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SALARY RANGE:	$3,779-$4,731 – DIGITAL COMPOSITION SPECIALIST II
	$4,158-$5,205 – DIGITAL COMPOSITION SPECIALIST III

FINAL FILING DATE:	JUNE 26, 2015
*WRITTEN TEST DATE:	AUGUST 13, 2015

IT IS AN OBJECTIVE OF THE STATE OF CALIFORNIA TO ACHIEVE A DRUG-FREE STATE WORK PLACE. ANY APPLICANT FOR STATE EMPLOYMENT WILL BE EXPECTED TO BEHAVE IN ACCORDANCE WITH THIS OBJECTIVE SINCE USE OF ILLEGAL DRUGS IS INCONSISTENT WITH THE LAW OF THE STATE, THE RULES GOVERNING CIVIL SERVICE AND THE SPECIAL TRUST PLACED IN PUBLIC SERVANTS.



	WHO MAY APPLY
	This is an OPEN-SPOT: SACRAMENTO examination for the Department of General Services.  Anyone who meets the minimum qualifications as stated below may apply.  Applications will not be accepted on a promotional basis.  Career Credits do not apply.



	HOW TO APPLY

	Applications are available upon request or on the Internet at: http://jobs.ca.gov/pdf/std678.pdf and may be filed in person or by mail.  Resumes alone will not be accepted.  Applications (STD 678) must be POSTMARKED no later than the final filing date.  Applications personally delivered or received via interoffice mail after 5:00 PM on the final filing date will not be accepted for any reason. The examination title must be indicated on the application.  FAXED or EMAILED APPLICATIONS WILL NOT BE ACCEPTED. Submit applications to:

DEPARTMENT OF GENERAL SERVICES
OFFICE OF HUMAN RESOURCES
ATTN:  VANESSA SINGH
MAILING ADDRESS:  P.O. BOX 989052
WEST SACRAMENTO, CA 95798-9052

STREET ADDRESS:  707 3RD STREET, 7TH FLOOR
WEST SACRAMENTO, CA  95605

NOTE:  Accepted applicants are required to bring either a photo identification card or two forms of signed identification to each phase of the examination. 



	QUESTIONS
	If you have questions concerning this announcement, please contact the Department of General Services, Office of Human Resources, Vanessa Singh, Exam Analyst at (916) 376-5443.



	CROSS - FILE -
TWO CLASSES
	If you meet the entrance requirements for both classes listed above, you may file for both examinations on a single application.



	SPECIAL TESTING ARRANGEMENTS
	If you have a disability and need special testing arrangements, mark the appropriate box in Part 2 of the application.  You will be contacted to make specific arrangements.



	REQUIREMENTS
FOR ADMITTANCE TO THE EXAMINATION
	Applicants must meet the experience/education requirements by the final filing date.  Your signature on your application indicates that you have read, understood and possess the qualifications required.  Qualifying experience may be combined on a proportionate basis if the requirements stated below include more than one pattern and are distinguished as “Either I”, or “Or II”, etc.  For example, candidates possessing qualifying experience amounting to 50% of the required time of Pattern I, and additional experience amounting to 50% of the required time of Pattern II, may be admitted to an examination as meeting 100% of the overall experience requirement.

NOTE:  Applications/resumes MUST contain the following information:  "to" and "from" dates (month/day/year), time base, civil service class title(s), and range, if applicable.  College course information MUST include: title, semester or quarter credits, name of institution, completion dates, and degree (if applicable).  Applications/resumes received without this information may be rejected.





SEE REVERSE FOR ADDITIONAL INFORMATION
DIGITAL COMPOSITION SPECIALIST II	RH86/7256	FINAL FILING DATE: JUNE 26, 2015
DIGITAL COMPOSITION SPECIALIST III 	RH84/7258	   

DEPARTMENT OF GENERAL SERVICES        OFFICE OF HUMAN RESOURCES
MAILING ADDRESS:  P.O. BOX 989052       WEST SACRAMENTO, CA  95798-9052      (916) 376-5400
STREET ADDRESS:  707 3RD STREET, 7TH FLOOR       WEST SACRAMENTO, CA  95605
California Relay (Telephone) Service for the Deaf/Hearing Impaired:  From TDD 1-800-735-2929, From Voice 1-800-735-2922




*Subject to change





EXAM TITLE:  DIGITAL COMPOSITION SPECIALIST II & III SERIES	VS: 5/29/2015


	MINIMUM QUALIFICATIONS
	ALL LEVELS:
Equivalent to completion of the twelfth grade.

DIGITAL COMPOSITION SPECIALIST II

Either I
One year of experience in the California state service performing the duties of a Digital Composition Specialist I, Range B.
Or II
Three years of experience in the application of page layout or graphic design software for use in the creation of forms, charts, business cards, letterhead, envelopes, newsletters, announcements, diagrams, brochures, or other publications.
Or III
Two years of experience in the application of page layout or graphic design software for use in the creation of forms, charts, business cards, letterhead, envelopes, newsletters, announcements, diagrams, brochures, or other publications; and possession of a postsecondary certificate of completion of a business or vocational course of study in page layout and/or graphic design software with an emphasis on publishing.

