5-7-93 CH EF CREATI VE SERVI CES DI VI SI ON, 7226

Summary of Duties: Directs the Oeative Services D vision of
the Oty Qerk"s Ofice; designs, draws, and letters official
Gty commenorative docunents; assigns, reviews, and eval uates
the work of Calligraphers performng the above work; applies
sound supervisory principles and techniques in building and

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

Di stingui shing Features: The Chief Ceative Services D vision
I's distingurshed Tromother classes by the requirenment for
creative and artistic devel opnent of a variety of officia
documents. Assignnents are received in witten formw th the
text of the docunment furnished. An enployee of this class is
responsi bl e for planning the arrangenent of text, deciding on
the style of lettering, designing appropriate ornanental
features, and sel ecting harnonious colors for illumnation.

| ncunbents in the class of Chief Oreative Services D vision, as
bona fide supervisors, are responsible for the perfornance of
the full range of supervisory activities including the
application of discipline, processing and resol uti on of
grievances, and eval uati on of perfornmance

Exanpl es of Duties: A Chief Creative Services Division:

Drects the Oeative Services Dvision in the design of
official Gty comrenorative docunents such as Counci |
resolutions, certificates of appointnent, and scrolls
conmenor ati ng speci al occasi ons;

Drects the work of a small group of Calligraphers who
assist in designing and lettering official Gty
commenor ati ve docunents;

Decides on the notif for the docunment and the size of paper
to be used;

Decides on style of lettering and hand letters the subject
matter, using decorative initial letters where appropriate;
May sketch prelimnary |ayout, allocating appropriate space
for text and illustrations;

Desi gns appropriate enbel I i shnents, such as scrolls,
synbolic figures, mniatures, and ornanental accessories;
Inks in detail and applies gold and other colors w th brush
and pen;

Bur ni shes gol d enbossnents;

Prepares docunents for printing and photographic
reproduction by line etching, by nmaking separate draw ngs
for each color, and by use of Ben Day and hal ftone

pr ocesses;

Makes arrangenents w th phot ographers and printers for the
reproduction of docunents;



Arranges for proper covering and bi nding of docunents to be
assenbl ed i n bookl et form

Arranges for adequate |evels of graphics supplies;

| nt egrates conputer graphics into production program as
appropri ate;

Prepares budget requests for specialized graphics,
suppl i es, and equi pnent ;

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

Applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and

di sci pl i ni ng subor di nat es;

Assi sts enpl oyees in preparing for pronotion as described
inthe Qty's Affirmative Action Program

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

Qualifications: Incunbents nust have the follow ng know edges
and abilities:

A good know edge of:

Various styles of text lettering, including Gothic, German,
rapi d, retouched, and double |line Ad English, medieval,
ornate nmedi eval, mssal capitals, Ronman, script, and
italics;

The creation and use of synbolic figures;

Principles of design, layout, and col or harnmony as applied
to official docunents and certifi cates;

Types of pens and brushes used in docunent illustrating and
text lettering;

Norencl at ure, synbol s, nethods, practices, techniques, and
instrunents used in engineering, drafting, and nmappi ng;
Paper stocks, col or substances, and i nks;

Col or separation, Ben Day, and hal ftone processes used in
printing and phot ographi c reproducti on of draw ngs;
Conput er gener ated graphi cs applications;

Supervisory principles and practices, including planning,
del egating, and controlling the work of subordinates;
Techni ques of training, instructing, and eval uating
subor di nate' s wor k performance;

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

Procedures for grievance handli ng;

Supervisory responsibility for equal enploynent opportunity
and affirmative action as set forthin the Gty's
Affirmative Action Program

Ef fective safety principles and practi ces;

A wor ki ng knowl edge of:



Budget procedures;
Laws and regul ations rel ated to equal enpl oynent
opportunity and affirmative action;

A general know edge of:

Gty personnel rules, policies and procedures;
Menor anda of understanding as they apply to subordinate
per sonnel ;

A hi gh degree of skill:

I n sketching synbolical figures, scrolls, mniatures, and
ornanental accessories and in applying colors with brush
and pen;
In text lettering;

The ability to:

Plan and lay out various kinds of docunents w th proper

spaci ng of text and appropriate illustration;

Use drafting instruments, special lettering pens, and paint
br ushes;

Use conput er graphics prograns when appropri ate;

Supervise the drafting, illustrating, and |lettering work of

a small group of enpl oyees.
Establish and naintain a work environnent to enhance both
enpl oyee noral e and productivity.

M ni num Requi renents: Four years of full-tinme paid experience
In text Tetterrng, 1TTustrating, and illum nating.

Physi cal Requirenents: Strength to performaverage lifting of
'ess than 5 pounds and occasionally over 10 pounds; arm hand,
and finger dexterity involved in lettering for |ong periods of
tinme; sitting or standing for |ong periods; and good eyesi ght.

Those with nmedical Iimtations nmay be able to performthe duties
of sone positions in this class w th reasonabl e accommodati on.
The deci sion to accommobdat e sonmeone's limtations will be nade
on an individual basis and depends on the types of limtations,
what the hiring departnent can reasonably do to accommodat e
them and the specific qualifications for the job.

Federal Labor Standards Act Status: Al of the positions in
this class qualify Tor an executive exenption fromthe m ni num
wage and overtinme requirenents of the Fair Labor Standards Act.

As provided in CGvil Service Comm ssion Rule 2.5 and
Section 4.55 of the Adm nistrative Code, this specification
is descriptive, explanatory and not restrictive. It is not
intended to declare what all of the duties and
responsibilities of any position shall be.



