Job Description

Preflight Technician


	Company Name
	

	Employee Name
	     

	Reports to: 
	Electronic Pre-Press Supervisor; Crew Leader in Supervisor’s absence.

	Hire Date
	     

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

	Status
	


Job Summary:

Load customer supplied electronic files for output, onto the Pre-Press file server. Check customer's electronic files for completeness and potential problems using software on the Macintosh and Windows OS platforms. Identify missing or problematic components and communicate them to the ASR, customer, and production personnel. Work directly with ASR, customer, and production personnel as necessary to work out any problems with the job.

Production Responsibilities:


1. Tasks:

          

• Read work order as well as all notes and instructions (EPP sheets, etc.).

          

• Use preflight software to check incoming work, to determine if all elements of the job conform 

to THE COMPANY'S specifications.

          

• Identify missing/corrupt fonts, and replace, if possible.

          

• Check for reflow.

          

• Identify missing images, and inform Customer.

          

• Perform basic troubleshooting

          

• Communicate concerns found in preflight procedure to ASR, customer, and production 

personnel.

          

• Work directly with Account Service Representative/customer as necessary.

          

• Maintain good relations with other departments and customers.

          

• Maintain all equipment related to department.

• Follow all required safety procedures such as: PPE's, Ergonomics, Chemical Hazards, etc. 

• Perform job in a manner that protects the health and safety of all employees.

Skills Required:


• Knowledge of external support devices (Jaz, Zip, SyQuest, etc.).

          
• Knowledge of fonts.

          
• Knowledge of preflight software (FlightCheck).

         
• Knowledge of desktop publishing software (QuarkXPress, PageMaker, Photoshop, and Illustrator)

          
• Knowledge of printing process.

• Knowledge of Rampage.

Administrative Responsibilities:


1. Check accuracy of Covalent sheet daily.

         
2. Attend Electronic Pre-Press department meetings.

         
3. Maintain and update Electronic Pre-Press Data Sheet.

         
4. Complete EPP Clean Files Checklists.

         
5. Maintain and update Job Status Checklist as needed.

6. Utilize error log books for all equipment.

Other Responsibilities:


1. General sweeping and cleaning of respective work area and department.

2. Perform other duties as directed.

Job Qualifications:


1. Knowledge of Macintosh and Windows operating systems.

         
2. Previous experience or education in Graphic Arts.

         
3. Demonstrate good attention to detail.

         
4. Demonstrate effective communication skills.

         
5. Basic troubleshooting skills.

         
6. Work effectively without direct supervision.

7. Work overtime as needed.

	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



