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FINAL TASK LISTING

                                                      CLASS:  Digital Print Operator II
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Operates and maintains high speed digital and finishing equipment on-line and off-line (e.g., black and white digital printers and a color printer, Perfect Bind, Signature Booklet Maker equipment, trimming and cutting equipment, etc.) in order to meet customer’s specifications using Logic under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.

	2. 
	Reads and interprets Job Order (ticket) instructions in order to verify that the information will exactly meet the job requirements utilizing computers, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	3. 
	Makes the proper adjustments to maintain the digital printing equipment in order to assure ongoing product quality using proper equipment tools, manufacturer’s equipment manuals, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	4. 
	Performs preventive maintenance and minor repair in order to assure ongoing product quality using proper equipment tools, manufacturer’s equipment manuals, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.     

	5. 
	Makes service calls on all digital print and finishing equipment to ensure efficient operation as required by Original Equipment Manufacturer (OEM) using the telephone and/or computer.

	6. 
	Maintains a Service Log to record all service activity on all equipment using pens, pencils, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	7. 
	Scans the customer’s hard copy using scanning equipment and manipulating the scanned image to produce electronic files under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	8. 
	Manipulates electronic files, impose, establish job rules needed in order to print the job using computers, printers, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.    

	9. 
	Proofs output material for accuracy using computers and hard copy under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	10. 
	Retrieves digital files from various servers, FTP, E-mail, and customer disks to prepare files for digital printing under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	11. 
	Fills out equipment and Job Progress Logs as required to track various jobs using paper, pencils, pens, computers, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	12. 
	Trains staff as required to produce finished product for customers using computers, various OSP manuals, printers, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	13. 
	Serves as lead DPO II as required under the direction of the Associate Printing Plant Superintendent (APPS).  

	14. 
	Orders supplies (e.g., materials) in order to complete assignments using computer under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  

	15. 
	Conducts inventories on all materials in order to track items using computers, paper, pencil, etc. under the direction of the Associate Printing Plant Superintendent (APPS) or lead operator.  
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