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March 3, 2026 REQUEST TO FILL — STAFF and ADMINISTRATIVE POSITIONS
(Instructions for completing this form begin on page 2)

On Priotiry List w/out Ranking

@CIassiﬁed OConﬁdential DAdministrative Not ldentified in a Phase

DTemp Special Projects Administrator (see AP 7135) Out—of—CIass Assignment

Position: L€ad Printing Services Technican FTE (%): 1.0 (100%)
A Division: Administrative Services Department: Printing Services
Term (month/year): 12 Salary Schedule (Range): A-T9

Work Schedule (Days, Hours): Monday - Friday, 8 hours per day

B Previously Budgeted Position - Vacant (Incumbent Separated/Separating)

Incumbent name: Donna Rutherfod Last date of employment:
Reason for vacancy: QOC as Coordinator, Printing Services

1/12/26

Newly or Previously Budgeted Position - Never Filled

Fiscal Year Budget Approved: Budget Source (e.g., NRA, Grant Name):

Out-of-Class Assignment Reason(Incumbent on Leave () Vacancy (¢)Back-Fill

C Rationale/Operational need for and consequence of not, filling this position (attached additional page if needed):

Donna Rutherford began serving in an out-of-class (OOC) assignment as Coordinator, Printing Services, effective January 12, 2026, after the
retirement of Craig Hobson, subsequently creating a vacancy in the Lead Printing Services Technician position. This role is essential to daily
production workflow and timely completion of instructional materials. Backfilling the position is necessary to maintain continuity of operations and
service levels to the campus while recruitment for the permanent Coordinator is underway. See attached for additional rationale.

Area Vice President Initials: 7?

D Budget information to fund this position:
Account Number: 11000-663000-211000-677000-2100 Amount: 100 o $

Account Number: Amount: % S
Fund (check all that apply): General Fund Unrestricted|:| Restricted FundsDCategoricalD Grant |:|Temporary
DAnnuaI renewal of this position is contingent upon the College’s receipt of continued funding.

Duration (grant/temporary funded):Beginning date: End date:

Comments / Please list any changes in the budgeted position (e.g. title, FTE, Term, etc.):

Fiscal Use Only: [ JFunding available |:|Funding not available | Position # Contract #

Signatures - print/sign/date (to be completed in numerical order):

E . Requesting Manager: /\ngelic Davis Angelic Davis 2/10/26

1

2. Division Vice President: J°¢ Dominguez ﬁ //7{7{1 2/12/26
3. Applicable Human Resources Manager: Sm MM DH 2/25/26
4 J
5

. Chief Compliance/Budget Officer:

. Vice President, Human Resources: Recommend to ﬁII|:|Yes|:|No (see attached rationale)

Loitial Date

Reviewed by the President’s Cabinet, the following action was taken on the above request:

D Approved to fill immediately D Approved to fill (enter date) D Denied

6. President/CEO:



Carol Nelson
President's Cabinet Stamp


Board Approved February 17, 2016
FLSA: NON-EXEMPT

LEAD PRINTING SERVICES TECHNICIAN
DEFINITION

Under general supervision, performs a variety of moderate to more complex tasks
involving reprographic processes which utilize both offset and direct contact duplicating
equipment and various types of bindery equipment capable of reproducing printed
material for District divisions, departments, faculty, and staff. Incumbents work
independently and assist others with resolving more complex technical issues.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from the Director, Purchasing, Printing, and Mail Services.
This classification exercises no supervision of staff. Employees may provide technical
and functional direction and training to less experienced staff and student workers.

CLASS CHARACTERISTICS

This is the advanced journey-level class in the Printing Services Technician series
responsible for the timely and high-quality reproduction of a wide variety of business and
educational support materials. Incumbents utilize specialized computer software and
operate high-speed reproduction equipment to meet customer requirements and
complete varied reproduction orders. Incumbents at this level are required to be fully
trained in all procedures related to the completion of print jobs, working with a high degree
of independent judgment, tact, and initiative. Exercises technical and functional direction
over and provides training to lower-level staff in the absence of the Coordinator. This
class is distinguished from the Coordinator, Printing Services in that the latter is
responsible for coordinating the full operations of the printing services function and for
providing technical and functional direction to lower-level staff.

EXAMPLES OF ESSENTIAL FUNCTIONS (lllustrative Only)

1. Provides lead direction to the second shift crew of Printing Services staff; sets
priorities, assigns duties, reviews work upon completion for quality control purposes;
and monitors equipment. Calls for after-hours service of the equipment when needed.

2. Knowledge of the online web submission software including the ability to help
customers with the program as necessary.

