6- 8- 90 DI RECTCR OF PRI NTI NG SERVI CES, 1488

Summary of Duti es: Drects the operation of the GQty's Printing
Dvision, including litho preparation, letterpress and of f set
printing, bindery and rel ated operations; estimates costs for a
variety of printing jobs; recomends types of printing and bi nding
that best fits the user's needs within budget |imtations; determnes
and procures the resources necessary to satisfy user requirenents;
appl i es supervisory principals and techniques in building and

mai ntai ning an effective workforce; fulfills affirmative action
responsi bilities; and does rel ated work.

D sti ngui shi ng Feat ures: The Director of Printing Services is
responsi bl e for planning and directing the efficient and cost-
effective operation of the AQty's Printing D vision. Because the
Printing D vision operates on a revolving fund basis with operating
departnents paying for printing services, the Drector of Printing
Services is responsible for ensuring that prices are conpetitive with
those of outside printing firnms. An incunbent in this class reports
directly to the Director of Supplies.

| ncunbents in the class of Director of Printing Services, as bona fide
supervisors, are responsible for the performance of the full range of
supervisory activities including: application of discipline,
processi ng and resol uti on of grievances, eval uation of perfornance and
approval of tine off requests.

Exanpl es of Duti es: Devel ops and inpl ements work policies and safety
standards for the Printing Dvision; plans, directs, coordinates, and
supervi ses personal | y and through subordi nate supervisors, the various
functions of the Dvision including litho preparation, press,
duplicating, bindery, accounting, and clerical operations to effect
efficient and econom cal production at conpetitive prices; consults
with representatives of Gty departnments on proposed jobs and prepares
cost estimates; makes technical suggestions in areas such as type of
printing, grade of paper, color of ink, and |ayout; conpares Printing
D vision costs, prices, procedures, and practices w th those of
private printing firns to assure efficient production and price
conpetitiveness; determnes when to use outside contractors to provide
speci al i zed orders; reviews technol ogi cal devel opnents in the printing
field and introduces new procedures and equi pnment when advant ageous;
anal yzes operating statenments and institutes changes in procedures,
nunber of personnel, or techniques if required; evaluates division
operati on based on reports, including volunme of business, profit and

| oss, auditors' findings, comments fromuser departnents, and cost
conparisonswith simlar private printing firns; approves all orders
for supplies and equipnent for the Printing D vision; signs and
certifies all requisitions and denmands; fornul ates the annual budget;
nmakes deci si ons on personnel transactions; directs the keepi ng of
records; prepares reports; comruni cates equal enploynent/affirmative
action infornmation to enpl oyees; applies job-related criteria in

sel ecting, orienting, assigning, training, counseling, evaluating, and




di sci pl'i ni ng subordi nates; assists enployees in preparing for
pronotion as described in the Gty's Affirmative Action Program and
may occasionally be assigned to other duties for training purposes or
to meet technol ogi cal changes or energenci es.

Qualifications: A good know edge of effective printing and bi ndery
processes, practices, and procedures as related to the economcal and
efficient operation of a large printing operation including the
performance of |litho preparation, press, duplicating, and bindery
operations and the mai ntenance of job cost and accounting records; a
good know edge of the types, weights, and grades of printing stocks
and inks and their characteristics and uses; a good know edge of the
uses and capabilities of various types of printing equi pnent; a good
know edge of current technol ogi cal devel opnents in the printing field;
a good know edge of Gty regulations regardi ng purchasi ng, accounting,
and budgeting as related to operating a large printing operation on a
revol ving fund basis; a good know edge of safety principles and
practices; a good know edge of supervisory principles and practices

i ncludi ng: planning, delegating, and controlling the work of

subordi nates; a good know edge of techni ques of training, instructing
and eval uation of subordinate work perfornmance; a good know edge of

t echni ques for counseling, disciplining, and notivating subordi nate
personnel ; a good know edge of the procedures for grievance handl i ng;
a good know edge of supervisory responsibility for EEQ AA as set forth
inthe Gty's Affirmative Action Program a good know edge of
effective safety principles and practices; a working know edge of
menor anda of understanding as they apply to subordi nate personnel; a
general know edge of Gty personnel rules, policies and procedures.

The ability to determne the separate processes necessary to conplete
conplex printing jobs and nake estinates for material, |abor, and
other costs; the ability to plan, direct and coordinate Printing

D vision work; the ability to nmeet rigid deadlines; the ability to
deal tactfully and effectively with Gty Oficials, representatives of
Gty departnments and enpl oyees; the ability to maintain records and
make reports; the ability to maintain a work environnent to enhance
bot h enpl oyee noral e and productivity; the ability to apply

supervi sory principles and techniques; the ability to fulfill

supervi sory affirmative action responsibilities as indicated in the
Aty's Affirmative Action Program

Three years of experience as a Bindery Equi prent Qperator |1, Ofset
Preparator 11, Printing Press Qperator |1, or Printing Services
Superintendent for the Gty of Los Angeles; or three years of
experience in craft supervision in a diversified printing plant, with
annual sales or volune of at |east $2,500,000, supervising at |east
two of the follow ng three operations (1) litho preparation, (2)
letterpress and offset printing, and (3) bindery operations.

Appoi ntnment to this position is subject to a one-year probationary
period as provided by Section 109 of the Gty Charter.



Physi cal Requirenent: Strength to performaverage lifting of |ess
than 5 pounds and occasional ly over 15 pounds; good speaki ng and
hearing abilities and good eyesi ght to check position, color, and
accuracy of proofs, copy, and finished printing work.

Persons with nedical limtations nmay, w th reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
light of the person's [imtations, the requirenents of the positions,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | Dbe.



