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PURPOSE: Give a brief summary of the job, covering the main responsibilities, the framework within which the job has to operate and 
the main contribution to the organization (see Non-Management Job Description Writing Guide Pages 7-8). 

Reponing 10 the Print Supervisor, this position is responsible for effectively and efficiently delivering high quality 
hardcopy and digital print products by operating, adjusting and maimaining networked prim production, and envelope 
inserting systems. 

Print Services' print centres enable the communication and program support needs of GoA customer ministries and the 
citizens services Lhey provide including: 

• the timely and secure printing and distribution of income support cheques to vulnerable Albertans.
• the regular and reliable printing and distribution of Natural Resource Royally statements, which generate a

significant portion of GoA revenue.
• the efficient and timely printing and distribution of daily court documents and notice of convictions lo facilitate

court operations.

The delivery of products for all GoA ministries requires: 

• efficient, dependable and reliable operation of print, bindery and inserting production equipment to maximize
throughput.

• prioritization and management of print queues, print requests, inserting schedule and requests to ensure adherence
to customer delivery requirements.

• proficiency in numerous software applications which support the preparation, processing, monitoring and
reporting of production activities and services.

• rigorous quality assurance checks throughout the production cycle, to ensure the highest level of product quality
and mail integrity.

• consultation with customers lo determine the optimal solutions for business needs.

The position supports Print Services' role as a highly available shared service across the GoA by actively reviewing and 
testing disaster recovery plans to ensure continuity of service in time of disaster. 

RESPONSIBILITIES AND ACTIVITIES: The purpose of the job can be broken down in different responsibilities and end results. 
Each end result shows what the job is accountable for, within what framework and what the added value is. Normally a job has 4-8 core 
end results. For each end result, approximately 3-6 activities should be described (see Writing Guide Pages 9-10). 

I) This position ensures the effective and efficient set up, operation and maintenance of print, bindery and inserting
production equipment by:
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