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QUALIFYING EXPERIENCE FOR TAKING THE PROMOTIONAL EXAMINATION:

Admission to this departmental promotion examination will be limited to current employees of Tompkins-Seneca-Tioga BOCES. 
Applicants must currently hold, and have held continuously, at least two years of non-competitive class status in the titles
of Printer.  In accordance with section 52-12 of civil service law, an open-competitive examination is being held in conjunction
with this departmental promotion examination admitting non-competitive class employees.

Tompkins County is Committed to Equity and Inclusion. We encourage those with similar values to apply.

DISTINGUISHING FEATURES :

This work involves responsibility for the operation of various types of commercial printing equipment utilizing a personal
computer (PC) to process jobs, download and manipulate customer files through a variety of applications including Microsoft
Office, Publisher, Adobe Acrobat, InDesign and Photoshop.  The incumbent in this position is responsible for assisting in the
coordination of the printing needs of the various school districts and BOCES.  The work is performed under the direct supervision
of the Senior Print Room Operator with some leeway for the exercise of independent judgment when determining printing
services.  The incumbent will perform all related duties as required.

TYPICAL WORK ACTIVITIES:

Operate and maintain commercial printing equipment in order to produce a wide variety of print jobs;• 
Operate a PC, binding equipment, cutter, padding, stapling, 3-hole punch, and folding machines;• 
Evaluates printing specifications and determines appropriate layouts;• 
May serve as liaison with school districts to verify printing requests and make suggestions for changes in layouts;• 
Assists with the scheduling of printing projects;• 
Handle equipment problems and maintenance;• 
Bills customers for services provided;• 
Types and files a variety of records, reports and other materials as required;• 

KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:

Good knowledge of commercial printing equipment;• 
Good knowledge of office terminology and procedures;• 
Good knowledge of business arithmetic and English;• 
Working knowledge of the maintenance involved in print room equipment;• 
Ability to type;• 
Ability to understand and follow oral and written instructions;• 
Ability to get along well with others;• 
Clerical aptitude;• 
Neatness;• 
Concern for accuracy;• 
Integrity; tact and courtesy;• 
The employee’s physical and mental condition shall be commensurate with the demands of the position, either with or
without reasonable accommodations.
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