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FINAL TASK LISTING

                                                      CLASS:  Printing Process and Operation Supervisor
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Develops promotional information and/or presentation materials for specific market audiences in order to promote products and services offered by OSP utilizing computers, graphic design services, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	2. 
	Initiates or replies to customer’s inquiries received or distributed as mail, email, fax, phone and personal contacts in order to provide customer service to all State, city, counties, or federal agencies  under the direction of the Program Manager, Printing Services, and State Printer.

	3. 
	Provides printing and publishing consultation services to all State, city, counties, or federal agencies  in order to develop specifications and ensure timely delivery of printing and publishing services utilizing various computer software, email, fax, phone, State Administrative Manual, Purchasing Authority Manual, State Contracting Manual, California State Contracts Register, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	4. 
	Develops specifications for projects (e.g., conceptualizes, develops comprehensive project models, defines scope specifications of projects or programs, plans, diagrams and arranges required elements of project components, estimates average hourly speed and/or rate of production equipment and services.) in order to provide detailed proposal documents to customers and production staff utilizing various computer software, State Administrative Manual, Purchasing Authority Manual, State Contracting Manual, California State Contracts Register, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	5. 
	Plans print projects, advertising projects, fulfillment projects, mass mailing projects, vend-out projects, etc. in order to provides detailed written instructions to production staff utilizing various computer software, State Administrative Manual, Purchasing Authority Manual, State Contracting Manual, California State Contracts Register, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	6. 
	Estimates print projects, advertising projects, fulfillment projects, mass mailing projects, etc. in order to provide detailed written specifications and cost and time analysis to the customer and production staff utilizing various computer software, State Administrative Manual, Purchasing Authority Manual, State Contracting Manual, California State Contracts Register, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	7. 
	Acts as liaison between the customer and production staff in order to define and ensure specification accuracy and timely delivery utilizing markup lasers, proofs, disc information, scheduling and cost analysis information, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	8. 
	Reviews proofs with customers to assure product is constructed correctly for proposed method of manufacturing utilizing analytical skills, industry standards, various software computers, etc. under the direction of the Program Manager, Printing Services, and State Printer. 

	9. 
	Provides documentation and reports alteration costs to customer and OSP accounting to assure product is constructed correctly for proposed method of manufacturing utilizing analytical skills, industry standards, various software computers, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	10. 
	Resolves production problems with internal staff in order to define and ensure specification accuracy and timely delivery utilizing negotiation skills, manufacturing analysis, Purchasing Authority Manual, State Contracting Manual, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	11. 
	Produces reports (e.g., project, sales, costs, production, estimating, etc.) for review of either sales, etc. of a specific account or project utilizing various software programs, production logs, historical documentation, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	12. 
	Conducts presentations for specific market audiences in order to promote products and services offered by OSP utilizing computers, graphic design services, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	13. 
	Participates in staff and/or production meetings in order to represent the planning/estimating, advertising, scheduling or customer service departments utilizing all compiled information under the direction of the Program Manager, Printing Services, and State Printer.

	14. 
	Participates in training in order to keep up with industry trends and technology changes utilizing various training programs under the direction of the Program Manager, Printing Services, and State Printer.

	15. 
	Conducts customer and/or internal training in order to assist customers and internal staff with industry trends and technology changes utilizing various computer software, printed materials, oral presentations, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	16. 
	Conducts cost analysis and tracks contract expenditures on in-progress and completed projects in order to accurately bill, cover production costs and resolve billing discrepancies utilizing various computer software, reports, calculator, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	17. 
	Promotes advertising benefits to target customer audiences utilizing various software programs, reports, oral presentations, publishing representative contract, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	18. 
	Performs office and field work travel to customer’s locations in order to review and pick up proofs and related materials and present products and services utilizing State Travel Manual, Vehicle, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	19. 
	Acts as Project Manager in order to complete a large and sensitive printing project which meets the needs of the customer following the established procedures under the direction of the Program Manager, Printing Services, and State Printer.

	20. 
	Contacts advertising prospects in order to place paid advertising in state publications following leads attained through industry publications and established customers or developed through other sources under the direction of the Program Manager, Printing Services, and State Printer.

	21. 
	Prepares sales promotional letters and rate sheets in order to sell advertising space in state publications utilizing various software programs, reports, oral presentations, publishing representative contract, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	22. 
	Schedules production and revises schedule from receipt of print project to shipping in order to maximize available resources and customer requirements of delivery (e.g., availability of stock, equipment hours, mandated deadlines, etc.)  utilizing various software programs, reports, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	23. 
	Maintains estimating software system in order to remain current with industry standards and the acquisition of new equipment utilizing various software programs, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	24. 
	Advises management on competitive pricing and market trends in order to identify new products, etc. utilizing trade publications, customer account consultations, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	25. 
	Investigates customer complaints in order to recommend appropriate action utilizing reports, historical documents and proofs, production analysis, etc. under the direction of the Program Manager, Printing Services, and State Printer.


