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FINAL TASK LISTING

                                                      CLASS:  PROOFREADER

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

	Task #
	Task



	1. 
	Processes job specifications (e.g., by reading, interpreting, assessing, etc.) including job ticket, pre-flight and job progress reports, page imposition, e-mail, and press requirements in order to determine if content is consistent with production processes in the publication of books, brochures, charts, diagrams, documents, envelopes, forms, posters and other communication material utilizing computer, pens, rulers, reference materials, etc. under the direction of OSP’s job ticket.

	2. 
	Compares OSP proofs visually against author copy in order to verify correctness to help produce error-free publications for customers utilizing computer, pens, rulers, reference materials, etc. under the direction of OSP’s job ticket and/or author’s proofs.

	3. 
	Marks OSP proofs in order to correct errors on publications for customers utilizing computer, pens, markers, rulers, reference materials, etc. under the direction of style manuals, previously printed samples, OSP’s job ticket and/or author’s proofs.

	4. 
	Acts as a copy holder to read documents when needed to complete a team that requires this function utilizing pens, markers, rulers, etc. under the direction of the job ticket.

	5. 
	Inspects offset reproduction samples, imposition and contract digital proofs, and laser proofs (visually) in order to reject or approve quality, customer content and job specifications utilizing pens, markers, rulers, etc. under the direction job ticket.

	6. 
	Requests reprints of unacceptable press samples and verifies the revised printed samples conform to approved quality requirements in order to release job for binding utilizing job ticket, cutters, rulers, etc. under the direction job specifications.

	7. 
	Organizes and processes jobs by priority based on due dates listed on tickets, e-mails and published schedules in order to ensure timely delivery utilizing job tickets, computers, etc. under the direction of the supervisors.

	8. 
	Consults with management, production staff, planners and customer service representatives in order to clarify and make recommendations to ascertain job ticket/specifications are in accordance with OSP policy and processing procedures.  

	9. 
	Prepares and maintains documentation manuals containing correct and current style and proofreading instructions for various publications, business forms, envelopes, brochures, business cards and any additional publications utilizing postal regulations and specifications, OSP procedures, customer supplied styles, etc. as required by OSP.

	10. 
	Acts as liaison with internal and production management in order to adjust priorities for meeting defined deadlines via verbal instructions, e-mail, digital and analog productions logs.

	11. 
	Files cancelled proofs, and legislative tip-in material in order to provide back-up information for editing and verification of printed material utilizing file cabinets, etc. under the direction proof room procedures.  

	12. 
	Records accurate job information, materials usage and time keeping in order providing accurate records for production tracking and reporting purposes using computer applications such as Logic, SRIS and Microsoft Office software under the direction proof room procedures.

	13. 
	Maintains an organized work area and storage of equipment, supplies and belongings in order to preserve a clean and safe working environment utilizing brooms, cleaning supplies, etc. under the direction of OSP’s safety guidelines.

	14. 
	Communicates effectively with management, production and support staff by e-mail, telephone, verbal and written instructions to discuss job details, maintain sufficient inventory of stock and supplies for meeting client deadlines as needed.
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