Job Description

Offset / Letterpress Printer


	Company Name
	

	Employee Name
	     

	Reports to: 
	Printing Manager

	Hire Date
	     

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

	Status
	Non Exempt


Position Objective:

To print custom, backorders and stock items in order to meet customer needs and demands in a timely manner.
Responsibilities:


* Print orders following the information and specifics listed on the work order with an emphasis on accuracy.

* Calculate and record an exact account of all completed work on a Weekly Paid For Performance Sheet.

* Measure stock and cut it appropriately for the specific work order.

* Conduct weekly maintenance on machinery, reporting any issues or problems to appropriate supervisor.

* Maintain an organized and clean work area in order to efficiently produce materials.

* Return and file all artwork and plates to its designated area on a daily basis.

* Take inventory of materials for the week and month.

* Continually learning new processes to increase efficiency as well as maintaining proficiency in operation of all current equipment, including but not limited to all offset and letterpress equipment.

* Burn and process plates as needed to complete work order.

* Clean plate processor on a monthly basis in order to maintain the efficiency of the machine.

* Assist in various departments as needed in order to meet daily business needs.

* Perform all related duties as assigned by the Printing Manager.
Working Environment/Equipment Used:


* Work is done in the warehouse area, dress appropriate for climate

* Daily functions require use of several pieces of equipment including but not limited to: Offset and Letterpress Printing equipment and most machinery within the Warehouse/Production area.

    
* Job involves climbing on ladders to reach higher shelf levels.

    
* Job involves moderate lifting.

    
* Contact with and use of inks and cleaning chemicals is required.
Qualifications/Attributes:


* High School Diploma or GED.

* 3 years of experience in printing.

* Detail and Results oriented, with emphasis on accuracy.

* Team Player with sufficient organizational skills.

* Results oriented, with emphasis on accuracy.

	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



