Job Description

System Operator


	Company Name
	

	Employee Name
	     

	Reports to: 
	Graphic Services Pre-Ppress Leader

	Hire Date
	     

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

	Status
	Non-Exempt


Position Purpose:

To create cylinder composition layouts for electronic engraving. To electronically assemble and prepare images for printing and proofing.

Specific Duties & Responsibilities:


1. To create complete press layouts using the Cylinder Composition System. These layouts must contain all necessary elements needed in the subsequent operations such as printing sheeting, folding, collating and trimming operations.

   
2. To assemble images received electronically using ECS or ArtPro.

   
3. To scan images into the system using the Topaz scanner (Color or Line).

4. To create stepped multiple images that will be plotted on the FSR. To plot images from the IPW or Mac to the FSR that will be used for proofing or other processes

5. To perform proofing operations as required and when necessary to output films for internal or external use.

6. Set an example to co-workers by practicing safe work habits at all times. Assure work areas are free from hazards, which could cause injury or accidents. Report any unsafe conditions to the Supervisor.

7. Maintain a positive, cooperative attitude toward customers, co-workers, subordinates, and management. Support, encourage, and participate in quality improvement projects in order that department activities meet or exceed customer and company quality, service, and performance needs and expectations.

   
8. Maintain a good attendance/punctuality record.

9. Perform job within established standards. Offer suggestions to solve problems that effect your lob performance.

10. Perform other related duties as requested by Supervision/Management.

Education:


REQUIRED: Associates Degree In Graphic Arts or Its equivalent.

PREFERRED: Bachelor Degree in Graphic Arts or its equivalent. Computerized Step and Repeat and Electronic Color Stripping.

Experience:



REQUIRED: Strong layout skills. Experience in job planning. Strong computer skills. Understanding of 


the Gravure printing process. Electronic image assembly experience.

Qualifications:



Ability to establish and maintain effective working relationships at all levels of the organizational 


structure. Good verbal and written communication skills. Ability to positively adapt to changes ~n 


responsibilities as they occur. Ability to consistently perform defined jab responsibilities from day-to-day. 


Must be competent in the use and application of personal computers. Must possess self-motivation, 


organization, trouble-shooting, and planning skills. Show initiative and able to work effectively with little 


direction.

	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



