Job Description

Traditional Pre-Press


	Company Name
	

	Employee Name
	     

	Reports to: 
	Pre-Production Supervisor

	Hire Date
	     

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

	Status
	


Job Summary:

Assemble film and materials to produce accurate proofs and plates for the printing of jobs.

Job Duties & Responsibilities:


1. Know and observe all safety rules.

   
2. Communicates effectively with supervisor, co-workers, account managers, and all pre-production 

personnel.

   
3. Compare film to job order before proceeding with proofing and platemaking processes.

   
4. Check film for clean up and corrects if necessary. Performs stripping repairs as needed.

   
5. Check to ensure trapping is correct.

   
6. Position copy according to specifications.

   
7. Ensure all flat sheet jobs are marked correctly for size and color.

   
8. Make layouts for step and repeat machines.

   
9. Perform routine maintenance on all assigned equipment.

  
10. Prepare appropriate plates based on job routing.

  
11. Effectively manages materials.

  
12. Demonstrates good housekeeping

  
13. Perform QA inspection before job moves to next stage in production.

  
14. Provide support to other positions as needed.

  
15. Assist and participate in on-going training.

  
16. Provide technical advice.

17. Proof read and approve orders.

Qualifications:


Has a thorough knowledge of the operation. Including - flexographic and offset printing, die cutting, pre-press and pre-production functions.

Able to –

1. Read and interpret documents such as safety rules, operating instructions and procedural manuals, and work orders.

   

2. Follow and understand quality guidelines

   

3. Communicate effectively with co-workers and supervision.

4. Add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Able to read and use a ruler.

   

5. Interpret a variety of instructions furnished in written or oral form.

   

6. Work with computers and applicable software.

The following activities are also required: reach (extending hands and arms in any direction), standing for long periods of time, walking (moving about to accomplish tasks), lifting (raising objects from a lower to a higher position or moving objects horizontally from position to position), grasping (applying pressure to an object with fingers and palm), and repetitive motion (substantial moving of arms, wrists, hands, and/or fingers) is required.

	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



