
JOB DESCRIPTION

POSITION TITLE



Print Center Assistant On-call/Temp


REPORTS TO:



Print Center Coordinator

PRIMARY FUNCTION: 
The PC Assistant temp provides assistance in the daily operation of the Print Center.  Acting in a retail capacity, the PC Assistant provides printing services to students and members of the greater Northfield community.

AREAS OF RESPONSIBILITY:


1. Operate multiple high volume copier/printers to meet the daily deadlines of administrative and academic departments.

2. Operate other Print Center equipment such as the large paper cutter, folder, tabber, laminator, binder and the numbering machine.

3. Bill out individual orders to departments; deposit cash received, including the coin-operated copier; assist with annual inventory of Print Center supplies.

4. Communicate Print Center procedures and expectations to customers at the Print Center window.  

SUPERVISORY RESPONSIBILITIES:   none

CONTACTS:
The main contacts for this position are Print Center customers, consisting of all campus members, academic and administrative, and community members.  Additionally there is regular contact with paper, printing and equipment vendors.

EDUCATION: 
Essential:
High school diploma, or equivalent.

Desirable:


EXPERIENCE:
Essential:
Experience with operation of copier equipment; customer service experience in high volume business. 


Desirable:
Some work experience in the printing/copy business. Experience in a college setting.  

KNOWLEDGE, SKILLS, ABILITIES:

· This position requires good communication skills, written and verbal

· Computer skills using Microsoft Access, Excel, Word and Adobe Pagemaker a plus

· Good mechanical aptitude and a comfort level with a variety of equipment.  

· Must be able to multi-task, adapting to changing priorities, and function well in a fast-paced work environment.  

· The ability to work well in a diverse community of students, faculty and staff is a must. 

· A high level of confidentiality is expected at all times.

PHYSICAL DEMANDS:
This person is expected to be on their feet through out the day, lift up to 70lbs. on a regular basis and be physically agile while operating equipment, stocking shelves and troubleshooting equipment problems.

WORKING ENVIRONMENT:
The Print Center is often noisy, requiring the use of hearing protection.

WORK SCHEDULE:
Term: on-call as needed dependent on volume of requested jobs.


Shift: Up to 8 hours/day – normal office hours 

8:00 a.m. to 5:00 p.m.

APPROVAL:




Jackie Wille

DATE:




January 2007

