NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

PUBLICATIONS TECHNICIAN

Scope of Work

This is skilled technical work involving the design, layout, preparation and production of all official college and Foundation publications and information materials.

Performs varied tasks such as being responsible for communicating and collaborating with faculty, administrative and campus personnel to develop and design departmental and topical publications and advertising materials.  Work further includes review and coordination of all printed advertising for College and Foundation activities, preparing projects in camera-ready format and maintaining printing schedules and timelines.  An employee of this classification exercises independent judgement and creativity in work and project task completion.  Assignments are received in the form of generalized instructions with work being reviewed by an administrative superior in the form of reports, conferences and results achieved.  Leadership may provided for other office personnel.

Examples of Work

Communicates and collaborates with faculty , administrators and campus personnel to develop and design departmental and topical publications and advertising including newsletters, graphics, pamphlets, bulletins, manuals, charts and related medium.

Coordinates all College and Foundation printing projects including completing bid specifications, proofreading and approving final layouts; prepares projects in camera-ready format; maintains project printing schedules and coordinates timelines with contracted printer.

Reviews and coordinates all printed advertisements for college and Foundation activities; schedules advertisements with newspapers and magazines.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of business English, composition and marketing vernacular.

Knowledge of a variety of graphic art design work techniques including desktop publishing and scanning.

Knowledge of the design, layout and production of a wide variety of printed materials and publications.

Knowledge of commercial print shop methods and practices.

Ability to perform routine administrative tasks including composing, preparing and disseminating correspondence, reports, memoranda and related documents.

Ability to plan, assign and guide the work of other staff.

Ability to communicate effectively both orally and in writing with coworkers, faculty, administrators and the general public.

Ability to organize tasks and establish priorities.

Ability to plan, train and evaluate the work of other staff.

Ability to schedule and coordinate work to met deadlines.

Preferred Training and Experience

Ability to verbally and schematically present concepts and ideas.

Skill in the operation of a personal computer, typewriter, calculator and other common office machines.

Preferred Training and Experience

Graduation from a Senior High School or equivalent supplemented by three years experience in publications design and desktop publishing including supervisory experience.

Minimum Requirements
Graduation from a Senior High School or equivalent supplemented by two years experience in desktop publishing producing a wide variety of graphic art and publication materials or any combination  of skills, knowledge and abilities that meet these requirements.

Essential Duties

Each College will determine for their own use the essential duties assigned to this position.

The foregoing is a general description of this position and may be changed from time to time by the System Administration.

