Job Description

Senior Electronic Image Assembler II


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Primary Job Function:

While working under the supervision of the Prepress Department Shift Supervisor or the person in charge, the Senior Electronic Cover Operator prepares electronic cover files on computer which are to meet the company's quality requirements as well as any customers' specifications, with minimal supervision and guidance. In addition to the regular functions of the Electronic Cover Operator, the Senior Electronic Cover Operator has the ability to work on multiple computer platforms and the ability to train on all aspects of electronic cover production.

Job Duties:


Employees placed on this job will spend approximately 80% of their time on the following:

1. Making changes to customer files and/or creating customer files on computer so plate-ready films can be made.

   

2. Applying strokes and fills to application files to account for overlap on the final films.

   

3. Performing traditional Cover Image Assembly as needed.

   

4. Checking film for Press.

   

5. Working out computer system and software problems.

   

6. Initiating the proofing process, checking the proofs and mailing proofs to customers.

   

7. Conduct training and demonstrations on the various systems used for electronic cover 

production.

   

8. Provide help and leadership in problem solving and troubleshooting on individual cover jobs 

and general application problems. 

The balance of the employee's time will be spent performing a variety of tasks leading to becoming a higher skilled and better trained Electronic Cover Operator for the Prepress Department in addition to the following:

1. Contacting customers to work out problems when they arise.

   

2. Communicating with other departments, including Book Engineering and Customer Service, to 

appropriately and effectively manage customers' specifications.

   

3. Performing routine daily maintenance on the equipment and the surrounding area, including 

the image setter and processors, and reporting any unusual conditions to the supervisor or the person in charge.

   

4. Assisting in the training of lesser skilled Electronic Cover Operators.

5. Learning and developing the ability to problem solve and troubleshoot in both group (or team) and individual situations. Learn and develop knowledge and ability to use quality improvement problem solving tools and techniques.

   

6. Ability to scan black and white as well as color images as necessary.

   

7. Understanding and knowledge of color theory and color correction. Ability to apply this 

understanding and manipulate files to meet customer color correction requests.

All of the above work will be performed in a safe, prescribed, and acceptable manner.

General Job Prerequisites:


Any employee considered for an Electronic Cover Operator will have worked as a Cover Image Assembler for a sufficient period of time to have acquired the knowledge and experience that would allow her/him to perform all of the tasks required on this job. An Electronic Cover Operator should possess and demonstrate the ability to read, write, and perform mathematical computations. A high school diploma, or its equivalent, evidencing the ability to perform the duties described. Additionally, specialized training in computer languages and software are required. Possessing the physical dexterity to perform the duties described for an Electronic Cover Operator is required. Further, it should be understood that all jobs at the company have been described and evaluated through a formal system of job evaluation. As such, this is a skilled position in the Electronic Prepress Department, where there are other jobs more difficult and requiring greater skills as well as on the job experience. The company's system recognizes the employee's ability to perform the basic job duties. This, along with additional training, could lead to a more difficult and higher evaluated job. However, a person's demonstrated ability to perform on the job is the key to any potential advancement.

	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



