
DISTRICT SCHOOL BOARD OF PASCO COUNTY

JOB DESCRIPTION

QUALIFICATIONS:
(1) High School Diploma or equivalent.
(2) Five (5) years experience in graphics services.

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of chemical regulations, safety regulations, OSHA 
requirements, printing operations, desktop publishing,k and job 
scheduling.  Skills in computer operation, communication, and budget 
development.  Ability to evaluate job costs, evaluate employees and 
maintain a good relationship with clients.

REPORTS TO:
Director of Director of Communications

JOB GOAL
To manage and direct the Graphics Services with emphasis on convenience, 
economic efficiencies and quality for the District.

SUPERVISES:
Printers
Secretary
Micrographics Services Technicians
Micrographics Services Clerks

PERFORMANCE RESPONSIBILITIES:

Technical/Professional Knowledge
* (1) Provide graphics services for District departments and schools, 

including printing and related processes, reproduction/quick copy 
services, and microfilming, archival storage, and retrieval of records.

* (2) Provide for maintenance and repairs of equipment.
* (3) Supervise assigned personnel, conduct annual performance 

appraisals, and make recommendations for appropriate 
employment actions.

Communication
* (4) Consult with District departments and schools relative to their 

graphics services needs.
* (5) Maintain a good relationship with clients.
* (6) Communicate effectively orally and in writing.

Manager, Graphics Services (continued)

* (7) Use appropriate communication strategies to interact with a variety 
of people.
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Manager, Graphics Services (continued)

* (7) Use appropriate communication strategies to interact with a variety 
of people.

Proactive Orientation
* (8) Demonstrate initiative in the performance of assigned 

responsibilities.
* (9) anticipate problems and design processes or procedures to prevent 

or address them.
* (10) Make recommendations for the selection and appointment of 

employees.

Critical Thinking 
* (11) Facilitate the development of the Department’s Continuous 

Improvement Plan.
* (12) Review and analyze data and information relative to Graphics 

Services.

Continuous Improvement
* (13) Set high standards and expectations for self and others.
* (14) Keep up-to-date and well-informed about issues and changes in 

areas of responsibility.
* (15) Assist employees in improving skills and knowledge.

Facilitation 
* (16) Use appropriate interpersonal styles and methods to guide 

individuals and groups toward task accomplishment.
* (17) Facilitate problem-solving by individuals or groups.

Managerial
* (18) Assist in planning and budgeting for the department.
* (19) Establish work assignments and schedules.
* (20) Organize work and establish priorities.
* (21) Maintain budget, billing, and inventories.
* (22) Maintain records of printing, reproduction and micro-graphics 

services and preparing periodic reports.
* (23) Prepare or supervise the preparation of all required reports and 

maintain all required records.

Constancy of Purpose
* (24) Exhibit support for the District’s vision, mission, goals, and 

priorities.
* (25) Perform other incidental tasks consistent with the goals and 

objectives of this position.

Manager, Graphics Services (continued)

Decisiveness
* (26) Make and share decisions in a timely manner.
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Manager, Graphics Services (continued)

Decisiveness
* (26) Make and share decisions in a timely manner.
* (27) Respond quickly in emergency situations.

PHYSICAL REQUIREMENTS:
Light Work:  Exerting up to 20 pounds of force occasionally and/or up to 
10 pounds of force as frequently as needed to move objects.

TERMS OF EMPLOYMENT:
Salary and benefits shall be paid consistent with the District’s approved 

compensation plan.
Length of work year and hours of employment shall be those established 

by the District.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of 
the Board’s policy on evaluation of personnel.

Job Description Supplement No. 11
*Essential Performance Responsibilities
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