CLOVIS UNIFIED SCHOOL DISTRICT

Position: Document Processing Specialist

Salary Grade: 17

Salary Schedule: Non-Operations
Department/Site: Graphic Arts

Reports to/Evaluated by: Supervisor, Graphic Arts
FLSA Status: Non-Exempt

SUMMARY

Under general supervision, the Document Processing Specialist leads and participates in high-volume
reproduction and duplication services, including scheduling. The role involves working with media and
design software and communicating with district personnel to complete requests according to
specifications. The specialist operates, maintains, and repairs offset press and computer-aided printing
and copying equipment. Work is performed with some independence and judgment and is reviewed
through observation and results.

DISTINGUISHING CAREER FEATURES

The Document Processing Specialist is a lead-level position under the direction of the Supervisor,
Graphic Arts, with some leadership duties over a small team of Technicians. The role manages graphic
arts, printing, and duplication production, and processes work orders. It operates in a fast-paced,
production-oriented environment with a focus on customer service, tight timelines, and material
availability from vendors or the district warehouse. Proficiency in computer applications, including media
and design software, is essential.

ESSENTIAL DUTIES AND RESPONSIBILITIES
e Leads and participates in the production of high-volume reproduction and duplication services.
e Schedules short- and long-term production.
¢ Works with media and design software to complete requests.
¢ Communicates with district personnel to clarify order specifications.

e Operates, maintains, and repairs offset press and computer-aided printing and copying
equipment.

e Manages graphic arts, printing, and duplication production.
e Processes work orders.
o Ensures excellent customer service and meets deadlines.
¢ Ensures the availability of materials.
QUALIFICATIONS

e Proficiency in computer applications, including media and design software.



Knowledge of graphic arts, printing, and duplication processes.
Strong customer service and communication skills.

Ability to lead a small team and train others.

Ability to operate and maintain specialized machines.

Knowledge of safety practices.

Abilities:

Ability to manage production and meet deadlines.
Ability to operate and repair equipment.

Ability to communicate technical information.
Ability to work independently and as part of a team.

Ability to lift and move materials.

Education and Experience:

High school diploma supplemented by college courses or industry training in Graphic Design and
reprographic operations.

Minimum three years of experience in a business setting with customer service, record keeping,
purchasing, and data delivery.

Knowledge of and proficiency with various copying, duplicating machines, and other graphic arts
equipment is preferred.

An equivalent combination of education, training, and experience may be considered.

Working Conditions:

Work is performed in the Graphic Arts Department.
May involve standing for prolonged periods, lifting, and moving materials, bending, and stooping.
May be exposed to fumes from printing chemicals and continuous loud noise levels.

Requires sufficient dexterity and visual acuity.



