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PRINT SHOP MANAGER I

DESCRIPTION OF WORK

This is supervisory work in managing a medium-sized print shop or serving as an assistant in a large
print shop in a university.
Employee manages the operations of a medium-sized shop or a segment of the larger printing
operations to provide printing and duplicating services to the university. Work involves contact with
various university officials to determine and take orders for printing needs as well as providing them a
service on how to make their printing more useful and attractive at the best price. Work may involve
contracting printing services outside the print shop. Employee is responsible for the purchase and
maintenance of equipment and supplies and for maintaining adequate financial and inventory control
records. Work is performed under the general supervision of an administrative official in the Business
Office or a higher level manager and is reviewed through financial reports and through the efficiency
and effectiveness of the operation.

EXAMPLES OF DUTIES PERFORMED

Confers with University personnel regarding their printing needs; assists them in the design, format,
and layout of various forms, brochures, reports, and manuals.
Determines the weight, size and types of paper, ink and other materials necessary to complete
print-order; calculates unit prices and assists departments to operate within their printing budget.
Directs shop production; supervises personnel in the various reproduction processes to maintain
quality; to meet production deadlines; and to minimize waste and machine breakdown.
Assists the manager in planning and supervising the operations; deals with customers on printing
problems and figures the cost of complex jobs.
Assists with contacting commercial printers regarding special or offset printing orders; assists
commercial printers with the layout and review of proof copy.
Supervises the maintenance and repair of machines and equipment; contacts outside repairmen for
major machine repairs.
Maintains adequate inventories of paper, inks, and other supplies.
Prepares a variety of reports and financial statements reflecting the operation of the unit; confers with
the Business Office concerning policies governing the operations.
Performs related duties as required. .

RECRUITMENT STANDARDS

Knowledges, Skills, and Abilities

Considerable knowledge of the principles, methods, processes, and equipment used in printing and
duplicating.
Considerable knowledge of paper stocks, inks, and other supplies and materials used in printing work.
Ability to plan, assign, and supervise the work of subordinate employees.
Ability to maintain adequate accounting and inventory control records and to prepare various
operational and fiscal reports.
Ability to establish and maintain effective working relationships with faculty members, administrative
officials and subordinate employees.
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Minimum Education and Experience

Graduation from high school and six years of experience in printing and three years of which must be in
a supervisory capacity; or an equivalent combination of education and experience.
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