	26. 
	Develops sales forecasts in order to estimate production time utilizing historical documents, estimates, customer consultation, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	27. 
	Develops master schedules in order to establish time limits and sequences of manufacturing operations utilizing estimates, various software programs, historical documents, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	28. 
	Provides input to management in order to reschedule projects interfacing with sales, estimating, planning, production, and scheduling units under the direction of the Program Manager, Printing Services, and State Printer.

	29. 
	Notifies procurement of the need for production materials in order to ensure timely delivery and meet customer specifications utilizing phones, email, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	30. 
	Researches and evaluates studies, surveys, and reference materials to provide recommendations/alternatives to management on pricing, product development, etc. using data gathered from all available sources (public and private entities, other State agencies, departmental reports, etc.) under the direction of the Program Manager, Printing Services, and State Printer.

	31. 
	Reviews, analyzes and develops proposed legislation to meet the business needs of the Department by utilizing departmental policies, current laws, rules and regulations, proposed and existing legislation, knowledge of the legislative process, writing skills, various computer software programs, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	32. 
	Develops and maintains website (intranet, and internet) content and organization to provide information to meet business needs for internal and external customers using various computer software technology, writing skills, organizational skills, reference materials, and technical experts, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	
	SUPERVISORY TASKS

	33. 
	Conducts staff meetings in order to communicate information necessary for job performance and or to discuss and resolve issues pertinent related work unit utilizing all compiled information, various resources/skills, etc. under the direction of the Program Manager, Printing Services, and State Printer.

	34. 
	Establishes and implements consistent performance standards and expectations to ensure uniformity of products and services utilizing various resources (e.g. employee performance evaluations, policies, procedures, collective bargaining contracts, laws, rules, communication skills, etc.) as needed.

	35. 
	Plans, organizes and directs the work activities of staff to provide quality services, to achieve operational efficiency, and mitigate potential risks to the Department utilizing effective management skills/tools (e.g. communication, project management, workload tracking/monitoring, staff development, etc.) on a daily basis.

	36. 
	Recognizes the efforts and accomplishments of staff to promote morale, achieve operational efficiency and provide a safe and productive work environment utilizing various resources/techniques (e.g. communication skills, interpersonal skills, formal/information acknowledgement, etc.) as appropriate.

	37. 
	Evaluates and provides feedback to staff to aid in their professional development and to ensure performance objectives/standards are met utilizing various management tools (e.g. monitoring work assignments/behaviors, performance evaluation, communication, training, etc.) on an on-going basis.

	38. 
	Promotes the Department’s Equal Employment Opportunity program in the hiring process and maintains a work environment that is free of discrimination and harassment utilizing various resources (e.g. training, state and federal laws and rules, regulations, policies, procedures, etc.) on a daily basis.

	39. 
	Facilitates the hiring process by conducting interviews, evaluating and recommending candidates for appointment utilizing various methods of filling vacancies (e.g., certification lists, transfers, training and development assignments, reinstatements, etc.) as needed under the direction of the Program Manager, Printing Services, and State Printer.

	40. 
	Interprets and administers provisions of collective bargaining agreements to ensure compliance in the course of supervising represented employees utilizing various resources (e.g., collective bargaining contracts, Labor Relations Officer, Department of Personnel Administration, etc.) as needed.

	41. 
	Establishes goals and objectives to ensure operational effectiveness by providing relevant, reliable and timely information for the department to fulfill its mission by utilizing various resources (e.g., strategic plan, expertise, laws, rules, court decisions, stake holders, etc.) as needed.

	42. 
	Apprises management of status and progress of unit operations, including the delivery of products and services, issues or problems with potential impact on the completion of work assignments/projects, and/or the meeting of departmental and unit goals and objectives utilizing various resources/skills (e.g., communication, interpersonal skills, reports, program analysis, etc.) on an on-going basis.

	43. 
	Conducts meetings and/or participates as a member of various committees with departmental employees or employees from other agencies to achieve desired outcomes or objectives utilizing various resources/skills (e.g., communication, interpersonal skills, tact, diplomacy, professionalism, expertise, etc.) as needed.

	44. 
	Oversees staff in negotiating with vendors and service provides regarding delivery dates, price, and the resolution of problems utilizing various resources/skills (e.g., Contract Management and Administrative Services Manual, Contracts/Business Services Unit, State Administrative Manual, communication skills, etc.) as needed.

	45. 
	Maintains an accurate reporting to the State Controllers Office for issuance of correct payroll warrants of subordinate staffs, staff’s time or accurate reporting to the Office of Fiscal Services for the billing of services for clients utilizing the various software programs, etc. in accordance with DGS policies and guidelines, MOU provisions, etc. 
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