8-16-91 | NDUSTRI AL GRAPHI CS SUPERVI SOR, 1490

Summary of Duties: Plans, organizes, and directs the work of

enpl oyees of a graphics unit engaged in providing printing,
duplicating, reprographic, stationery forns supply, photocopier
support and rel ated services for the Departnent of Water and Power; or
assigns, reviews, and eval uates the work of enpl oyees engaged in
printing, duplicating, and reprographic services; applies sound
supervi sory principles and techniques in building and nmaintaining and
effective work force; fulfills affirmative action responsibilities;
and does rel ated worKk.

Di stingui shing Features: An Industrial Gaphics Supervisor either
assists in or has conplete responsibility for planning, organizing,
and directing the operations and activities of a |arge-scale
reproduction center, and print shop. An enployee of this class
coordi nates services with other divisions and sections, but direct
supervi sion of graphics service is |largely del egated to subordi nat es.
Supervi sion and performance is evaluated in terns of the overal
efficiency and productivity of the services. The class of Industrial
Q@ aphi cs Supervisor is distinguished fromthat of Drector of Printing
Services inthat the latter directs the operations of the Departnent
of General Services Printing D vision which includes |arge of fset
printing presses, but not reprographics.

Di stingui shing Features:

As a bona fide supervisor, an Industrial G aphics Supervisor is
responsi bl e for the performance of the full range of supervisory
activities, including application of discipline, processing and
resol ution of grievances, eval uation of performance, and approval of
requests for tine off.

Exanples of Duties: An Industrial G aphics Supervisor:
Directs or assists in directing the operations and activities of
a group of enpl oyees engaged in providing printing, duplicating,
reprographic, stationery stores forns, and rel ated services for
t he Departnent of Water and Power;

* Anal yzes, devel ops, and inpl enents new and revi sed unit
pr ocedur es;
* Anal yzes and nmay reconmend changes to departnent-w de policies

and procedures related to graphics services, reprographics, and
copi er equi pnent;

* Expedites the conpl etion of assignnments by coordi nating services
with other divisions and secti ons;
* Consul ts and advi ses supervi sors, section heads, and ot her

enpl oyees on reproduction costs, procedures, and met hods;
Exarrpl es of Duties (Cont.):
Drects the preparatron of, reviews, and approves periodi ¢ and
special reports, capita
* and expense budgets, purchase docunents, correspondence, and
accounting records;




Initiates and conducts cost studies on equipnent, naterial, and
uni t operations;

Confers wi th accounting enpl oyees on the costs of unit operations
and the charges to be nade for unit services;

Drects the preparation of requests for and admnisters contracts
with outside agencies for materials and suppli es;

Adm ni sters departnent-w de contracts for the acquisition,
instal l ation, and mai nt enance of phot ocopi ers;

Recomrends specifications to be used in the purchase of materials
and suppl i es;

Revi ews bids fromvendors and nakes recomrendati ons on contract
awar ds;

Recomrends t he purchase of duplicating, reprographic, and
printing equi pnent;

advi ses subordi nates on technical natters;

Meets with sales representatives fromvendors;

* May nake recommrendati ons regarding forns control;

* Comuni cat es equal enpl oynent/affirmative action information to
enpl oyees;

* Applies job-related criteria in selecting, orienting, assigning,
trai ning, counseling, evaluating, and disciplining subordinates;

* Assi sts enpl oyees in preparing for pronotion as described in the
Aty's Affirmative Action Program

* May occasionally be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qualifications: Incunbents nust have the foll ow ng know edges and

abilities:

A good know edge of:

*

Met hods and procedures used in directing a |arge-scale operation
providing reproduction, printing, and stationery Supply services
for the Departnment of Water and Power a | arge departnent;
Processes, practices, naterials and techni ques used in
reproduci ng maps, plans, and other docunents through the use of
duplicating, reprographics, and printing ;

Suppl y and perpetual inventory nethods;

Stationery formdesign and control;

Sound supervi sory principles and practices including planning,
del egating, and controlling the work of subordinates;

Techni ques of training, instructing, and eval uati ng of
subor di nat e wor k perfornance;

Techni ques for counseling, disciplining, and notivating
subor di nat e personnel ;

Procedures for grievance handli ng;

Supervi sory responsibility for EEQ AA as set forth in the Qty's
Affirmative Action Program

Ef fective safety principles and practi ces;

A wor ki ng knowl edge of:

*

Department of Water and Power forns and their uses;
Met hods of devel oping and installing new and |nproved wor k



nmet hods and procedures; A working know edge of (Cont.):

* Phot ography as related to various photographic reproduction
pr ocesses;
* Practices and procedures in cost accounting, budgeting, and
pur chasi ng i ncl udi ng specification preparati on and eval uati on of
bi ds;
* Menor anda of understanding as they apply to subordinate
per sonnel ;

A general know edge of:
Gty personnel rules, policies and procedures;

The ability to:
* Plan, direct, and reviewthe activities of a diversified, |arge-
scal e industrial graphics services unit;

* Pl an and conduct cost studies on equi pnrent, naterial, and
oper ati ons;
Prepare witten and oral reports and recommendations clearly and
conci sel y;

* Deal tactfully and effectively with section heads, supervisors,
subor di nates, and ot her enpl oyees;

* Establi sh and mai ntain a work environnent which will enhance both

enpl oyee noral e and productivity;

Appl'y sound supervisory principles and techni ques;

Ful fill supervisory affirmative action responsibilities as
indicated in the Gty's Affirnative Action Program

M ni num Requi r enent s:

Two years of experience supervising reproduction or print shop
activities as a Reprographi c Supervisor, Print Shop Supervisor or in a
class which is at least at that |evel.

Physi cal Requirenents: Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; and good eyesi ght.

Those with nmedical limtations may be able to performthe duties of
sone positions in this class with reasonabl e accommodati on. The
deci sion to accommodate soneone's limtations will be nade on an

i ndi vi dual basis and depends on the types of limtations, what the
hiring departnent can reasonably do to accommodate them and the
specific qualifications for the job.

As provided in GQvil Service Coomssion Rule 2.5 and Section 4.55
of the Admnistrative Code, this specification is descriptive,
expl anatory and not restrictive. It is not intended to declare
what the duties and responsibilities of any position shall be.



