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Classification Specification
	

	
	7211000

	
	Pre-Press Production Specialist



Class Summary

The responsibilities of this classification include preparing and processing high quality graphic files using a variety of electronic page layout software.  Incumbents troubleshoot electronic files submitted by customers to discover and correct errors before printing and make changes as appropriate to ensure a satisfactory product.  
Distinguishing Characteristics

This is a single level classification.  Incumbents advise customers as to appropriate graphics format so files are compatible with Print Shop equipment, modify files to ensure appropriate format for output to offset press or copier, produce plates to be used on offset presses, and recommend changes to ensure a high quality product.  Responsibilities also include troubleshooting manufacturing environment when production problems persist beyond compatibility issues.  
This classification is distinguished from the Printing Equipment Operator in that the Equipment Operator prints files prepared by the Pre-Press Production Specialist.
Examples of Duties (May vary by position)

1. Check customers’ “Preflight” files for completeness; format using page layout software.  Fit pages to paper stock; create proof and send to customer for approval.  
2. Process and manufacture offset press plates using digital technology.

3. Digitally convert files.

4. Track files and graphics projects; archive completed projects, including digital conversion for storage.  Maintain archived files.
5. Act as contact with outside vendors regarding digital problems with shop computer software and hardware.  
6. Work with customers on reviewing proofs and resolve adjustments made by customers on graphics files before the job is placed in production.
7. Work with customers to resolve any product quality complaints.

8. Research hardware and software upgrades and make recommendations for upgrades.  Stay current on new software and technology improvements.
9. Establish workflow solutions based on current technology; ensure file preparation standards are met.
10. Perform preventative maintenance on image setter and offset press plate developer including cleaning and calibration; make recommendations related to calibration needs of digital machinery when issues surface during the proofing process.
11. Create and maintain job folders in the server to meet various print requirements for customers.
12. Perform other duties as assigned.

Knowledge/Skills 
Knowledge of offset press operation and printing processes
Working knowledge of plate production and associated software
Knowledge of bindery equipment and procedures
Knowledge of paper and other printing products

Skill in using mail merge and creating files for variable data print jobs

Skill in communication, including written and verbal English skills
Skill in using software programs including those specific to the printing industry
Skill in handling multiple projects while adhering to deadlines
Skill in working with a variety of individuals from diverse backgrounds using creativity and collaboration  
Skill in analytical thinking, problem solving and conflict-resolution 

Skill in planning, organizing and project management 

Skill in customer service 
Skill in working as a team member or alone with little supervision
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt  

	Service Status
	Career Service 

	Levels within same series
	None

	Class History
	Created  April, 2010
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