GavilanJointCommunityCollegeDistrict June 2021

CAMPUS SUPPORT SERVICE TECHNICIAN

(REPROGRAPHICS/MAIL CLERK/SWITCHBOARD OPERATOR)

DEFINITION:

Under general supervision, to provide centralized reprographics semioesssncoming and
outgoing maito College faculty, stafind students; to plan production in response to volume and
deadlines; to maintain equipmentproperworking order;to maintaina sufficientinventoryof
suppliesandmaterials;andto perfornrelateddutiesasassigned.

ESSENTIAL DUTIES: The following duties are typicalf those performed by employees in this job title; however,

employeesnay performotherrelatedduties,andnotall dutieslisted arenecessarilperformedby eachemployeen thejob
title.

. Reviews duplicating orders arriving by mail, phone and email and estimates completion
time consideringsize,complexityandcompetingprojects;

. Plansdaily work scheduléo accommodateork volumeanddeadlines;

. Operatesdigital copying machines, maintains their operating condition, makes minor
adjustmentandrepairs anddecidesvhento contactatechniciarfor repairor instruction;

. Operates paper cutter, folder, drill, binding machine and stapler to make booklets; and
operates padto gluevarioustypesandsizesof paper;

. Establishestandard$or submittingorderssuchasamountof advancedhoticerequiredand
informationthatmustbeincluded;

. Resolvesvorkloadconflicts with anunderstandingf whatjobs generallytakepriority over
others;

. Prepares course materials to be sold in campus bookstore, ensuring compliance with
copyrightproceduresgompletesandrecordsnformationandpreparepurchaserdersfor
billing;

. Ensuresthe security ofwork producedsuch as by wrapping confidentiabnd thesis
materialsandensuringheproperpersongick up completedvork;

. Drivesavehicleto deliverlargeorderso campudocations;

. Maintainsinventoryof suppliesequiredto runthedepartment;

. Purchassuppliesandmaterialswvithin establishedudgetshoppindor priceandquality;

. Reviewdalprkcompleted.

ALIFICATIONS:

Qualities and uses of various types of paper stock and inks.
Function,operatiorandmaintenancef duplicatingequipment.

Basicuseof personatomputeincludingcommunicationsyord processin@ndspreadsheets.
Office organizatiorandrecordkeeping.
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Skill in:
Providingexcellentcustomeserviceincludingnegotiatingcustomerequeststesolvingconflicting
deadlinesandworking effectivelywith person®f diversebackgrounds.
Operatingeprographicequipmentncludingcopiersandmachinesusedfor collating,folding,
binding,trimming, staplingandprint productionprocesses.

Basic matHor calculating orders for materials based on size and complexity of projects.
Referringto andreadingoperatingmanualdo learnfeaturesandtechnique®f equipmenuse.
Maintainingrecordsandpreparingeports.

OtherRequirements
Mustpossesavalid Californiadriver'slicenseandhaveasatisfactondriving record.

ILLUSTRATIVE EDUCATION AND EXPERIENCE: A typicalwayto obtaintheaboveknowledgeand
skill is acombinationof educatiorandexperiencequivalento:

Two yearsof experience im busy, high volume reprographmsnter Formalor informal
trainingin office procedures;ecordkeepingandbasicbusinessnath.

PHYSICAL CHARACTERISTICS : Thephysicalabilitiesinvolvedin theperformancef essentiatiutiesare:

Sightto view materialsyeadtext andcomputeiscreensanddrive avehicle;colorvision toselect

and match colored paper; hearing and speech to communicate with customers, clarify orders,
explain processes and troubleshoot equipment problems; smell to detect toxic fumes, overheating
equipmentandfire dangermanualdexterityto operatemachinesandhandlematerialsjifting upto

50 pounds to store and deliver supplies and materials; mobility and flexibility to operate and
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