Job Description

Pre-Press Supervisor


	Company Name
	

	Employee Name
	     

	Reports to: 
	Plant Manager

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Job Summary:

Responsible for all work performed in prepress department. Manage production in the department: responsible for productivity, quality, timeliness, and cost control of work in prepress. Assign work and give instructions to personnel. Plan, organize, influence and control issues related to efficient processes and effective personnel. Work cooperatively with other production supervisors and customer service/sales personnel.

Job Duties/Responsibilities:


• Review and plan job scheduling with other supervisors and with sales personnel to assure production goes according to customer need, including attendance of daily production meeting each morning.

• Manage work pertaining to electronic and traditional prepress functions. Schedule the work flow through the department to assure efficiency and cost control. Make work assignments, give instructions pertaining to job and answer questions personnel have about their work.

    
• Work closely with other managers in planning efficient prepress production.

• See that employees are properly trained. Proactively seek new and better ways for employees to do their jobs, making the best use of human resources and technology.

• Keep abreast of new methods, processes and procedures in order to keep up-to-date, and work closely with Systems Administrator in planning and implementation of new hardware/software, and general maintenance of computer system.

• Frequently deal directly with customers in a consultant role to recommend how they should prepare their files for most efficient production; or choose the appropriate employee to do so.

    
• Respond to suggestions from salespeople and others for customer service or product improvements.

    
• Responsible for the control of loss and spoilage in the dept. Emphasize the need for quality in

    
• the work performed and spot check the work done by the department personnel.

• Provide regular feedback to employees. Perform annual performance reviews with all employees assigned, and document accurately.

• Work closely with Human Resource Manager on personnel issues, including but not limited to: hiring, disciplinary, promotion and termination issues.

    
• Order supplies for department as needed.

    
• Schedule vacations in dept.

    
• Enforce all company rules and policies consistently; especially in regards to safety.

• Perform duties in accordance with all federal, state, local and company rules.

Skills and Abilities Required:


Thorough knowledge of prepress operations both traditional and electronic. Knowledge and experience in stripping, imaging, etc. Understanding of desktop publishing principles, software, equipment and issues as related to production, quality and efficiency. Ability to supervise, select, and train skilled employees. Ability to efficiently schedule work through dept. Strong communication skills including the ability to work well with fellow managers and directly with customers.

Minimum Qualifications:


Five years of progressively responsible experience in prepress operations and with desktop publishing equipment and software; a technical or vocational degree in graphic arts or management helpful. Strong problem-solving, decision-making and organizational abilities. Continuing desire for personal growth and development of leadership and managerial abilities.

Work Environment:


Frequent standing on cement floor; frequent sitting.

Equipment Used:


Light table, processors, high-end imagesetters and color scanners, process camera, plate and proofmaking equipment, step & repeat machine, Macintosh and IBM-compatible desktop publishing; a current list of Tru Line's hardware.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



