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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00700

	Pay Grade:
	6

	Title:
	Digital Imaging Production Technician

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for executing and providing a wide variety of digital imaging services such as  producing high quality course material and non-course materials including preparing electronic job tickets for output in a timely and cost-effective manner, maintaining and monitoring quality standards and procedures, and providing the optical mark recognition (OMR) service to the University community. Interacts with faculty members, departmental customers and representatives, and advises on any technical issues that may arise during production of any of these services. Requires a high degree of accuracy and comprehensive understanding of electronic production capabilities, scanning solutions and a thorough understanding of electronic imaging systems and the custom publishing field. Operates state of the art digital printers, presses, plotters, scanners, and to produce high quality, industry standard print materials such as custom courseware, administrative forms, marketing materials, pay statements, stationery, test, exams, research reports, course materials, convocation materials, diplomas and training documents.

	Purpose and Key Functions:
	· Train others on the use of equipment and systems.

· Scan and edit a variety of course materials required to maintain production output.

· Work with supervisor to ensure effective distribution of files over the network to all devices while maximizing overall production efficiency and establishing priority work sequence.

· Provide front-line customer service to faculty, students and staff and monitor standards for quality of the department's electronic imaging scan and print services, including optical mark recognition duties.

· Provide optical mark recognition service and respond to concerns that may be administrative or technical in nature.

· Calculate production costs on all course materials produced by the division.

· Proof the work of others in order to maintain quality standards and to ensure production requirements are followed.

· Update, maintain, verify, and retrieve files from departmental databases.

· Perform basic design and reformatting of posters from files provided by the customer.

· Create hard copy and electronic proofs and work with clients to correct a variety of issues such as design, layout, text and font issues.

· Review the quality of all materials produced and accuracy of quantities requested in a high paced fast turnaround environment.

· Ensure quality copies are produced for all jobs.

· Report all quality and production related issues to the supervisor.

· Send files to print and ensure  their timely delivery and availability as per established timeline commitments.

· Ensure high quality and timely delivery to all customers.

· Review work requests in process and determine a work plan for each shift.

· Review all requests for services and formulate a production plan that will utilize the full production potential of available equipment.

· Work with the production team to produce and prioritize jobs and adjust according to deadline changes.

· Work with the file repository management system and the web-to-print submission system.

· Adhere to policies, standards and established workflow procedures while coordinating the prioritized tasks to the allocated resources.

· Monitor work demands and route jobs to particular printers in order to maximize the productivity of available resources.

· Greet visitors, answer or redirect general inquiries in person, by telephone and via email and respond independently to inquiries that are specific in nature and require a thorough knowledge of established policies and procedures.

· Provide advice to others regarding technical issues and provide individual guidance at the time of submission of materials.

· Complete job order requisitions paperwork, fill out daily log sheets and update electronic ordering systems accurately and systematically.

· Ensure the proper functionality and routine maintenance of scanners, printers, and plotters.

· Identify error codes and machinery breakdowns and refer to operating manuals in order to resolve problems and limit down time.

· Escalate more complex problems to the appropriate area.

· Order equipment and supplies and maintain inventory required to facilitate and maximize print operations.

· Keep the work area clean and organized.

· Perform manual and some machine bindery operations, cerlox binding, drilling, folding, hand gathering and assembly of printed material in addition to shipping and packing products.

· Perform large format lamination and mounting service.

· Operate assigned equipment  in accordance with established safety rules and regulations.

· Operate high speed duplicating equipment, digital presses, plotters, and scanners.

· Use a variety of print operation equipment such as foamcore cutter and trimmer.

· Maintain and safeguard the confidentiality of information received and ensure adherence to all relevant policies and procedures with regards to information and intellectual property.

	Requirements:
	· 2 year Community College diploma in a relevant field of study.

· Requires 3 years of relevant experience.

	Assets:
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