School District of Santa Rosa County

Job Description

Printer Assistant I
	Reports to: Locklin Technical Center Principal
	FLSA Status:   Non-Exempt

	Department:  All
	Prepared by:  Human Resources

	Date:  June 26, 2014
	Job Code:  15050

	Position #:  41000
	Range:  5


Principal Duties and Responsibilities (Essential Functions):
Essential functions are fundamental job duties. They do not include marginal tasks which are also performed but are incidental to the primary functions. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position, nor does every position allocated to the class necessarily perform every duty listed.  Personal characteristics required of all employees such as honesty, industry, sobriety and the ability to get along with others, are presumed qualities and may not be listed specifically.
· Answers phone and performs clerical duties such as calculating orders, price quotes, receiving print orders and maintaining files, typing letters, reports and other materials; 

· Compiles job log sheets for bookkeeping purposes; 

· Sets up classrooms and prepares materials for instructional units; 

· Keeps bulletin board display current; 

· Supervises pupils during breaks, lunch and bus loading/unloading, under the supervision of instructional staff; 

· Administers and scores tests; 

· Operates audiovisual equipment and obtains required equipment and returns to storage; 

· Assists in small group pupil instruction; 

· Works with students to assist in completing assignments and projects and records pupil status and improvements; 

· Assists teachers in maintaining discipline and other functions; 

· Maintains records, files, reports and statistics of unit of assignment; 

· Sets up and operates offset duplicators, photocopiers, binding machine and other duplicating equipment in printing a variety of documents; 

· Cuts, collates, packages and stacks finished work, perforates, punches and numbers forms; 

· Services machines for minor maintenance; 

· Orders supplies and materials for operating procedures; 

· Operates desk top publishing equipment;
· Performs related duties as required or assigned.  
Supervision Received:

Locklin Technical Center Principal
Supervision Exercised:

None
Minimum Qualifications & Skills Required: 

· Graduation from high school or GED. 

· Six months experience in operating duplicating equipment.

· One year experience in clerical duties.
Preferred:
Operation and care of assigned machines; use of calculator; type; operation of duplicating machines.
Physical Demands:

Standing, walking, stooping, bending and reaching; moderately heavy lifting to place paper on machines.  Work inside; exposure to noise of printing and duplicating machines.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Terms of Employment:
Approved compensation plan
Ed Support Salary Schedule
Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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