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Bl NDERY EQU PMENT CPERATOR, 1485

Summary of Duties : Sets up, operates, and adjusts |arge bindery
equi prent and nachi nery such as | arge programrabl e power - oper at ed
paper cutting machines, collators, stitchers, and fol di ng nachi nes;
may provide | eadership and supervision to a group of journey-Ievel

Bi ndery Equi pnent Qperators and ot her enpl oyees perform ng such work;
and does rel ated worKk.

D stingui shing Features : A Bindery Equi pnent Qperator mnaintains,

adj usts and operates a variety of |arge bindery equi prent and

machi nery common to a print shop. The operation of these machi nes
requires alertness and accuracy to avoid spoilage of costly naterials
and del ays affecting other shop operations. The work, which involves
both routine and conplicated cutting and folding on a variety of paper
and card stock, requires journey-level skill and know edge. A Bindery
Equi prent Qperator is continually subject to safety hazards. An

enpl oyee of this class is not closely supervised and receives
assignnents in the formof stock cutting tickets and job tickets.

A Bindery Equi pment Cperator may be assigned responsibility for the
Printing Division's bindery operations and rmay both supervi se and
personal Iy performjourney-level duties. An enployee assigned at this
| evel is responsible for planning and nmaintai ning efficient production
and for the establishnent and enforcenent of safe working practices.

Exanpl es of Duties : Sets up, operates, and adjusts power-operated
programabl e paper cutting nachi nes; selects the required quantity of
paper stock by type, weight, quality, and size as indicated on the
stock ticket; cuts paper stock to size for printing presses; does
finish work by trimmng or cutting printed material with precision to
speci fied dinensions; records tinme spent on each job on a daily | abor
report;

Makes an inventory of paper stock and notifies the supervisor when
stock | evel reaches the established m ni mumorder point; |ubricates
and nai ntai ns paper cutting nmachines; replaces dull cutting knives;
may set up and operate other bindery equi pment such as fol di ng,
collating, gluing, perforating, trimmng and stitching nmachi nes; nay
receive, check, and help with store supplies; may act as a | ead over
Bi ndery Wrkers; may supervise a group of Bindery Equi pment Qperators
and ot her bindery shop personnel working on various types of printed
materials; and nay designate requisition, or assenble stock to be
used; nay lay out work;

Enpl oyees assigned at any level nmay be assigned to other duties for
trai ning purposes, to neet technol ogi cal changes, or energencies.

Qualifications : A good know edge of the mai ntenance, adjustnent, and




saf e net hods of operation of |arge programabl e power-operated paper
cutting machi nes together with skill in their operation and

adj ustnent; a good knowl edge of the methods of cutting and trimm ng
stock and finished printing material, including books and panphlets;
a good know edge of the types, designations, weights, standard sizes,
colors, and storing of paper, book and card stock; a working know edge
of the operation and adjustnent of other bindery equipnent including
folding, collating, gluing, trimmng and stitching machi nes; the
ability to make arithmetic cal culations in connection with the
econom cal cutting of paper to size; and the ability to recogni ze a
wi de variety of paper stocks.

Conpl etion of a recogni zed apprenticeship; the attai nnent of journey-
| evel rank as a bindery equi pment operator; or four years experience
in the set up, operation and adjustnent of various power-operated

paper cutting, collating, stitching and fol ding nmachines is required.

Physical Requirenents : Strength to performaverage lifting of up to
35 pounds and occasionally over 70 pounds; arm hand, and fi nger
dexterity with both hands involved in such activities as setting up,
adj usting, and operating power-operated paper cutting and fol di ng
machi nes; and good eyesi ght.

Persons with nedical limtations nmay, wth reasonabl e accomodati ons,
be capabl e of performng the duties of some of the positions in this
class. Such determ nation nust be nade on an individual basis in
[ight of the person's limtations, the requirements of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the limtations.

As provided in Gvil Service Commssion Rule 2.5 and Secti on
4.55 of the Admnistrative Code, this specification is
descriptive, explanatory and not restrictive. It is not
intended to declare what the duties and responsibilities of any
position shall be.



