Job Description

Docutech Operator (Xerox 6180)


	Company Name
	

	Employee Name
	     

	Reports to: 
	Direct Mail Supervisor

	Hire Date
	     

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

	Status
	Non-Exempt


Summary:

Assist Digital Department in all aspects of 6180 manufacturing operations, data input, printing and in-line finishing operations. Set up and operate the 6180 Xerox printer in a way that consistently meets customer expectations and attains productivity requirements.

Essential Duties and Responsibilities:


Manufacturing:

• Manipulating text and graphics information for efficient use on imaging equipment.

• Knowledge of Xerox 6180-setup software including but not limited to XDOD, MS Windows NT, SunSparc systems.

• Responsible for workflow, job scheduling, job accounting and quality assurance on Xerox 6180 production.

• Perform troubleshooting and problem solving for 6180 production. Contact with Xerox for maintenance repair calls.

    
• Train other personnel as needed.

    
• Participate as a Team member in company Continuous Improvement Process.

Product Development:

• Testing new job possibilities, analyze paper specifications, and include written specification of all Xerox requirements.

• Development of Quality checks on existing and new products to assure high level of image to achieve 0% defects.

Security:

• Area security to include development and adherence to guidelines and procedures to include hardware, software and materials.

    
• Storage of 6180 supplies.

    
• Control direct phone line access.

• Controls to prohibit improper or non-authorized use of Xerox 6180 and supporting equipment.

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:


High school diploma or general education degree (GED) necessary. Three to six months related work experience or prior experience operating other printing related equipment preferred.

Language Skills:


Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.
Mathematical Skills:


Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.

Reasoning Ability:


Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

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; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear. The employee frequently is required to walk; sit; stoop, kneel, crouch, or crawl; and taste or smell. The employee is occasionally required to climb or balance. The employee must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 pounds, and occasionally lift and/or move more than 100 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, and depth perception.

Working 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 regularly exposed to moving mechanical parts. The employee is occasionally exposed to wet and/or humid conditions; high, precarious places; fumes or airborne particles; toxic or caustic chemicals; and risk of electrical shock. The noise level in the work environment is usually moderate however, occasionally the it can be loud.

	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



