effectively contribute to the Department’s equal employment opportunity objectives to ensure fairness in work place.

	A21. 
	Ability to direct and train a staff in a printing process and operations program in order to conduct sales, estimating, planning and production of printed products and publications.













_____________________________________

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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