Job Description

Press Assistant


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	Non-Exempt


Job Summary:

Assists press operators in the manual and machine tasks set-up, maintenance, and operation of a printing press.
Job Duties/Responsibilities:


1. Assists operators in using other pressroom equipment.

2. Assists in set-up of machines for operators.

3. Helps coordinate production jobs.

4. Performs preventative maintenance on press such as lubrication, replacement of small parts, cleaning and minor adjustments to rollers and other small moving parts.

5. Cleans up and keeps immediate work area neat and orderly.

6. Washes up press.

7. Loads feeder.

8. Winds/turns stock.

9. Performs other tasks as requested by head pressman.
Lifting Requirements:


No more than 3 hours in a 12 hour shift.



• 100 lbs - 5% of the time.

• 50 lbs - 75% of the time.

• 40 lbs - 20% of the time.
Job Requirements/Qualifications:


Ability to apply written and verbal instructions to machine set-up. Must demonstrate reliability through attendance, punctuality, and ability to stay in work area and/or work station. Must be able to cooperate with co-workers and supervisors.

Minimum Qualifications:


High school diploma or GED.

	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



