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FINAL TASK LISTING

                                                      CLASS:  DIGITAL COMPOSITION SPECIALIST I
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Creates less complex forms, envelopes, business cards, brochures, documents, etc. for publishing utilizing various computer platforms and software applications in compliance with State, Federal, and/or Postal rules and regulations, and the Department of General Services (DGS) internal policies and procedures. 

	2. 
	Converts electronic files among platforms using various software programs for publishing in compliance with the Department of General Services (DGS) internal policies and procedures.

	3. 
	Prepares electronic files for output which could include files separated for color, tonal adjustment, and/or step and repeat utilizing various software programs for publishing in compliance with State, Federal, and/or Postal rules and regulations, and the Department of General Services (DGS) internal policies and procedures.

	4. 
	Maintains file integrity for document version control utilizing various computer platforms and software applications in compliance with State, Federal, and/or Postal rules and regulations, and the Department of General Services (DGS) internal policies and procedures.

	5. 
	Reviews less complex forms, envelopes, business cards, brochures, documents, etc. to identify errors in grammar, style and syntax, etc. utilizing proofreaders in compliance with State, Federal, and/or Postal rules and regulations, and the Department of General Services (DGS) internal policies and procedures.

	6. 
	Applies and understands grammar, style and syntax, etc. for less complex forms, envelopes, business cards, brochures, documents, etc. using OSP’s Style and Procedure manual and/or external customers’ required specifications in compliance with State, Federal, and/or Postal rules and regulations, and the Department of General Services (DGS) internal policies and procedures.

	7. 
	Navigates various files through directory structures and networked systems using various software programs and platforms to process files. 

	8. 
	Scans hard copy text to create electronic equivalent using optical character recognition software.

	9. 
	Scans camera-ready copy to produce an electronic file for use in a page layout program.  

	10. 
	Communicates with internal customers using computer programs, written documentation, telephone, faxes, time management system, etc. to relay information/job status in compliance with the Department of General Services (DGS) internal policies and procedures.

	11. 
	Verifies job specification ticket against output for quality control purposes in compliance with the Department of General Services (DGS) internal policies and procedures.

	12. 
	Keyboards data for publishing utilizing various computer platforms and software applications in compliance with the Department of General Services (DGS) internal policies and procedures.

	13. 
	Photocopies documents for distribution to internal/external customers in compliance with the Department of General Services (DGS) internal policies and procedures.

	14. 
	Reads copy with proofreader to ensure content integrity in compliance with the Department of General Services (DGS) internal policies and procedures.

	15. 
	Studies applicable resource materials to keep updated on software programs using digital files and printed materials.

	16. 
	Maintains imagesetters, processors, printers, etc. for system efficiency and quality assurance using various chemicals and tools in accordance with the Department of General Services (DGS) internal policies and procedures and CalOSHA safety guidelines.

	17. 
	Maintains workstation and files, etc. for system efficiency and quality assurance using various system tools in accordance with the Department of General Services (DGS) internal policies and procedures.

	18. 
	Orders supplies for office use utilizing inventory management system in accordance with the Department of General Services (DGS) internal policies and procedures.

	19. 
	Works closely with journey level DCS II and III to acquire understanding of higher-level daily tasks in accordance with the Department of General Services (DGS) internal policies and procedures.

	20. 
	Prepares basic page imposition to meet printing and finishing process specifications using various software programs for publishing in compliance with the Department of General Services (DGS) internal policies and procedures.

	21. 
	Touch-up digital images to repair imperfections introduced in the scanning process.
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