STATE OF NEBRASKA
CLASS CODE:
S86112
CLASS SPECIFICATION
SALARY GRADE:
336

EST: 09/78 - REV: 05/02
OVERTIME STATUS:
N
DUPLICATING TECHNICIAN II
DESCRIPTION:  This is supervisory work whereby the incumbent directs, schedules and inspects the work of subordinates in the operation of various duplicating machines. Duties are performed under minimal supervision according to established policies and procedures of the agency; performs related work as required.

EXAMPLES OF WORK:  (A position may be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

May participate in operating duplicating equipment to produce complex job orders.

Supervises and assigns the work of subordinates and determines their work schedules.

Maintains billing procedures, job orders and related records.

Maintains equipment and supply inventory.

Trains new employees in the operation of duplicating machines.

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

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

Knowledge of:  procedures of the duplicating department; rules and regulations outlined by the particular agency; accounting and bookkeeping procedures for billing purposes.

Skills in:  organizing, coordinating and supervising the work of subordinates.

Abilities to:  communicating effectively with subordinates; handle more complex work orders for duplications.

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.)

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 three years of related office experience.

