
  
POSITION TITLE:  Offset Operator, Senior DIVISION: Supply & Property 
        
WORK YEAR: 12 Months DEPARTMENT: Purchasing 
        
LOCATION: DSF SALARY SCHEDULE: Support Services 

DEFINITION: 
The Offset Operator, Senior assists District personnel in preparing materials to be printed and 
distributed to students, staff, parents and the public.    Performs job related duties as assigned.  

  
ESSENTIAL FUNCTIONS: 

1. Confers with departments and assists in developing job specification on requested work as to 
appropriate format, type of paper to use, color combinations. 
 

2. Edits and corrects customer (student/teacher/staff) work saved to CD’s and PDF formats so 
work is easily sent to potential vendors. 
 

3. Prints jobs such as newsletters, fliers and booklets in-house.  Coordinates with contracted 
vendors for the printing and delivery of high end and over capacity jobs. 
 

4. Computes cost of jobs requested (both internal and external to the print shop) and matches 
department needs with services available. Prepares chargeback paperwork for accounts 
receivable. 
 

5. Schedules printing requests; assigns priorities; monitors work in progress and reviews external 
jobs for accuracy and quality.  
 

6. Operates equipment such as, but limited to: cutter, sealer, 3-hole drill and other equipment used 
in printing industry.  
 

7. Operates high speed copiers, image setters, finisher and booklet-maker.  
 

8. Knowledgeable in use of Photoshop, Adobe, In design, Publisher and other software used in the 
printing industry.  
 

9. Maintains inventory of frequently used forms. May assists in developing and updating forms with 
appropriate management.  
 

10. Other printing or media requests as deemed necessary by the Division Manager.  
 



QUALIFICATIONS: 
1. High school diploma or GED. 

 
2. Two year of printing experience including operation of high speed copiers, printing equipment 

and knowledge of industry standard software.  
 

3. Ability to compute accurately. 
 

4. Ability to organize and prioritize workload and coordinate with outside vendors. 
 

5. Ability to use initiative and independent judgment.   
 

6. Three years experience in using printing software and ability to use personal computer including 
Microsoft Office software. 
 

7. Ability to work effectively with administrators, staff and vendors. 
 

8. Knowledge of district wide financial system (ex. MUNIS) is desirable. 
 

9. Ability to lift up to 50 lbs. 
 

10. Ability to climb, stoop, kneel, crouch or crawl 
 

SUPERVISION RECEIVED: 

Division Manager, Supply & Property 

SUPERVISION GIVEN: 

None 
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