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	RPA #
	C&P Analyst 
	Date


	Employee Name

	Division
Hospital Administration

	Position No / Agency-Unit-Class-Serial
480-545-1412-XXX
	Unit
General Services

	Class Title
Digital Print Operator II
	Location
Department of State Hospitals - Napa

	Subject to Conflict of Interest
	CBID
R14

	Work Week Group: 2

	Pay Differential


	Other


	☐Yes     ☐No
	
	
	
	

	Under general supervision, the Digital Print Operator II is responsible for performing a full range of both average and complex document reproduction and digital printing work using complex operating commands and electronic manipulation functions.  

	% of time performing duties
	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each. Group related tasks under the same percentage with the highest percentage first; percentage must total 100%. (Use additional sheet if necessary).

	50%

	Operates and maintains high-speed digital printing equipment, power stapler, shrink wrap and paper drill, industrial paper cutter, poster printer, and laminating machine.


	15%

	Coordinate and processes written requests for duplicating services and maintain records of reproduction activities.


	10%

	Cuts paper stock and trims printed materials to size; pads printed material and plain paper upon request; maintain copier paper inventory and order supplies accordingly.

	10%

	Maintains equipment and cleans work area, including the proper disposable of hazardous materials; understands and follows basic safety and environmental regulations and practices; makes minor mechanical adjustments and repairs.


	10%
	Other related duties as required.

	5%
	Orders paper and other supplies as needed to ensure adequate stock is available for all anticipated needs of the facility.


	
Other
Information
	SUPERVISION RECEIVED
The Digital Print Operator II functions under the general supervision of the Business Service Officer Supervisor I.

SUPERVISION EXERCISED
The Digital Print Operator II does not exercise supervision.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF: 
Principles and procedures used to operate high-speed or digital print equipment; papers and tools used in high-speed print duplication; record-keeping practices, supply inventory, and requisition processes; basic electronics and computer commands used to operate digital print equipment; safety requirements applied in the operation of large equipment; industrial workplace safety practices, and computer operation principles and processes used to operate digital print equipment; principles and techniques used to modify digital print images and products.

ABILITY TO:    
Operate digital print equipment; perform minor repairs; prepare job for shipment; follow oral and written instructions used to complete printing jobs; organize, prioritize, schedule, and structure multiple work tasks in order to optimize efficient use of print capabilities; identify minor problems with print jobs or equipment and make corrections; take measurements using fractions and apply basic mathematical functions (addition, subtraction, multiplication, and division); set up and operate various types of finishing equipment including hydraulic drills, cutters, heavy-duty stitchers, and comb binding machines; retrieve and save electronic files; electronically manipulate printing files and jobs including sizing, cropping, masking, rotating images, shading, watermarks, stretching, merging from merged files, and mail merging; electronically manipulate colors; learn new software application programs; interact effectively and courteously with all levels of personnel, customers, vendors, and other parties; move and/or lift up to 50 pounds; stand for long periods of time.  

REQUIRED COMPETENCIES:

INFECTION CONTROL – Apply knowledge of correct methods for controlling the spread of pathogens appropriate to job class and assignment.

SAFETY – Actively supports a safe and hazard free workplace through practice of personal safety and vigilance in the identification of safety or security hazards, including infection control. 

AGE SPECIFIC – Provides services commensurate with age of patients / clients being served.  Demonstrates knowledge of growth and development of the following age categories:
|X| Young Adult(18-29) |X| Early Adult(30-50) |X| Late Adult(51-79) |X| Geriatric(80+)

THERAPEUTIC STRATEGIES INTERVENTION (TSI) – Applies and demonstrates knowledge of correct methods in the Therapeutic Strategic Intervention (TSI).

CULTURAL AWARENESS - Demonstrates awareness to multicultural issues in the workplace, which enable the employee to work effectively.

SITE SPECIFIC COMPETENCIES –  
None.

TECHNICAL PROFICIENCY (SITE SPECIFIC) – 
None.

LICENSE OR CERTIFICATION  
None. 

TRAINING – Training Category = Type D
The employee is required to keep current with the completion of all required training.

WORKING CONDITIONS

Employee is required to report to work on time and follow procedures for reporting absences; maintain a professional appearance; appropriately maintain cooperative, professional and effective interactions with employees, patients and the public; and, comply with hospital policies and procedures.  The incumbent routinely works with and is exposed to sensitive and confidential issues and/or materials and is expected to maintain confidentiality at all times.

The employee is required to work any shift and schedule in a variety of settings and security areas throughout the hospital and may be required to work overtime and float to other work locations as determined by the operational needs of the hospital. All employees are required to have an annual health review and repeat health reviews whenever necessary to ascertain that they are free from symptoms indicating the presence of infection and are able to safely perform their essential job functions.

The Department of State Hospitals provides support services to facilities operated within the Department. A required function of this position is to consistently provide exceptional customer service to internal and external customers.

I have read and understand the duties listed above and I can perform these duties with or without reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns with the Office of Human Rights).



											
Employee Signature				Date

I have discussed the duties of this position with and have provided a copy of this duty statement to the employee named above.



											
Supervisor Signature				Date



											
Reviewing Officer Signature			Date
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