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GEN-ERAL STATEMENT OF DUTIES
Assists the Publication Production Supervisor in the planning, scheduling, and production of
work and the distribution of the finished product; performs related duties as required.

COMPLEXITY OF DUTIES
Under general supervision, the duties require the use of independent judgment in the various
phases of the production of publications.

TYPICAL DUTIES
l. Schedules printing jobs.
2. Assigns work to subordinates.
3. Plans distribution of publications.
4. Makes recommendations for the purchase of new equipment.
5. Orders supplies and maintains inventory control.
6. Acts as department head, as required.

EUtL PBRFORMANCE KNOWLEDGBS. SKILLS, AND AB_ILIT]IES
1. Considerable knowledge of the various phases of publication production from

editing and proof reading through distribution;
2. Considerable knowledge of offset printing and related camera work;
3. Knowledge of the principles and practices of public administration;
4. Ability to establish and maintain effective working relationships with associates

and subordinates;
5. Ability to keep records and make reports.

MINI NS
Trainiug and Exp-encnce
Bachelor's degree from a regionally accredited or New York State registered college or
universify including or supplemented by course work in graphic arts
and
Three years of satisfactory experience in the preparation of printed material including two
years in a supervisory capacity.

ILO_TE: Experience, as outlined above, in excess of the threeyear requirement, may
be substituted for college education on a year-for-year basis up to a maximum
of four years.
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