
JOB TITLE:   COORDINATOR, GRAPHICS SERVICES

JOB DESCRIPTION:

This position reports directly to the Graphics Services Manager and is responsible in 
assisting with all daily operations in the print center.  This position will also be able to 
function between production tasks and limited administrative tasks.  Primarily this 
position will be responsible for overseeing all production planning and scheduling.

Duties of this position include but are not limited to: 

1. Administrative Responsibilities
a. Will assume responsibilities of Graphics Services Manager in his/her 

absence.
b. Assist as a technical advisor to the staff.
c. Coordinate production and scheduling of all printing projects.
d. Effectively communicate with employees.

2. Production of Materials
a. Efficiently operate all the presses for the production of printed 

materials, including spot and process color work.
b. Efficiently operate all related equipment in the Print Center.
c. Assist Graphic Artist in production planning.
d. Operate all prepress equipment.

3. Repair
a. Oversee maintenance of all equipment.
b. Contact repair serviceman when needed.

4. Other Tasks
a. Oversee Chemical and Hazardous waste operations.
b. Perform record keeping as required.
c. Assist in the inventory of supplies
d. Perform necessary housekeeping tasks.
e. Perform all other duties as assigned.

REQUIRED QUALIFICATIONS:
1. High School Graduate.
2. Ability to take instructions and follow through efficiently.
3. Ability to meet and work effectively with people.
4. Experienced in print production scheduling.
5. Minimum of 3 years experience in printing multi-color and process color

      work on duplicator and offset presses.
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6. Minimum of 2 years experience in bindery operations, including:  paper 
cutting, folding, padding and collating.

7. Experienced in prepress operations, including stripping, platemaking and 
camera.

8. Mechanically inclined and able to perform normal operator repairs.
9. Ability to work on feet for long periods of time and lift up to 50 pounds.

DESIRED QUALIFICATIONS:
1. Management experience in a like position.
2. Previous in-house printing experience.
3. Trade School Graduate (Printing).
4. Knowledgeable in graphic arts.
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