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FINAL TASK LISTING

                                                      CLASS:  Associate Printing Plant Superintendent
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Supervises a staff by planning, organizing and directing the work in order to ensure customer priorities and schedules are met by utilizing the required DGS, and OSP guidelines under the direction of Printing Plant Superintendent.

	2. 
	Conducts staff meetings to share information utilizing computer software (e.g., emails, power point presentations), videos, agendas, etc. as required by CAL OSHA, OSP management policies and procedures under the direction of Printing Plant Superintendent.  

	3. 
	Provides guidance, direction, and assistance to ensure quality products and standards that are compliant with operational specifications utilizing equipment specifications, and industry quality measurement tools under the direction of Printing Plant Superintendent.

	4. 
	Makes recommendations to supervisory staff on the most appropriate course of action to ensure consistency and fairness in personnel related matters in compliance with DPA, SPB and DGS personnel procedures under the direction of Printing Plant Superintendent.

	5. 
	Researches industry trends and the most appropriate course of proactive measures applicable to prepare OSP production for equipment and software implementation of advancing technology using technical magazines, industry experts, tradeshows, internet, etc. under the direction of DGS and OSP management under the direction of Printing Plant Superintendent.

	6. 
	Makes recommendations for equipment and software purchase applicable to prepare OSP production for equipment and software implementation of advancing technology using technical magazines, industry experts, tradeshows, internet, Request for Information (RFI), etc. under the direction of DGS, DOF, and OSP management under the direction of Printing Plant Superintendent.

	7. 
	Oversees and assists in the development of Feasibility Study Reports (FSR) for equipment and software purchase applicable to prepare OSP production for equipment and software implementation of advancing technology using technical magazines, industry experts, tradeshows, internet, RFI, etc. under the direction of DGS, OTR, DOF, and OSP management under the direction of Printing Plant Superintendent.

	8. 
	Assists in development of the section budget by providing projected cost center staffing, chargeable hours, training and equipment costs to produce accurate cost center rates information to the OSP Administrative Office using a print management system, etc. under the direction of DGS’ Budget Office under the direction of Printing Plant Superintendent.

	9. 
	Oversees accurate reporting to the Office of Fiscal Services (OFS) for the billing of services for clients through the use of print management system in accordance with DGS policies and guidelines and State Controller’s policies and guidelines under the direction of Printing Plant Superintendent.

	10. 
	Analyzes the most sensitive, difficult and complex production work produced at OSP or by approved vendors to ensure quality using visual, electronic, and mechanical measurements as specified by the job ticket under the direction of Printing Plant Superintendent.

	11. 
	Directs staff in processing the most sensitive, difficult and complex production work produced at OSP or by approved vendors to ensure quality using visual, electronic, and mechanical measurements as specified by the job ticket under the direction of Printing Plant Superintendent.

	12. 
	Meets with customers and OSP management to develop project specifications for resource allocation, production processing, scheduling, and conducts pre and post-production analysis utilizing the delivery requirements, vendors, equipment, staff, and inventory availability, etc. in compliance with statutory and customer requirements under the direction of Printing Plant Superintendent.

	13. 
	Acts as the Printing Plant Superintendent when needed to ensure operational needs under the direction of the Program Manager, Printing Services.

	14. 
	Attends and participates in production conferences to provide analyses of problems using handouts, industry experts, issue papers, etc. under the direction of the OSP Management under the direction of Printing Plant Superintendent.

	15. 
	Provides recommendations to management and operations staff alike on production problems and opportunities using handouts, issue papers, etc. under the direction of OSP Management under the direction of Printing Plant Superintendent.

	16. 
	Confers with the Customer Service and Planning staff to ensure that the products are accurate, meet job specifications and fulfill the customer’s request as specified by the job ticket, and production method under the direction of Printing Plant Superintendent.

	17. 
	Develops and documents procedures to improve processes utilizing computer software programs, data, and historical knowledge under the direction of OSP management under the direction of Printing Plant Superintendent.

	18. 
	Reviews estimated production hours for accuracy to ensure the appropriate allocation of resources as specified by the job ticket, schedule, etc. in compliance with the customer requirements under the direction of Printing Plant Superintendent.

	19. 
	Establishes and maintains hard copies and electronic files utilizing file storage, State / OSP approved forms, Logic, S.T.A.R and Microsoft Office Suite programs in order to ensure that communication and audit practices are followed, and Divisional, Legislative and Governor’s Office tracking mandates are met under the direction of Printing Plant Superintendent.

	20. 
	Conducts interviews for appointments utilizing various methods of filling vacancies (e.g. certification lists, transfers, training and development assignments, reinstatements, etc.) as needed and/or directed by management in accordance with the principles and guidelines of DPA and SPB, and the MOU provisions under the direction of Printing Plant Superintendent.

	21. 
	Provides input for the development of OSP’s annual exam plan with management for upward mobility, etc. in accordance with the principles and guidelines of SPB under the direction of Printing Plant Superintendent.

	22. 
	Manages leave usage and time reporting by staff to ensure that the issuance of payroll warrants will be correct, etc. by utilizing the PAL system, etc. in compliance with MOU provisions, FMLA requirements, Workers Compensation, DPA and SPB guidelines, etc under the direction of Printing Plant Superintendent.

	23. 
	Grants or denies leave requests to support the production operation by utilizing computer software programs, GS21 forms, vacation calendar, etc. in compliance with the MOU provision, and production schedules under the direction of Printing Plant Superintendent.

	24. 
	Conducts probationary reviews, performance evaluations, annual Individual Development Plans, disciplinary actions, and letters of appreciation to ensure performance expectations are met in accordance with DPA and SPB laws and rules, MOU provisions, and DGS policies and guidelines under the direction of Printing Plant Superintendent.

	25. 
	Prepares and Submits worker’s compensation documentation in accordance with DPA and SPB laws and rules, Bargaining Unit Agreement guidelines, DGS policies and guidelines, and  Worker’s Compensation and Cal OSHA guidelines under the direction of Printing Plant Superintendent.

	26. 
	Promotes and provides a safe and healthy working environment for staff by conducting periodic safety meetings, quarterly safety inspections, posting OSHA required notifications under the direction of the Health and Safety Coordinator, EPA, local, State and Federal laws, rules and regulations, Governor’s Executive orders, DGS’ management memos, MOU provisions, etc under the direction of Printing Plant Superintendent.

	27. 
	Promotes departmental training for personal growth and upward mobility purposes utilizing industry training programs, self-paced training programs, DGS training programs, Colleges, etc. in compliance with DGS established practices under the direction of Printing Plant Superintendent.

	28. 
	Develops positive relationships to foster improved communications and personnel support utilizing interpersonal skills, leadership skills, networks, etc. following the established DGS principles and values under the direction of Printing Plant Superintendent.   

	29. 
	Attends meetings related to production, executive presentations, human resources, labor relations, etc. for business needs and improving communications utilizing calendars, computer software programs, etc under the direction of DGS management.

	30. 
	Prepares correspondence related to production, executive presentations, human resources, labor relations, etc. for business needs and improving communications utilizing computer software programs, data, etc. under the direction of DGS management.

	31. 
	Administrates OHR policy to hire and supervise personnel in compliance with SPB, DPA and Federal Labor Laws, and EEO policies under the direction of Printing Plant Superintendent.
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