G ass Code: 081
Cty of Anaheim Classification
Class Specification Bl NDERY WORKER

DEFI NI TI O\ Under noderate supervision assenbl es and binds printed materials into books
and panphl ets and operates a variety of electrical and manual equipnent related to the
bi ndery process.

TYPI CAL DUTI ES

Assenbl es and binds printed materials into books.

Operates machi nery and equi pment to collate, drill, cut and fold printed material. Wap
or box conpl eted work.

Assenbl es agenda packages for the Cty Cerk's office and Pl anni ng Departnent.
Delivers materials to operating departnents.

Qperates centralized Kodak 200 A F Copier in relief of operator

Perforns occasional assigned services in nail room

Mai nt ai ns bindery material inventory.

Perforns related duties as required

M N MUM REQUI REMVENTS

Know edge of: Bindery processes and equi prent.

Skill in: Use of bindery and copy equi pnent, interpreting requested products,
identifying acceptable quality in end product and operating equipment in an efficient
and cost effective manner.

Li cense Required: Cdass IIl California Driver's License

Supervi si on Received: Wrks under the supervision of Reprographics/Mil Supervisor

Career Ladder Infornation: Experience in this class may neet the mni mumrequirenents
for Ofset Press Operator

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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