Job Description

Plate Maker/Proofer


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Purpose & Reporting Structure:

Under the direction of the Pre-Press Supervisor or the Lead Stripper. The Platemaker/Proofer exposes plates conventionally or digitally so they can be printed, ensuring the meeting of company quality and performance standards, and customer specifications and delivery requirements, in accordance with company policies and procedures.

Essential Duties and Responsibilities:


• Ensure processors, light frames, and CREO trendsetter are in proper operating condition. Perform assigned maintenance activities according to departmental procedures.

• Punch plates, make plate jackets, sort out film, and clean glass. Set up the plates to be processed, and process according to departmental procedures.

• Inspect plates for adherence to quality standards and customer specifications. Make proofs to ensure plates have been exposed correctly.

    
• Deliver plates to pressroom for printing.

    
• Make proofs using dylux.

    
• Put films in color sequence.

    
• Ensure an adequate inventory of departmental supplies.

• Participate on cross-functional teams to ensure the continuous, on-going improvement of processes, methods, productivity and quality, while reducing costs.

    
• Complete special projects as assigned.

    
• Complete and maintain all required paperwork, records, documents, etc.

• Follow and comply with all safety and work rules and regulations. Maintain departmental housekeeping standards.

Marginal Job Function:


File films and plates.

Protective Clothing/Equipment Required:


Requires the use of safety glasses and gloves when dictated by the work being performed.

Qualifications:


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:


Requires one to three years of trades training and three to twelve months’ related experience; or a combination of education and experience.

Language Skills:


Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to prepare routine reports and correspondence. Ability to communicate effectively with other employees of the organization.
Mathematical Skills:


Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability:


Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. Ability to deal with problems involving several concrete variables in standardized situations.

Other Skills and Abilities:


Requires the ability to operate vacuum frames, speed checks, plate processors, and a variety of small hand tools and precision measuring devices.

Physical Demands:


The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand; walk; and use hands to finger, handle, or feel. The employee frequently is required to talk or hear. The employee is occasionally required to reach with hands and arms; climb or balance; and stoop, kneel, crouch, or crawl. The employee must regularly lift and/or move up to 10 pounds, frequently lift and/or move up to 25 pounds, and occasionally lift and/or move up to 50 pounds.

Specific vision abilities required by this job include close vision, color vision, depth perception, and ability to adjust focus.

Work Environment:


The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently exposed to moving mechanical parts, fumes or airborne particles, and extreme heat. The employee is occasionally exposed to wet and/or humid conditions; high, precarious places; toxic or caustic chemicals; and risk of electrical shock.

The noise level in the work environment is usually moderate.

	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



