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PRINTER 

 

DEFINITION 

 Under general supervision, to assist with the district’s photocopying needs. 

 

REPORTS TO 

 Building and Grounds Director, and/or Building Administrator 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES  

 Assists teachers, principals, secretaries, and unit staff with bulk photocopying needs. 

 Maintains and performs general maintenance on printer’s/copiers in the central office print shop. 

 Help to keep the paper, tools, and other materials in the print shop organized. 

 Understands basic concepts about photocopy machines, printers, poster makers, etc. 

 Performs routine clerical work and basic arithmetic calculations. 

 Understands and carries out oral and written instructions. 

 Assists the building and ground director in ordering paper and printer supplies for the district. 

 Assists in the delivery in copied materials as needed. 

 Assists in the unloading of paper trucks and print related deliveries as needed. 

 Maintains confidentiality. 

 Maintains cooperative working relationships within the workplace. 

 Other duties innate to the position. 

 

QUALIFICATION REQUIREMENTS 

 To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 

ability required. Passage of a physical is required.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

 Credential - Valid Illinois drivers license preferred.   

 

 Education – Equivalent to completion of the twelfth grade required, Associate’s degree preferred,   

  including all courses to meet credential requirements. 

 

 Experience - Three years of experience working on photocopy machines, printers, etc., or  

  any combination of training and experience that could likely provide the desired   

  knowledge and abilities. 

 

PERSONAL QUALITIES 

 Appearance, grooming and personality which establish a positive example for students. Positive 

recommendations from supervisors and other professionals who have observed the characteristics, 

scholastic attainment and/or classroom performance of the printer.  

 

REASONING ABILITY 

 Ability to solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists. Ability to interpret a variety of instructions furnished in 

written, oral, diagram, or schedule form.  
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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 stand, walk, talk or 

hear, and taste or smell. The employee frequently is required to stand, walk, and sit. The employee 

is occasionally required to reach with hands and arms.  

 The employee must regularly lift and/or move up to 40 pounds and frequently lift and/or move 

more than 100 pounds. Specific vision abilities required by this job include close vision, distance 

vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 

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.  

 While performing the duties of this job, the employee occasionally works in outside weather 

conditions. The employee regularly works near moving mechanical parts, and is sometimes 

exposed to exposed to fumes or airborne particles, toxic or caustic chemicals, risk of electrical 

shock, and vibration.  

 The noise level in the work environment is usually loud. 

 

 

 

 

 


