POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Offset Technician
	 Department:
 

	[bookmark: _GoBack]Immediate Supervisor’s Position Title:
Building Principal
	FLSA Status: 
Non-Exempt

	Job Summary:
Provide duplication of materials using a variety of machines while meeting deadlines. Work is performed under the supervision of the Building Principal.



SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Prints and laminates  materials 
a) Receives requests for duplication or lamination from staff.
b) Organizes requests in order in which deadlines can be met on a daily basis.
c) Prints or laminates materials according to request in terms of number of copies, color of paper, number of sides, etc.
d) Contacts requestor if necessary regarding copy/laminating instructions.
e) Returns printed/laminated materials to staff.

· Maintains machines
a) Replaces paper and toner as needed.
b) Troubleshoots machine problems as necessary.
c) Makes minor adjustments and repairs paper jams.
d) Contacts service technician as necessary

· Maintains supplies inventory
a) Maintains inventory of needed supplies, including inks, toners, a variety of papers, envelopes, and laminating supplies and submits requisitions to administration for ordering. 

· Completes reports
a) Completes reports regarding copying/laminating projects completed, supplies used, etc.

· Participates in in-service training programs, building meetings and other meetings, as assigned.

· Performs other related duties within the scope of the position as assigned or requested to contribute to the efficient operation of Willmar Public Schools.





SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
High school graduate or equivalent

	

	
less than high school diploma
	

	
x
	
High school diploma or GED.
	
Major field of study or degree emphasis:  


	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· General knowledge of printing and copy machine operation.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training: 
Experience with  copiers and duplicators preferred


	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  




	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Ability to maintain records.
· Ability to establish good working relationships with user departments.
· Ability to organize work and meet deadlines.




	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	


	
TOTAL
	
0



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  
	
Total: 
0

	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:

· Normal printing environment – work is typically performed in an inside, temperature-controlled environment.
· Work may require hours of standing and walking in a small vicinity.
· Exposure to toners, inks, and chemicals.
· Exposure to noise from machines





	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	

	

	
x

	
Walk
	

	
x
	

	


	
Sit
	

	

	
x
	


	
Use hands dexterously (use fingers to handle, feel)
	

	

	

	
x

	
Reach with hands and arms
	

	

	

	
x

	
Climb or balance
	
x
	

	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	
x
	

	


	
Taste or smell
	
x
	

	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	
x
	


	
up to 25 pounds
	

	
x
	

	


	
up to 50 pounds
	x
	
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:
Light Work: 
Work requires, occasional lifting up to 25 lbs, standing for long periods of time, operating machines and observing general surroundings and activities.  Work is generally in a moderately noisy location.






SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

Description Created June 2010

Band/Grade:  A-1-4  (updated January 2015)


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

