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FINAL TASK LISTING

                                                      CLASS:  PRINTING TRADES SPECIALIST TRAINEE
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Operates proper machines for each job requirement to accurately complete the task by hand under the direction of the immediate supervisor.  

	2. 
	Cleans, and makes minor repairs using appropriate tools for the successful and continuing operation of equipment under the direction of the immediate supervisor.  

	3. 
	Lubricates equipment, etc, using appropriate tools for the successful and continuing operation of equipment under the direction under the direction of the immediate supervisor.  

	4. 
	Performs general bindery tasks in the finishing of materials and products with a high degree of quality and quantity for customer satisfaction under the direction job specifications.

	5. 
	Forwards/sorts/distributes miscellaneous job materials to the next appropriate destination in the printing process to help ensure on-time delivery per the job specification under the direction of the immediate supervisor.  

	6. 
	Pulls samples to verify quality by hand under the direction of the immediate supervisor.  

	7. 
	Maintains production logs using manual and/or electronic systems to create quality records under the direction of the immediate supervisor.  

	8. 
	Loads boxes and stacks printed products onto appropriate pallets to ensure correct job request is provided to the appropriate customer using electric lifts, etc. under the direction of the immediate supervisor.  

	9. 
	Loads tables, bins, conveyors and opens bundled signatures for continuous operation of equipment by operator by hand under the direction of the immediate supervisor.  

	10. 
	Reads and understands job ticket instructions before working job to ensure product requests are met and understand needs of client under the direction of job specifications.

	11. 
	Empties trash cans to ensure a clean work area in accordance OSP safety guidelines under the direction of the immediate supervisor.  

	12. 
	Sweeps and mops to ensure a clean work area in accordance OSP safety guidelines under the direction of the immediate supervisor.  

	13. 
	Operates load movers, tape machines, bundling machines, tying machines, strapping machines, load lifts and sheet counting machines by hand under the direction of the immediate supervisor.  

	14. 
	Creates load tags and labels to identify products for shipping to appropriate customer using computers, markers, etc. under the direction of the immediate supervisor.  

	15. 
	Inserts chipboard for pads in equal increments by hand according to customer specifications.
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