STATE OF NEBRASKA
CLASS CODE:
S86111
CLASS SPECIFICATION
SALARY GRADE:
334

EST: 09/78 - REV: 05/02
OVERTIME STATUS:
N
DUPLICATING TECHNICIAN I
DESCRIPTION:  This is routine office work with supervisory duties in the operation of various duplicating machines.  The incumbent will assist in the inspecting and coordinating the work of others.  Work is performed under general supervision and is subject to periodic review; 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.)

Assists in supervising the work of personnel in the duplicating department.

Sets up, adjusts and operates various duplicating machines and related office equipment.

Accepts duplicating requests and determines priority on a work schedule; determines the cost of job orders.

Proofreads duplicating material for readability and accuracy.

Assists in the training of subordinates.

Responsible for maintenance of duplicating machines.

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

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

Knowledge of:  familiarity with the procedures and rules in the duplicating department; operation and maintenance of variety of duplicating machines and related office equipment.

Skill in:  operation and maintenance of duplicating machines.

Ability to:  coordinate, organize and distribute the work of subordinates.

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

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, skills and abilities.  A general qualification guideline for positions in this class is a high school education plus two years of related experience.