DIGITAL COMPOSITION SPECIALIST III

Either I
One year of experience in the California state service performing the duties of a Digital Composition Specialist II.
Or II
Four years of broad and extensive experience in the application of page layout or graphic design software for use in the creation of forms, charts, business cards, letterhead, envelopes, newsletters, announcements, diagrams, brochures, or other publications.
Or III
Three years of broad and extensive experience in the application of page layout or graphic design software for use in the creation of forms, charts, business cards, letterhead, envelopes, newsletters, announcements, diagrams, brochures, or other publications; and possession of a postsecondary certificate of completion of a business or vocational course of study in page layout and/or graphic design software with an emphasis on publishing.

NOTE:  Applicants using education to meet the minimum requirements MUST provide a copy of their diploma, official/unofficial transcript, statement and/or evaluation from an accredited U.S. college or university with their examination application.



	SPECIAL PERSONAL CHARACTERISTICS
	DIGITAL COMPOSITION SPECIALIST II & III

Willingness to work at night and overtime; color vision sufficient to perform the essential functions of the job; work as a member of a team; and work cooperatively and interact courteously with all levels of staff, customers, vendors, and other parties.



	
THE POSITION
	DIGITAL COMPOSITION SPECIALIST II

The Digital Composition Specialist II is the full journey level for the series. Under direction, incumbents routinely perform complex work utilizing the full range of equipment and software applications. Incumbents consult with clients and make recommendations for creating the desired product. Incumbents independently import or scan text and graphics for manipulation and placement to create the desired effects. The position is responsible for developing a product that is compatible with the chosen method/type of publishing/printing process. Incumbents are also expected to maintain high-tech equipment, troubleshoot software/hardware problems, and may work with programming/technician staff to resolve, develop, and implement procedures to maintain file integrity and version control, research new and updated software and fonts, make recommendations for purchases, assist in preparation for justifications, and train staff. Incumbents may also assume lead responsibilities. 

DIGITIAL COMPOSITION SPECIALIST III

The Digital Composition Specialist III is the advanced journey level of the series. Under direction, incumbents perform the most complex work utilizing high-end software and a variety of equipment in developing layout formats for final publication to meet client specifications. Typical tasks include, but are not limited to, reviewing electronic files and assigning or editing color elements according to specifications; electronically making full range color corrections of full color pictures as directed by the client; reviewing trapping requirements for multicolor and 4-color process work; performing basic programming that guide the user in preparing "intelligent" electronic forms; may encode documents to create coded programs which describe page layouts; and reformatting documents for placement on the Internet. Incumbents exercise the highest degree of judgment in determining the most appropriate technique, preparation, and set up of the electronic file for production, and understanding the key variables to be adjusted. The Digital Composition Specialist III is the troubleshooter for identification of publication problems. 

Positions exist in Sacramento only.



	EXAMINATION INFORMATION
	WRITTEN TEST – WEIGHTED 40%
PERFORMANCE TEST – WEIGHTED 60%

This examination will consist of a Written exam weighted 40% and a Performance exam weighted 60%.  Candidates must pass Part 1 (Written Test) with a minimum rating of 70% to be eligible to participate in Part 2 (Performance Test).  You must pass each phase (Written and Performance) with a 70%.  In order to obtain a position on the eligible list, a combined rating of 70% must be obtained.  COMPETITORS WHO DO NOT APPEAR FOR THE WRITTEN OR PERFORMANCE EXAM WILL BE DISQUALIFIED FROM THE EXAMINATION.

The written exam will be held on August 13, 2015. It is anticipated that the performance exam will be held in September/October 2015. Both exams will be held in Sacramento only.




EXAM TITLE:  DIGITAL COMPOSITION SPECIALIST II & III SERIES	VS: 5/29/2015

	SCOPE
	Candidates should be prepared to answer questions related to the following areas:

DIGITAL COMPOSITION SPECIALIST II
Knowledge of:
1. Proper punctuation, spelling, and grammar
2. Basic printing typography including fonts, point sizes, and spacing
3. Page layout software
4. Computer operating systems
5. Basic printing and publishing terminology
6. Proper equipment maintenance
7. Page design
8. Basic mathematical computations
9. Basic principles, capabilities, and operation of computer systems
10. Inks, paper, and other material used in publication manufacturing processes
11. Preparation of materials to be used in publishing
12. Methods, equipment, and materials used in form design and layout techniques, composition, offset printing, and electronic publishing
13. Color theory
14. Color separation and imposition
15. Computer networks

