WELLESLEY PUBLIC SCHOOLS
Wellesley, MA

Job Description

Title: Production Center Clerk - PreK-5 Instructional Materials Support

Quialifications:

High School diploma or equivalent. Associates Degree or higher is preferred.

Prefer a minimum of three years or more office experience, preferably in a public school
Possess a thorough knowledge of and familiarity with modern office equipment, technology,
electronic equipment, and software applications and operations.
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Performance Responsibilities:

1. Copy, collate, staple, laminate curriculum and communication products as
authorized by the Production Center policy guidelines.

2. Maintain adequate inventory of paper, toner and supplies.

3. Work as a team with other members of the Production Center in order to produce

requested products in a timely manner.

Problem solve conflicts arising due to print schedules, and equipment use.

Track and execute repeating school year to school year copy work for specific

curriculum departments.

6. Access materials on Google Drive when needed to complete copy jobs. Examples

include originals stored in WPS Content websites such as elementary math,
science, and social studies.

7. Troubleshoot all equipment including clearing copier paper jams, changing ink
cartridges and toner, and communicating technical issues to WPS or copier
technical support.

8. Efficiently operate the print server, copier, binding and hole punch machines,
laminator, paper folder, desktop PC or iMac computers.

9. Respond to email queries submitted by WPS staff regarding Production Center
capabilities and copy turn-around time.

10. Performs other related duties as assigned.

ok~

Essential Functions of the Job:

Physical Demands:

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.

While performing the duties of this job, the employee is regularly required to sit. The employee
frequently is required to stand, walk, talk, and hear. The employee is frequently required to use
hands to finger, handle, or feel objects, tools, or controls and reach with hands and arms, climb
or balance and stoop.

The employee must lift, push or pull and/or move up to 50 pounds. Specific vision abilities
required by this job include the ability to adjust focus. The employee is required to have the
cognitive ability and focus to manage multiple detailed tasks at once with frequent interruptions.



Work Environment:

The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.

Work is performed in an office environment. Majority of the work is performed in a noisy

environment with frequent interruptions. The air in the environment can also be dusty and dry
due to the amount of paper being processed through the copiers.
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