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                                                      CLASS:  PRINTING TRADES ASSISTANT I

     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	1. 
	Loads boxes and stacks printed products by hand onto appropriate pallets to ensure correct job request is provided to the appropriate customer under the direction of the immediate supervisor and using OSP’s safety procedures.

	2. 
	Reads and understands job ticket instructions before working job to ensure product requests are met as needed by the client.

	3. 
	Loads tables, bins, conveyors and opens bundled signatures for continuous operation of equipment under the direction of the immediate supervisor and using OSP’s safety procedures.

	4. 
	Assists in utilizing the Logic system for scheduling workflow of jobs through the bindery in order for the Customer Service Representatives and other staff to view project deadlines and to complete information for billing under the direction of the immediate supervisor.

	5. 

	Locates and consolidates job components for bindery and mail processing using the Logic system and pallet jacks under the direction of the immediate supervisor.

	6. 
	Routes incoming jobs to proper staging areas to ensure job is ready for production using pallet jacks, rolling tables, etc. under the direction of the immediate supervisor.

	7. 
	Prepares packaging labels and load tags per job ticket in order for operators to process products by using computers, markers, pads, etc. per customer specifications.

	8. 
	Assists in the operation and maintenance of equipment to keep machines operational using hand tools under the direction of the immediate operator or machinist.

	9. 
	Maintains supplies and equipment parts in order to maintain inventory level using various software programs under the direction of the immediate supervisor.

	10. 
	Organizes shipping cartons by stock number/size to identify sizes for staff use by hand under the direction of the immediate supervisor.

	11. 
	Inspects product for quality to ensure customer satisfaction in accordance with OSP’s quality control procedures as needed.

	12. 
	Organizes the various pallets by size for use by various press configurations by hand under the direction of the immediate supervisor.

	13. 
	Empties trash cans into appropriate bins to ensure a clean work area as needed.

	14. 
	Sweeps and mops to ensure a clean work area in accordance with OSP safety procedures.

	15. 
	Operates load movers, tape machines, bundling machines, tying machines, strapping machines, load lifts and sheet counting machines by hand in accordance with OSP safety procedures.

	16. 
	Re-paints safety lines for staging areas of equipment, pallet areas and safety zones, etc. in order to stage bindery materials and for safety purposes in accordance OSP safety procedures.

	17. 
	Inserts chipboard for pads in equal increments according to customer specifications.
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