Ability to:
1. Communicate effectively
2. Learn and apply office policies, rules, regulations, and procedures 
3. Follow oral and written directions
4. Use specialized software applications in the composition of various publications 
5. Convert and transmit electronic files
6. Respond to multiple work priorities
7. Independently plan, typeset, and prepare copy for publication
8. Prepare files for imaging
9. Identify software/hardware problems associated with the creation and production of text and graphics
10. Interpret job specifications
11. Select and apply page imposition
12. Maintain output devices and may calibrate if necessary
13. Create files suitable for electronic publishing
14. Create digital proofs for client approval
15. Train other staff on software application and development of forms and publications
16. Consult with customers on proper file preparation for the publication process
17. Analyze critical and problematic situations and make recommendations for appropriate action

DIGITAL COMPOSITION SPECIALIST III (All of the above and)
Knowledge of: 
16. Color separations for 4-color process printing
17. Basic computer programming techniques
18. Basic relational databases

Ability to: 
18. Discern key issues from complex production problems and develop or negotiate effective solutions
19. Identify system/equipment incompatibilities
20. Instruct customers in all technical aspects of file preparation
21. Perform complex electronic file conversions
22. Perform basic programming



	ELIGIBLE LIST INFORMATION
	OPEN SPOT SACRAMENTO eligible lists will be established for the Department of General Services.  These lists will be abolished 12 months after they are established unless the needs of the service and conditions of the lists warrant a change in this period. 



	VETERANS’
PREFERENCE
	Veterans’ Preference will be granted for this examination. Effective January 1, 2014, in accordance with Government Codes 18973.1 and 18973.5, whenever any veteran, widow or widower of a veteran, or spouse of a 100 percent-disabled veteran achieves a passing score on an open examination, he or she shall be ranked in the top rank of the resulting eligibility list. This section shall not apply to any veteran who has been dishonorably discharged or released.



	GENERAL INFORMATION



It is the candidate’s responsibility to contact the DGS Office of Human Resources at (916) 376-5400 three days prior to the written test date if s/he has not received his/her notice; or three weeks after the final filing date if there is no written test.  
If a candidate’s notice of oral interview or performance test fails to reach him/her prior to the day of the interview due to a verified postal error, s/he will be rescheduled upon written request.
Applications are available at local offices of the Employment Development Department, the Department noted on the bulletin, or on the Internet at http://jobs.ca.gov.
If you meet the requirements stated on the reverse, you may take this examination, which is competitive.  Possession of the entrance requirements does not assure a place on the eligible list.  Your performance in the examination described on the other side of this bulletin will be compared with the performance of the others who take this test, and all candidates who pass will be ranked according to their scores.
The Department of General Services reserves the right to revise the examination plan to better meet the needs of the service if the circumstances under which this examination was planned change.  Such revision will be in accordance with the civil service law and rules and all competitors will be notified.
Examination Locations:  When a written test is part of the examination, it will be given in such places in California as the number of candidates and conditions warrant as determined by the departmental testing office.  Ordinarily, interviews are scheduled in Sacramento, San Francisco and Los Angeles.  However, locations of interviews may be limited or extended as conditions warrant.
Eligible Lists:  Eligible lists established by competitive examination, regardless of date, must be used in the following order:  1) subdivisional promotional, 2) departmental promotional, 3) multidepartmental promotional, 4) servicewide promotional, 5) departmental open, 6) open.  When there are two lists of the same kind, the older must be used first.  Eligible lists will expire from one to four years unless otherwise stated on this bulletin.
General Qualifications:  Candidates must possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others; and a state of health consistent with the ability to perform the assigned duties of the class.  A medical examination may be required.  In open exams investigation may be made of employment records and personal history--fingerprinting may be required.
Veterans’ Preference:  Effective January 1, 2014, in accordance with Government Codes 18973.1 and 18973.5, Veterans’ Preference will be awarded as follows:
1.	Any veteran, widow or widower of a veteran, or spouse of a 100 percent disabled veteran, who achieves a passing score in an entrance examination, shall be ranked in the top rank of the resulting eligibility list.  Any veteran who has been dishonorably discharged or released is not eligible for veteran’s preference.
2.	An entrance examination is defined, under the law, as any open competitive examination.
3.	Veterans’ Preference is not granted once a person achieves permanent civil service status.
Veteran status is verified by the California Department of Human Resources (CalHR). Directions to apply for Veterans’ Preference are on the Veterans’ Preference Application (Std. Form 1093), which is available at http://jobs.ca.gov/Job/VeteransInformation, and the Department of Veterans Affairs.
High School Equivalence:  Equivalent to completion of the 12th grade may be demonstrated in any one of the following ways:  1) passing the General Educational Development (GED) Test; 2) completion of 12 semester units of college-level work; 3) certification from the State Department of Education, a local school board, or high school authorities that the candidate is considered to have education equivalent to graduation from high school; or 4) for clerical and accounting classes, substitution of business college work in place of high school on a year-for-year basis.
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