051-140-1412-xxx	Digital Print Operator II

OFFICE OF THE STATE CONTROLLER
PROPOSED DUTY STATEMENT

	EMPLOYEE NAME
Vacant
	DIVISION
Administration and Disbursements

	CLASSIFICATION TITLE
Digital Print Operator II 
	UNIT NAME - LOCATION
Disbursements Bureau /The Park

	WORKING TITLE
Digital Print Operator II
	POSITION NUMBER
051-140-1412-xxx

	
	EFFECTIVE DATE
07/01/2026



SECTION A: GENERAL DESCRIPTION 

Under general direction provided by a Printing Trades Supervisor I, utilize computer consoles to operate printing systems, such as Format, Total Docs, and BARR.  The incumbent is required to access printers, computers, and lift boxes of paper weighing up to 50 lbs. without assistance. The incumbent performs specialized duties and activities pertaining to high-speed duplication and/or digital printing, which consists of setting up, collating, and binding printed material.  The incumbent provides information to customers regarding their project options and costs, monitors and maintains equipment functions, and maintains charge records.  Overtime, including evenings, nights, and weekends, may be required due to job requirements such as but not limited to the Governor’s Budget, the Legislature and contractual client obligations during peak period workload.

SECTION B: ESSENTIAL FUNCTIONS

Candidates must have the ability to perform the following essential functions with or without reasonable accommodations.

	Percentage
of Time
	Typical Task

	50%
	Print Operations

· Operate and monitor the Format print system, and computerized high-speed printers.
· Initiate the appropriate programs and machine functions to ensure the proper print format, content, and adjust the form or printer to ensure the proper print quality on all machine-produced output using high-speed printers to produce various statewide printing jobs.
· Load continuous form paper on high-speed printers.
· Load cut-sheet 8 ½ x 11 paper on high-speed digital printers
· Initiate the appropriate prep program and select the print file from the network drive into the printing system.
· Perform quality control processing, warrant processing and EFT processing procedures on all print jobs. 


	30%
	Reprographics

· Operate and maintain computerized high-speed copiers to reproduce instructional, administrative and business materials of various stock weight and sizes such as, annual reports, flyers, brochures, inserts, and various material for various SCO divisions; 
· Assemble, pad, collate, bind, wrap, label and complete printed and duplicated materials according to customer request;
· Set up and operate various types of finishing equipment including hydraulic drills, cutters, heavy-duty stitchers, and comb binding machines; perform related work such as assembling and stapling reproduced materials as needed;
· Retrieve and save electronic files; electronically manipulate printing files and jobs including sizing, cropping, masking, rotating images, shading, stretching, and electronically manipulating colors;
· Maintain logs and records used to track and invoice units for Reprographics services;
· Maintain assigned work area in a clean and orderly condition; order, shelve and store incoming materials and supplies; monitor supply inventories and ensure that adequate materials are on hand for pending projects; identify the need for special materials and initiate procurement procedures;
· Maintain and clean equipment according to preventive maintenance schedules; make minor repairs and corrections to improve system function; identify the need for external service or repairs and coordinate with service technicians as needed.


	20%
	Additional Duties

· Keep supervisor or lead informed of job processing status at end of work shift; job or spool memo discrepancies; machine malfunctions; or any unsafe working condition.
· Clear jams from printers and detect material handling errors.  Perform maintenance and minor repairs. Maintain equipment and work areas in a clean, safe condition. Perform basic maintenance on printers, as required.  Identify the need for external service or repairs.  Update and maintain printer maintenance logs.
· Maintain utilization logs for warrant and EFT spool jobs using the Work in Progress (WIP) database.
· Prepare downtime reports
· Complete spool memos, balance reports, and other required forms.



		
SECTION C: NON-ESSENTIAL FUNCTIONS

None

SECTION D:  ADA REQUIREMENT

Alternative will be provided for incumbents who are unable to perform the non-essential functions of the job because of a disability as defined by the Americans with Disabilities Act.

SECTION E: KNOWLEDGE, SKILLS 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.

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); interact effectively and courteously with all levels of personnel, customers, vendors, and other parties. 

SECTION F: RESPONSIBILITY FOR DECISIONS (CONSEQUENCE OF ERROR)

Consequence for errors made by a Digital Print Operator could result in:

· Delays and/or loss of funds to a state agency, state employee, or public.
· Violation of the HIPAA (Health Insurance Portability and Accountability Act).

SECTION G: PERSONAL CONTACT

The incumbent will have contact with SCO staff at all levels, including management and executives, internal customers, external stakeholders, constituents, state agencies, and vendors.

The incumbent must have the ability to develop and maintain collaborative working relationships and work cooperatively with others. The incumbent must be able to communicate effectively, orally and in writing, and represent the Bureau with competency and integrity at various engagements. The incumbent is required to model Disbursements core values of Teamwork, Respect, Accountability, Communication, and Quality in all interactions, verbally and in writing.

SECTION H: WORK ENVIRONMENT

The incumbent will work in a climate-controlled environment under artificial lighting around equipment/machinery with excessive noise.  Hearing protection is provided.

SECTION I: PHYSICAL REQUIREMENTS

This position requires maintaining physical condition necessary for meeting the requirements outlined in the matrix below, especially standing for prolonged periods of time. On a daily basis, work requires heavy physical work, heavy lifting, moving, pushing, or pulling required objects up to 50 lbs. without assistance.  Requires adhering to health and safety protocols. 

	Check the frequency of activity required of the employee to perform the job

	Activity
(Hours per day)
	Never
(0 Hours)
	Occasionally
(up to 3 hours)
	Frequently
(3 to 6 hours)
	Constantly
(6 to 8 hours)

	Sitting
	
	
	X
	

	Walking
	
	
	X
	

	Standing
	
	
	X
	

	Bending (neck/waist)
	
	X
	
	

	Squatting
	
	X
	
	

	Climbing
	
	X
	
	

	Kneeling
	
	X
	
	

	Crawling
	
	X
	
	

	Twisting (neck/waist)
	
	
	X
	

	Is repetitive use of hand(s) required?
	
	
	X
	

	Simple Grasping (R or L)
	
	X
	
	

	Power Grasping (R or L)
	
	X
	
	

	Fine Manipulation (R or L)
	
	X
	
	

	Pushing/Pulling (R or L)
	
	X
	
	

	Reaching (above/below shoulder level)
	
	
	X
	

	Lifting/Carrying
	Frequently lift/carry up to 50 lbs.





SECTION J: SIGNATURE

By signing this document, I acknowledge I understand all requirements and information stated above and understand the duties may be modified in accordance with the established job specifications for the class and in conjunction with office needs and have received a copy of this duty statement.


	

	
	

	
	


	Employee Signature
	
	Name
	
	Date 




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


	

	
	

	
	


	Supervisor Signature
	
	Name
	
	Date 
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