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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 6268
October 1997

POSITION TITLE:
Digital Graphic Consultant

REPORTS TO:
Manager, Digital Duplication Services

Objective: To provide full-performance level consultation to user departments on the creation and preparation of designs, graphics, art, brochures, pamphlets, posters, books and other printed material to be produced on digital duplicating equipment.  To develop, create and provide on-going training, technical direction and guidance on state-of-the-art digital graphic services and related digital duplicating software, hardware to potential and existing clients.

Essential Functions:

1.
Provides full-performance level consultation to user departments on the creation and preparation of designs, graphics, art, brochures, pamphlets, posters, books and other printed material to be produced on digital duplicating equipment.

2.
Develops, creates and provides on-going training, technical direction and guidance on state-of-the-art digital graphic services and related digital duplicating software, hardware to potential and existing clients.

3.
Takes a leadership role to actively coordinate departmental activities as required or requested.

4.
Consults with customers regarding design, cost, print, paper, color, bindery, reproduction and scheduling options.  Meets with customers on a one-to-one basis and/or makes presentations to customer groups.

5.
Creates and designs, which includes preparing text copy, cut and paste-up of artwork, and typesets various printed materials.  Creates electronic pre-press and graphics for camera ready art work.  Creates digital postscript output files for production purposes.

6.
Computes production time requirements and charges for customer reproduction work.

7.
Transmits and receives electronic print jobs over the network.  Incorporates data, digital pictures, graphic illustrations and typesetting into designated jobs, and forwards work to the DocuTech for production.

8.
Develops and maintains a storage system for forms and customer jobs.  Develops efficient electronic filing systems for layout, artwork and volume forms.

9.
Maintains and inventory of graphic supplies and re-orders supplies as scheduled and approved.

10.
Communicates with outside offset printing vendors to ensure for proper offset printing services.
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11.
Develops and maintains effective working relationships with existing and potential customers.

12.
Researches, implements and maintains Macintosh and PC workstations.

13.
Acts, as directed, as the lead or project manager for large projects.

14.
Operates, as directed, digital duplicating and bindery/finishing equipment, as required, requested or as back-up to digital duplicating staff..

15.
Maintains a current working knowledge of state-of-the-art LAN and WAN connectivity for both Mac OS and PC based systems in order to assist schools and other clients with digital duplicating services.

16.
Maintains both the integrity and confidentiality of all data, as directed.

17.
Performs other related duties, including special projects, as required or requested.

Education/Experience: An Associate Arts Degree or equivalent is required. Three (3) or more years of related experience is required.  A demonstrated though knowledge of desktop publishing and graphics programs, high pace graphics, publication layout and design including illustration, four (4) color pre-press design and stripping, and multiple spot color stripping process.  A demonstrated knowledge of a variety of reproduction equipment, including high-end, state-of-the-art digital duplicating equipment and, knowledge of various types of printable materials to include paper, cover-stock, tabs, labels, etc.  Demonstrated experience performing as project manager for the efficient and timely completion of both individual and multiple printing/publishing jobs.  Demonstrated mathematical skills.  A demonstrated current knowledge of a variety of computer based desktop publishing hardware, software including Quark Xpress, Adobe’s PageMaker, Illustrator and Photoshop, Microsoft’s Word and PowerPoint, etc., related Mac OS and PC operating systems, and emerging multimedia technologies.

Licensure: A current, valid Colorado Driver’s License is required.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills.  Performance is limited to the scope of essential duties and responsibilities. 

Physical/Environmental Characteristics: Essential duties are routinely performed in print shop or production environment.  Some limited travel may is required to deliver or receive materials.  Essential duties regularly require standing at a work station/desk plus movement while completing paperwork or using computers, printers, scanners, digital cameras, digital duplicating equipment and other business office machines and equipment.  Essential duties may involve: routine kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, and lifting up to 50 pounds to stack, store or retrieve supplies including paper re-stocking, or various computer and office equipment, as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

