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	State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909
	

	
	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

		2. Employee’s Name (Last, First, M.I.)
	8.	Department/Agency

	
	TECHNOLOGY, MANAGEMENT & BUDGET

		3.Employee Identification Number
	9.	Bureau (Institution, Board, or Commission)

	
	OFFICE OF SUPPORT SERVICES

		4.Civil Service Position Code Description

	10.	Division

	REPRODUCTION MACHINES OPERATOR 5/E6 
	PRINT AND MAIL MANAGEMENT

		5.Working Title (What the agency calls the position)

	11.	Section

	RMO 5/E6
	PRINTING SERVICES

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	MIKE HOLSCHER, RMS 9
	PRINT & GRAPHIC SERVICES

		7.Name and Position Code Description of Second Level Supervisor
	13.	Work Location (City and Address)/Hours of Work

	FRED CAMPBELL, RMS 10
	GSB, 7461 CROWNER DR., LANSING
MONDAY - FRIDAY, 7:30 – 4:00

		14.	General Summary of Function/Purpose of Position

	This position operates a wide variety of digital production and bindery equipment under close supervision. It is a 100% on-site position.

		15.	Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.
		List the duties from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1
General Summary of Duty 1	% of Time	 40
Under close supervision, learn setup and operation of high-speed digital production printers.

	Individual tasks related to the duty.
· Setup and operation of high-speed digital production printers, under close supervision.
· Perform minor maintenance, repairs, and lubrication on equipment as needed. 
· Read and interpret job tickets. 
· Perform quality checks and adjust as needed.
· Record time and material information for each job.
· Understand and comply with all safety rules and regulations. 


	
Duty 2
General Summary of Duty 2	% of Time	30
Under close supervision, learn setup and operation of bindery equipment.

	Individual tasks related to the duty.
· The setup and operation of bindery equipment such as folders, counters, cutters, wrappers, drills and assisting on Halm envelope press.
· Perform minor maintenance, repairs and lubrication on equipment as needed.
· Read and interpret job tickets. 
· Perform quality checks and adjust as needed.
· Record time and material information on each job.
· Understand and comply with all safety rules and regulations.
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Duty 3
General Summary of Duty 3	% of Time	20
In a back-up capacity, transport customer print orders to and from drop off locations, offices, outside vendors and the main print shop.

	Individual tasks related to the duty.
· Operate a state vehicle. Maintain vehicle log. Arrange routine maintenance on vehicle.
· Regular handling of boxes of printed materials.
· Prioritize route based on most critical needs.
· Be comfortable with constantly changing tasks and priorities as directed by supervision and co-workers.
· Display a positive, outgoing attitude when dealing with customers.
· Pickup and deliver proofs of work in progress.

	Duty 4
General Summary of Duty 4	% of Time	10
Other duties as assigned.

	Individual tasks related to the duty.
· Manual job assembly.
· Collating, inserting, packaging, slipsheeting, trimming or similar duties processed by hand. 
· Receive materials from GSB dock for Printing Services. 
· Check materials for quality and accuracy and ensure all processes have been performed. 
· Prepare jobs for shipping. Bundle, tie, box, wrap and address materials for shipping. 
· Submit time biweekly in the payroll system.
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	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Which project should be shipped first when handling multiple projects. 
Customers and the employees at Printing Services can be affected by these decisions. 


		17.	Describe the types of decisions that require the supervisor’s review.
Customer issues and conflicting priorities. 


		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
Position must lift 50-60 pound cartons of paper, slide up to 150 pounds of paper, ability to move skids or carts of paper weighing several thousand pounds. Considerable climbing on the press, prolonged standing, ability to bend and twist. Position is exposed to a variety of printing related chemicals, paper dust, noise, and there is a great deal of pressure due to deadlines and production schedules.

		19.	List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
	Complete and sign service ratings.		Assign work.
	Provide formal written counseling.		Approve work.
	Approve leave requests.		Review work.
	Approve time and attendance.		Provide guidance on work methods.
	Orally reprimand.		Train employees in the work.



	
22.	 Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
Yes

		23.	What are the essential functions of this position?
Assisting in the main printing facility operating digital production printing and bindery equipment, as well as pickup and delivery of printed materials and proofs. 

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Requesting to update PD to add the requirement of valid driver’s license under Certificates, Licenses, Registrations.

		25.	What is the function of the work area and how does this position fit into that function?
To provide various printing and bindery services for state agencies.


		26.	What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:
Education typically acquired through the completion of high school. 

	EXPERIENCE:
Reproduction Machines Operator 5
No specific type or amount is required. 

Reproduction Machines Operator E6
One year of experience operating printers, including high-speed, high-volume, networked, digital, publishing printers, and related equipment equivalent to a Reproduction Machines Operator 5.


	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of the set-up and operation of a wide variety of printing and bindery machines. 

	CERTIFICATES, LICENSES, REGISTRATIONS:
Valid driver’s license.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	 		 		
	Supervisor’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		Indicate any exceptions or additions to statements of the employee(s) or supervisors.


		I certify that the entries on these pages are accurate and complete.
 Staci Erickson		 	2/21/2025	
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.
		 		
	Employee’s Signature			Date


NOTE:  Make a copy of this form for your records.
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