
CLOVIS UNIFIED SCHOOL DISTRICT 

Position: Document Processing Technician II 
Salary Grade: 11 
Salary Schedule: Non-Operations 
Department/Site: Print Shop 
Reports to/Evaluated by: Supervisor 
FLSA Status: Non-Exempt 

SUMMARY 

Under general supervision, the Document Processing Technician II oversees and participates in high-
volume reproduction and duplication services. This role involves operating, maintaining, and repairing 
various offset press and computer-aided equipment used for printing and copying printed materials. 
Work is performed with some independence and judgment, and is reviewed through observation of work 
progress and completed results. 

DISTINGUISHING CAREER FEATURES 

The Document Processing Technician II is the second level in a multi-tiered career ladder for printing and 
document production. Advancement to this position requires two years as a Technician I, along with the 
ability to organize and sequence printing to optimize equipment and staff use. Advancement to 
Technician III requires mastery of all equipment for a full range of repairs, and the ability to lead a small 
team and develop short- and long-term production schedules. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

• Schedules offset printing and duplicating work and estimates timelines. 

• Enters information into a computer-aided job identification, tracking, and accounting system. 

• Produces high-quality printed materials by operating offset presses, adjusting and setting them up 
for specific jobs. 

• Performs maintenance and repairs on a variety of offset press and computer-aided printing and 
copying equipment. 

• Operates peripheral equipment, including drills, trimmers, and other bindery equipment. 

• Packages, labels, and prepares completed jobs for delivery or storage. 

• Maintains records of time and materials. 

• Prioritizes and schedules work to meet deadlines. 

• Communicates technical information with internal customers. 

• Performs other duties as assigned. 

QUALIFICATIONS 

• Knowledge of offset press operations, printing techniques, and document processing procedures. 



• Skill in operating and maintaining a variety of printing and duplicating equipment. 

• Ability to schedule printing jobs, estimate timelines, and prioritize work. 

• Strong communication and customer service skills. 

• Ability to maintain records and documentation. 

Physical Abilities: 

• Ability to function effectively in a printing/reprographics shop environment with safety awareness. 

• Visual acuity to read printed materials and computer screens, and to observe printing processes. 

• Speech and hearing ability for ordinary conversation and to hear equipment prompts. 

• Ability to stand, walk, bend, stoop, and reach for extended periods to operate equipment. 

• Sufficient strength to lift and carry materials up to 75 lbs. 

Education and Experience: 

• High School Diploma or G.E.D. 

• Supplemented by college courses or industry training in printing press operations. 

• Three years of customer service and printing experience. 

• Equivalent combinations of education, training, and experience may be considered. 

Licenses and Certificates: 

• May require a valid driver's license. 

Working Conditions: 

• Work is performed indoors. 

• Potential exposure to noise from equipment. 

 


