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BOARD OF EDUCATION


Saskatoon School Division No. 13


P O S I T I O N   D E S C R I P T I O N
Position:

PRINTER I

Immediate Supervisor:
MANAGER, CENTRAL RESOURCE CENTRE
Core Function:
The Printer I operates and maintains a series of digital production printing, scanning, collating, stapling and cutting equipment to produce originals or reproductions from submitted electronic files or hardcopy.  Works with school-based and Central Office staff to meet established deadlines on printing projects.  Assists in the preparation and maintenance of billing records.

Duties and Responsibilities:
 1.
Operates digital production printing equipment to reproduce single or multiple black & white and color copies of printed materials on short or long-run orders.
 2.
Operates collator, staples, binds and cuts printed orders and arranges for copy punching as required.  
 3.
Cleans, lubricates, maintains solution levels, adjusts and makes minor repairs to printing, collating, stapling, cutting and binding equipment.

 4.
Selects inks and paper stock for printing according to color, size, thickness and quality to match order specifications.

 5.
Assists with the preparation of interdepartmental billing in accordance with Print Centre pricing guidelines.

 6.
May assist other staff to perform related tasks and performs such other duties as may be assigned to meet organizational deadlines and objectives.

Qualifications:

1. Grade 12 or equivalent and experience operating digital production black & white and color printing / copying equipment.  
2. Computer skills and experience working with electronic picture and graphic files is preferred.
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