STATE OF NEBRASKA
CLASS CODE:
M86470

CLASS SPECIFICATION
SALARY GRADE:
207

EST: 05/80 - REV: 01/98
OVERTIME STATUS:
N
COMPOSING MACHINE OPERATOR

DESCRIPTION:  Under general supervision, operates composing or typesetting equipment to produce typeset copy for various layouts; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Operates composing or typesetting equipment to produce materials such as brochures, pamphlets, charts, narrative reports, cover pages, statistical tables, and other material.

Records typeset material onto various storage media, such as magnetic cards, tapes, diskettes, disks, or cassettes to prepare camera-ready copy using composing or typesetting equipment.

Plans layouts of materials to determine the size and style of type, horizontal and vertical spacing, and margins.

Computes anticipated dimensions of copy to be enlarged or reduced to determine the proper type and format.

Edits materials to ensure grammatical accuracy and conformity to authorized style standards.

Discusses materials to be printed with publication editor or other agency staff members to determine format and design.

Proofreads typeset materials to identify where to correct errors, transposed characters, dimensions, line length, margins, or type size, style, or face.

Constructs paste ups, tracings, and appliques to prepare headings, illustrations, or borders on forms and charts for camera-ready copy.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  agency rules and procedures applicable to work center operations; the techniques of editing and proofreading; the methods and techniques of layout design; composer/typesetter machine coding requirements.

Ability to:  proofread and correct printed materials; prepare material for standard, enlarged, and reduced typeset copy.

COMPOSING MACHINE OPERATOR (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  English grammar, spelling, and punctuation; composing or typesetting equipment and operations; various typing formats.

Ability to:  produce typeset materials using composing or typesetting equipment; comprehend and follow oral and written instructions; compute solutions to arithmetic problems involving the addition, subtraction, multiplication, and division of whole, fractional, and decimal numbers; communicate orally with the originators of materials being prepared, to exchange information and explanations.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Experience in the use of composing or typesetting equipment or devices.

OR

Experience in layout planning or forms design, plus experience in:  typing; keypunching; word processing; or operating a teletype machine, data terminal, or other machinery with an alpha numeric keyboard.

OR

Post high school coursework/training in:  composing or typesetting equipment operations and applications.

OR

Post high school coursework/training in:  layout planning or forms design, AND experience in any of the following functions:  typing, keypunching, word processing, data entry, or operating a teletypewriter or other machine with an alpha numeric keyboard. 

