
CAJON VALLEY UNION SCHOOL DISTRICT
PERSONNEL COMMISSION

Job Class Description

BASIC FUNCTION:
Under the direction of the Print Shop Supervisor, operate high-speed digital copiers, wide-format printers,
computers, and related peripherals and finishing equipment in the printing and reproduction of a variety
of materials for District school sites and departments; order branded apparel and other items to promote
student and school spirit. The incumbents in this classification assist in providing students with quality
printed materials for classroom instruction and student activities which directly support student learning.

DISTINGUISHING CHARACTERISTICS:
The Print Shop and Specialty Item Technician is the third level in the series and in addition to being
assigned the functions and duties of the Print Shop Technician class, is further distinguished by
additional responsibilities for facilitating the design, ordering, processing, and billing for the branded
clothing and specialty items requested by school sites. The Print Shop Technician is the second level in
the series, and is responsible for the production of a variety of printed materials using high speed digital
copiers and other reproduction and finishing equipment. The Print Shop Assistant is the first level in this
series operating under closer supervision to perform a range of bindery and other finishing assignments
as well as operating high speed duplicators, assisting in the delivery of finished orders, and maintaining
copiers and bindery equipment.

ESSENTIAL FUNCTIONS, DUTIES, AND TASKS:
The following list of functions, duties, and tasks is typical for this classification. Incumbents may not
perform all the listed duties and/or may be required to perform other closely related or
department-specific functions, duties, and tasks from those set forth below to address business needs and
changing business practices.

Order specialty clothing and other items with logos and copy to promote school identification and
branding.

Communicate with item vendors to place orders, recommend approval vendor invoices, verify correct
receipt of ordered items, coordinate with school sites to meet inventory of specialty items.

Monitor and verify invoices
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