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FINAL TASK LISTING

                                                      CLASS:  BOOKBINDER II

     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Set up bookbinding equipment (e.g., drills, mutli-stitch, plastic wrap, auto-padder, single stitcher machine, auto wrap, etc.) in order to support the bookbinding functions for quality in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.


	2. 
	Operates bookbinding equipment (e.g., drills, mutli-stitch, plastic wrap, auto-padder, single stitcher machine, auto wrap, etc.) in order to support the bookbinding functions for quality in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc. 

	3. 
	Assists other Bookbinder II, III and IVs in set up and operation of the various bindery equipment in order to support the bookbinding functions using various tools, tape machines, etc. under the bookbinder lead’s direction.

	4. 
	Reads and understands job ticket instructions before starting work in order to satisfy the internal/external customer as required by the job ticket to produce quality bindery work in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.

	5. 
	Logs and verifies job orders in order to satisfy internal external customers using various computer equipment in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.

	6. 
	Feeds blank or printed material into gathering, perfect binder, saddle-stitcher, gatherall and kirk-rudy addressing machines (as part of a crew) in order to support the bookbinding functions under the bookbinder lead’s direction.

	7. 
	Loads tables, bins, conveyors, etc. in order to support the bookbinding functions under the bookbinder lead’s direction.

	8. 
	Opens bundled signatures at gathering, saddle-stitcher, gatherall and kirk-rudy addressing machine in order to support the bookbinding functions under the bookbinder lead’s direction.

	9. 
	Makes adjustments to the running equipment in order to support the bookbinding functions as needed.

	10. 
	Performs as lead for three to five crew members in the operation of the bindery equipment as required by the job ticket.  

	11. 
	Performs and/or assists in maintenance and operation of the bookbinding equipment in order that production will be met using various tools (e.g., grease guns, air hose, wrenches, screw drivers, tape measures, etc.) in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.

	12. 
	Updates maintenance logs to keep machines in operating order by using pens, pencils, books, etc. in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.

	13. 
	Cleans paper dust and keeps work area organized, clean and neat for safety purposes in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.

	14. 
	Orders general supplies and materials in order to complete bookbinder functions in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc. 

	15. 
	Operates forklift (only with certification) to maintain workflow throughout the bindery in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.

	16. 
	Operates various support equipment such as the tape machine, computers, etc. to complete various tasks in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.   

	17. 
	Trains/direct employees, when required, in the operation of the Bindery functions in order to complete tasks in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.   


	18. 
	Fills in for lower classifications when needed i.e., moving stock or sweeping and cleaning floors in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.

	19. 
	Sends Legislative items (e.g., bills, chapters, etc.) to the State Capitol, Senate and Assembly, Secretary of State, legislative offices, State Library and other locations in accordance with the guidelines of the Department of General Services (DGS), Office of State Publishing (OSP) operations manual directives of Government Code, CA Code of Regulations, State Administrative Manual, etc.   
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