6- 8- 90 PRI NTI NG SERVI CES SUPER NTENDENT, 1496

Summary of Duti es: Pl ans, organi zes and directs the cost-effective
production of printing orders utilizing typesetting, |etterpress,
single and nmulti-color offset press and bindery machinery in the
Printing Services D vision of the Departnent of General Services;
assigns, reviews, and eval uates the work of enpl oyees engaged in the
above work; applies supervisory principles and techniques in building
and mai ntai ning an effective work force; fulfills affirnmative action
responsi bilities; and does rel ated work.

D sti ngui shi ng Features: A Printing Services Superintendent is
responsi bl e for organi zi ng and directing production type shop
operations to achi eve maxi num econony, efficiency, and work quality. A
Printing Services Superintendent is distinguished fromthe Drector of
Printing Services, inthat the Drector has overall responsibility for
Printing D vision operations and perforns prinarily admnistrative
duties. A Printing Services Superintendent works under guidelines
established by the Drector of Printing Services and receives
assignnents in the formof work orders and oral instructions. The
work of a Printing Services Superintendent is distinguished fromthat
of subordi nate working supervisors in that the Printing Services
Superi ntendent supervises all manufacturing operations of the D vision
whi | e each subordi nate working supervisor is limted to directing one
phase or process. A Printing Services Superintendent is distinguished
froma Printing Services Supervisor in that the latter supervises the
operations of a specialized printing unit.

| ncunbents in the class of Printing Services Superintendent, as bona
fide supervisors, are responsible for the perfornmance of the ful

range of supervisory activities including: application of discipline,
processi ng and resol uti on of grievances, eval uation of perfornmance and
approval of tine off requests.

Exanpl es of Duties: Coordi nates and routes the fl ow of work through
the Printing Division for efficient and cost-effective production
whi | e nmeeting established work and safety standards, priorities, and
wor k delivery schedul es; supervises, plans, and coordi nates the work
of personnel engaged in litho preparation, printing, duplicating, and
bi ndery work; transmts work orders in the formof job tickets;
initiates requests for supplies and equi prent; assists the Drector of
Printing Services by receiving instruction fromdepartnents rel ating
to their printing work and consults with themregardi ng style and
format; marks copy for typesetting and | ayout; inspects inpositioning
and col or of proofs, paste-ups, and flats and approves corrections as
necessary; inspects presswork for correct positioning, properplate

i npressions, and anpl e paper stock; conpares printing wth proof and
original copy to assure that all corrections and changes have been
made; reviews finished products for quality of printing and bindery
wor k; supervises mnor repair, cleaning, and mai ntenance by Printing
D vision personnel; and nay operate printing equi prent; mnakes
recomrendati ons regardi ng need for overtine or layoff in order to




mai ntain efficient production; approves tinme sheets for shop

enpl oyees; nakes routine decisions on personnel matters; supervises
the training of printing trainees; establishes and enforces safe
wor ki ng practices and procedures; assists in budget formnulation;
directs the mai ntenance of files; prepares reports of material used,
wor k acconpl i shed, and status of work in progress; conmmuni cates equal
enpl oynent/affirmative action informati on to enpl oyees; applies job-
related criteria in selecting, orienting, assigning, training,
counseling, evaluating, and disciplining subordi nates; assists

enpl oyees in preparing for pronotion as described inthe Gty's
Affirmati ve Action Program substitutes for the Director of Printing
Servi ces during absences; and nay occasionally be assigned to ot her
duties for training purposes or to neet technol ogi cal changes or
emner genci 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 print shop including the perfornmance of
litho preparation, printing, duplicating, and bindery operations and

t he keeping of job costs; a good know edge of the types, weights, and
grades of printing stocks and inks and their characteristics and uses;
a good knowl edge of the uses and capabilities of the various types of
printing equipnment; a good know edge of typesetting and paste nake-up,
a good know edge of current technol ogi cal devel opnents in the printing
field; a good know edge of safety principles and practices as applied
to the operation of a large printing operation; a good know edge of
supervisory principles and practices including: planning, delegating
and controlling the work of subordinates; a good know edge of

techni ques of training, instructing and eval uati on of subordi nate work
performance; a good know edge of techni ques for counseling,

di sci plining, and notivating subordi nate personnel; a good know edge
of the procedures for grievance handling; a good know edge of
supervisory responsibility for equal enploynent opportunity and
affirmative action as set forth in the Gty's Affirmative Action
Program a worki ng know edge of nenoranda of understandi ng as they
apply to subordi nate personnel; a general know edge of Gty personnel
rul es, policies and procedures.

The ability to plan, direct, and coordi nate the work of subordi nate
supervisors and other Printing Services enpl oyees; the ability to
prepare personnel, operating, and cost reports wth reconmendati ons;
the ability to fornulate printing processes for the efficient and
cost-effective production and delivery of high quality printed
materials; the ability to determne the necessity and cost-effective
use of outside contractors; and the ability to deal tactfully and
effectively with Gty Gficials, representatives of Gty departnents,
enpl oyees, and vendors; the ability to maintain a work environnment to
enhance both 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



Four years of full-tinme paid experience as journey-l|evel offset
preparator and conpositor, printing press operator or bindery
equi prent operator is required for Printing Services Superintendent.

Physi cal Requi renents: Strength to performaverage lifting of up to
15 pounds and occasionally over 25 pounds and frequent wal ki ng and
standi ng; and good eyesi ght to check position, color, and accuracy of
proofs, copy, and finished printing or bindery work.

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



