
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title:  Office Assistant Copy Center       

Department: Operations Date Written: August 2016 

Reports To: Operations Director 

    

Exempt Status:  Non-exempt 

Approval:  ___________________________ 

                                 (Human Resources) 

 

 

 

JOB SUMMARY:  Provide central printing services to staff and the school district as a whole.   

  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

60% Printing Services 

A. Provide printing and duplicating services for all schools and district departments 

B. Print basic copy jobs, booklets, flyers, envelopes, posters, and laminating 

C. Utilize a variety of equipment to complete work 

10% Equipment Maintenance 

A. Maintain a variety of machines in the shop 

B. Perform routine maintenance and troubleshooting 

C. Change out a variety of parts, and securing repair services from technicians as needed 

 

5% Staff Assistance 

A. Assist staff in using the central printing system 

B. Assist with  issues with scanning documents 

C. Assist with electronic submission of jobs 

D. Make use of various features available through the central print shop 

 

10% Mail 

A. Process mail for the district and department 

B. Sort, distribute, and open as appropriate, incoming mail 

C. Prepare various mailings, sorting and metering outgoing mail, etc. 

 

 5% Inventory 

A. Maintain inventory of needed supplies, including inks, toners, a variety of papers, envelopes, and 

laminating supplies for both the central print shop and school buildings through central supply  

B. Check on pricing for needed supplies and submit requisitions to district office staff for ordering. 

 

5% Scanning 

A. Scan documents into digital archive 

B. Retrieve archived documents including student transcripts 

 

5% Clerical Support 

A. Assist with data entry in support of district office staff including journal entries and other 

financial transactions  



B. Provide clerical support including filing, sorting, proofreading and editing 

 

 

Perform other duties as assigned or requested including attending professional development 

opportunities/meetings, in-services and workshops 

 

 

WORK REQUIREMENTS AND CHARACTERISTICS: 

 

Education/Certification/Licensure: 

 

 High school diploma or equivalent 

 Training in office procedures preferred 

 Training in computers preferred 

Experience: 

 

 Experience with computers, copiers and duplicators preferred 

 

Essential Knowledge, Skills, and Abilities: 

 

 Intermediate clerical and computer skills 

 Ability to vary sequence of duties 

 Knowledge of district and building policies and procedures 

 Entry level word processing and spreadsheet knowledge 

 Knowledge of general office software and/or specific program software 

 Ability to work collaboratively with office and district staff 

 Excellent oral and written communication skills 

 Ability to relate with others and present a positive interaction in a professional matter with public, peers, 

and administration in all communication 

 Office organizational and time management skills 

 Ability to handle multiple tasks and set priorities 

 Entry level accounting and bookkeeping skills 

 Ability to use and be proficient in Google Docs 

 Ability to exercise confidentiality in handling district information 

 

Machines, Tools, Equipment, Electronic Devices, and Software: 

 

 Operates various equipment including central printing equipment, printers, digital scanners, copiers, 

duplicators, laminators, poster maker, folding machine, padding and cutting machines, calculator, 

postage meter, electronic postal scale and telephone  

 Operates computer using specialized printing software, accounting information system, archiving 

software, internet browsers, and e-mail  

 Uses Gmail to receive district communication 

 

Supervision of Other Employees: 

 

 Position does not require supervision of other employees 

 

 



Physical Job Requirements: 

  

 Position requires extended periods of standing  

 Position involves frequent bending and stooping to load and unload paper 

 Position involves frequent lifting of paper boxes up to 50 lbs.   

 

Mental Job Requirements: 

  

 Position involves responding to changing technology 

 Position requires working independently 

 Position involves taking direction from several sources 

 Position includes setting priorities, handling multiple tasks, accomplishing work despite interruptions, 

and working under time pressure 

 Position requires adapting to continual changes in equipment, software, and procedures 

 

Working Conditions: 

  

 Exposure to print shop conditions including machine noise, fumes from machines 

 Some exposure to chemicals and sharp blades/cutting tools.  

 Exposure to hot surfaces while changing parts  

 

 

This description describes the general nature and work expected of an individual assigned to this 

position.  Employees may be required to perform other job-related duties as requested by their 

supervisor.  All requirements are subject to possible modification to reasonably accommodate individuals 

with a disability. 


