SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 08/ 16/ 16 CLOSI NG DATE: UNTIL FILLED
SCDC | NTERNAL TI TLE: ASST. PRI NT SHOP MGR SCDC POSI TI ON #: 013104

HOURS/ VEEKLY: 040. 00 SHI FT SCHEDULE: 02 WORK TI ME: 0730 AM - 0330 PM
LOCATI ON: | NDUSTRI ES ADM NI STRATI ON, COLUMBI A ( RI CHLAND)

STATE JOB TI TLE: ADM NI STRATI VE COORD | STATE JOB CLASS: AH10

PAY BAND/ LEVEL: 05 E

BAND: 05 SALARY RANGE $ 032838 - $ 060760 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 038422 - $ 041466 SCEIS POSITION #: 61016797

M NI MUM AND ADDI TI ONAL REQUI REMENTS:

A HI GH SCHOCL DI PLOVA AND RELEVANT EXPERI ENCE | N BUSI NESS
MANAGEMENT, PUBLI C ADM NI STRATI ON, OR ADM NI STRATI VE

SERVI CES OR A BACHELOR S DEGREE MAY BE SUBSTI TUTED FOR

THE REQUI RED WWORK EXPERI ENCE.

(OR AN ACCEPTABLE EQUI VALENCY AS APPROVED BY THE DI VI SI ON OF STATE
HUMAN RESOURCES) . KNOWLEDGE OF PRI NTI NG OPERATI ONS | NCLUDI NG
TYPESETTI NG, LAYQUT, PLATE MAKI NG AND BI NDI NG FI Nl SHI NG THREE ( 3)
YEARS SUPERVI SORY EXPERI ENCE | N PRI NTI NG OPERATI ONS.

DESCRI PTI ON OF DUTI ES:

UNDER THE DI RECTI ON OF THE SCDC PRI NT SHOP MANACGER, COORDI NATES

THE GENERAL ADM NI STRATI VE, BUSI NESS ANDY OR SUPPORT ACTI VI TIES OF THE
PRI NT SHOP. PERFORMS OR SUPERVI SES THE PERFORMANCE RELATED TO Fl SCAL
MANAGEMENT, PERSONNEL MANAGEMENT, PROCUREMENT, SUPPLY SERVI CES, ETC.
CONSULTS W TH CUSTOMERS AND MAKES TECHNI CAL AND COST RECOMVENDATI ONS.
PROVI DES SERVI CES TO CUSTOMERS | N THE MOST ECONOM CAL MANNER WHI LE
SUPERVI SI NG AND TEACHI NG | NVATES VALUABLE SKI LLS THAT CAN BE UTI LI ZED
UPON RELEASE. | NSPECTS FI NI SHED PRODUCT FOR QUALI TY AND ACCURACY.

ASSI STS W TH PRODUCTI ON AND THE OPERATI ON OF PRI NTI NG EQUI PMENT AS
NEEDED. ESTABLI SHES SAFETY STANDARDS FOR PROPER USE OF EQUI PMENT AND
TRAI'NS WORKERS | N APPROPRI ATE METHODS. MAI NTAINS A SAFE AND SECURE
ENVI RONVENT FOR EMPLOYEES AND | NVATE WORKERS.

COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG

RESUME MUST BE SUBM TTED W TH APPLI CATI ON.  ( ANNOUNCE FOR 2 \EEKS)
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