Job Description

Graphic Services Coordinator


	Company Name
	

	Employee Name
	     

	Reports to: 
	Plant Manager

	Hire Date
	     

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

	Status
	Non-Exempt


Position Purpose:

Coordinate and manage the daily schedule of the Art and the Pre-press Departments for Graphic Services. Also, perform daily art production and pre-press production where required to meet customer schedules.

Specific Duties and Responsibilities:


1. Perform and manage the art department schedule and production as defined below

         

1. Ensure that production art projects are completed in a timely fashion

         

2. Coordinate the production art schedule with the Art Manager

         

3. Purchase necessary supplies and service for the art department

         

4. Work with customers daily to provide the highest quality art work possible

   
2. Perform and manage the pre-press department schedule and production as defined below:

         

1. Ensure that pre-press projects are completed in a timely fashion

         

2. Coordinate the pre-press schedule with the Pre-press Leader

         

3. Purchase necessary supplies and service for the art department

         

4. Work with customers daily to provide the highest quality pre-press work possible

3. Act as liaison between the Art Department and Pre-press utilizing your knowledge of both Art and Pre-press functions.

   
4. Assist the department as necessary to ensure that tasks are completed.

   
5. Keep department procedures up to date and write new procedures when necessary.

6. Perform other related duties as required.

Education:


REQUIRED: Associates Degree in Graphic Arts or Pre-press

PREFERRED: College Degree in Graphic Arts or Pre-press

Experience:


REQUIRED: Minimum of 5 years of art/pre-press design and production in a printing industry

PREFERRED: Skilled in working with art/pre-press on multiple software platforms.

.

Qualifications:


Outgoing, hardworking individual dedicated to making graphic art and pre-press production the best possible, Need to be a detailed oriented person who can communicate well internally and externally. Must understand computer hardware and software so that the art production and pre-press production can be completed professionally, Understanding of communication media necessary.

Essential Functions:


Ability to manipulate art work and pre-press work to get desired customer and internal results. Must be able to recognize colors and color disparities. Must be able to sit at computer and work on art or pre-press production most of the day. Must be available for periodic travel to customers and press color okays. Must be able to communicate well with everyone.

The above list of essential functions is not exhaustive and may be supplemented as necessary
	Acknowledgement:

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


	Date



