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COLTON JOINT UNIFIED SCHOOL DISTRICT 
 
CLASS TITLE:   PRINTING SERVICES TECHNICIAN 
 
BASIC FUNCTION: 
 
Under the direction of an assigned supervisor, performs a full range of both average and complex 
document reproduction and digital printing work for the District, staff and students; assist with 
metered and bulk mail duties; perform bindery and finishing work for assigned projects; set up and 
adjust artwork for print jobs and prepares printing and duplicating jobs using computers and the 
document-preparation software associated with the equipment; makes adjustments and minor 
repairs to equipment; and schedules equipment maintenance; material handling including loading 
and unloading print media and consumable supplies and parts. 
 
REPRESENTATIVE DUTIES: 
 
ESSENTIAL DUTIES: 
Perform duties in the production of printed materials for the District, staff and students; perform 
printing requests according to established procedures; print core curriculum and classroom 
materials as assigned; operates various small and large format digital printing equipment; minor 
maintenance functions include cleaning, replenishing consumables, replacing filters, and waste 
containers; load and operate large roll to roll and flatbed printers (Mutoh, Roland, Mimaki, etc); 
provide quality control at designated steps on the process.. 
 
Perform a variety of bindery and finishing work for assigned projects; operate a paper cutting 
machine to trim and cut large paper stock to appropriate size and dimensions; collate, assemble, 
hole punch, bind, staple, laminate, operate wide format cutting machine, prepare vinyl 
decals/stickers (setup, weeding, cutting, taping, trimming), and package reproduced materials. 
 
Perform various bulk mailing projects and assist with metered mail for the District; sort mail and 
print envelopes; operate, make adjustments and repair mailing equipment as assigned. 
 
Utilize a computer and assigned software to adjust page layouts, and graphics; set up and adjust 
artwork for print jobs and prepare jobs for printing; operate and maintain RIP software (Flexi, 
Onyx, Vertelith, etc.) and various print production equipment; evaluate output and adjust to obtain 
the desired level of image quality; maintain color, layout, and print accuracy between digital and 
hardcopy proofs; troubleshoot problems that occur during job submission or the printing process; 
inspect finished work for sharpness, the density of line, position, count, and sizes.. 
 
Assist with the packaging and delivery of printed materials and mail to District Sites or 
departments as assigned; transport mail to post office as assigned; drive a District vehicle to 
conduct work. 
 
Operate high speed copier and/or offset printing equipment in the reproduction of high quality 
printed material; operate a variety of assigned equipment including a cutter, pallet jack, mail meter 
machines, binding machines/equipment and stitcher machine; operate a computer and assigned 
software including design software; maintain equipment in working order and perform basic and 
routine maintenance as necessary. 
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Communicate with printing personnel, District personnel, vendors and outside organizations to 
exchange information and resolve issues or concerns; answer phone calls and respond to inquiries; 
provide pricing and billing quote information as assigned; receive, process, and maintain orders, 
and prioritize work assignments based on customer needs, workload, and machine capabilities; 
process PDF and graphics files through email, district mail, walk-in, or other methods; read and 
calculate department job ticket(s) information; follow specific printing and finishing instructions 
as indicated by work order(s), customer(s), or supervisor(s). 
 
Use graphic tools and chemicals safely and with proficiency, including but not limited to: UV inks, 
cleaning solvents, precision or utility knife, mechanical wall cutter, computerized graphic cutting 
device, metal straight edge, measuring tape, transfer tape, rubbing alcohol, and other materials 
related to the production of graphics. 
 
Maintain inventory according to established guidelines; maintain routine records and reports 
related to duties as assigned. 
 
Maintain a clean and organized print shop environment. 
 
Provide work direction and assistance to other printing personnel as assigned by the position. 
 
OTHER DUTIES: 
Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Principles, processes and equipment used in offset printing, digital printing technology, graphics, 
duplicating and high speed photocopying. 
Basic methods, practices and terminology used in shipping and receiving functions.  
Inks and paper stock used in photocopying. 
Record-keeping techniques. 
Interpersonal skills using tact, patience and courtesy. 
Binding procedures. 
Bulk mailing. 
Oral and written communication skills. 
Basic inventory methods and practices. 
Health and safety regulations. 
Operation of a computer and assigned software including design software. 
 
ABILITY TO: 
Produce quality photocopy work according to established production standards. 
Perform a variety of shipping and receiving duties as assigned. 
Operate a computer (PC and Mac) and assigned software including design and print software. 
Estimate and order supplies and equipment. 
Maintain records and prepare reports. 
Communicate effectively both orally and in writing.  
Establish and maintain cooperative and effective working relationships with others. 
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Complete work with many interruptions. 
Meet schedules and time lines. 
Understand and follow oral and written instructions. 
Observe health and safety regulations. 
Observe legal and defensive driving practices. 
Maintain, adjust and perform routine maintenance to equipment. 
Operate a variety of finishing equipment. 
Work independently with little direction. 
Operate a District vehicle to conduct work. 
Operate a variety of mailroom equipment. 
 
EDUCATION AND EXPERIENCE: 
 
Education: Graduation from high school or equivalent. 
 
Experience: Two years of experience involving the operation of high speed duplication equipment. 
 
Any other combination of training and/or experience that could likely provide the required 
knowledge and abilities may be considered. 
 
LICENSES AND OTHER REQUIREMENTS: 
 
Valid California Class C driver’s license. 
 
WORKING CONDITIONS: 
 
ENVIRONMENT: 
Print shop environment. 
Constant interruptions. 
Noise from equipment operation. 
Driving a vehicle to conduct work. 
 
PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate a variety of assigned equipment. 
Sitting, standing and walking for extended periods of time. 
Lifting, carrying, pushing or pulling heavy objects as assigned by position.   
Seeing to read a variety of materials and monitor printing operations. 
Bending at the waist, kneeling or crouching to retrieve and store materials. 
Reaching overhead, above shoulders and horizontally. 
Hearing and speaking to exchange information. 
Climbing ladders. 
 
HAZARDS: 
Working from heights. 
Traffic hazards. 
Working with machinery with moving parts 