3. Sets up and operates a wide variety of reprographics machines and related equipment
to produce bulletins, brochures, booklets, forms, letters, postcards, transparencies,
book covers, and instructional materials.

4. Operates bindery equipment and performs related tasks including cutting, three hole
drilling, off-line stapling, paper jogging, folding, padding, and/or saddle stitching to
complete the job according to customer specifications.

5. Receives, reviews, and prioritizes work orders; scans and submits jobs for daily
printing; releases web jobs; plans, schedules, and completes assignments in
compliance with standards of work production; expedites emergency jobs.

6. Communicates with faculty, staff, and administrators to clarify work requests and
define project requirements and expectations.
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7. Performs preventive maintenance and minor repairs and adjustments to equipment;
arranges for equipment repairs with service technicians and vendors; maintains
records of work performed, supplies used, and vendor jobs; makes necessary
adjustments to equipment for the most efficient performance.

8. Instructs less experienced staff and student workers on proper use of equipment;
provides lead direction to assigned staff on a shift-basis in the absence of the
coordinator.

9. Prepares completed jobs for pick-up, including the shelving or boxing for jobs too large
to fit on the shelves; wraps finished jobs.

10.Completes specialized printing projects comprising large and/or odd sized formats;
takes extra steps such as scanning and/or cropping individual pages.

11.Assists customers with the transportation of heavy boxes with use of hand trucks.

12.Picks up and delivers paper from the warehouse; moves stock.

13.Answers phone calls and works towards the resolution of issues; notifies the
supervisor of significant feedback, uncommon issues, and important circumstances.

14.0Organizes and clean print shop and work areas.

15.Promotes an environment of belonging as it relates to diversity, equity, inclusion,
social justice, anti-racism, and accessibility.

16.Provides quality customer service when interacting with the public, vendors, students,
and College staff, including individuals from minoritized groups.

17.Supports and abides by federal, state, local policies, and Board Policies and
Administrative Procedures.

18.Participates on committees, task forces, and special assignments, including, but not
limited to Screening and Selection Committees and mandated trainings as required.

19.Prepares and delivers oral presentations related to assigned areas as required.

20.Learns and applies emerging technologies and, as necessary, to perform duties in an
efficient, organized, and timely manner.

21.Performs other duties as assigned.

QUALIFICATIONS

Knowledge of:

1. Principles and practices of supporting a diverse, equitable, inclusive, socially just, anti-
racist, and accessible academic and work environment.

2. Basic principles of supervision and training.

3. Standard methods, materials, tools, and equipment used in a comprehensive
reproduction shop.

4. Principles and techniques of graphic arts, computer graphics, graphic design, page
layout and image editing.

5. Operations and care of equipment used in the course of work.

6. Standard office practices and procedures, including the use of standard office
equipment, basic record-keeping, and arithmetic.

7. Safe work practices.

8. Techniques for providing a high level of customer service by effectively dealing with
the public, vendors, students, and District staff, including individuals of various ages,
disabilities, socio-economic and ethnic groups.
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Skills & Abilities to:

1. Advocate for and communicate the College’s vision and commitment to creating a
diverse, equitable, inclusive, socially just, anti-racist, and accessible academic and
work environment.

2. Participate in addressing gaps in diversity, equity, inclusion, social justice, anti-racism,

and accessibility in the recruitment and retention of staff.

Participate in providing resources and support towards the goal of a diverse, equitable,

inclusive, socially just, anti-racist, and accessible academic and work environment.

Plan, schedule, assign, and oversee activities of assigned staff and student workers.

Inspect the work of others and maintain established quality control standards.

Train others in proper and safe work procedures.

Identify and implement effective course of action to complete assigned projects.

Operate various equipment and tools such as a paper cutter, folders, drills, binding,

and related equipment.

9. Select proper color, size, and weight of paper, and proper inks for each project.

10.Perform basic preventative maintenance of equipment and tools.

11.Understand and follow written and verbal directions, instructions, and safety rules and
procedures.

12.Maintain accurate logs, records, and basic written records of work performed.

13.Interpret, apply, and explain applicable District policies, rules, and regulations related
to areas of responsibility.

14.0rganize own work and set priorities to ensure the accurate and timely completion of
print jobs.

15.Understand scope of authority in making independent decisions.

16.Review situations accurately and determine appropriate course of action using
judgment according to established policies and procedures.

17.Establish, maintain, and foster positive and effective working relationships with those
contacted in the course of work.

w
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Education and Experience:

Any combination of training and experience that would provide the required knowledge,
Skills, and abilities is qualifying. A typical way to obtain the required qualifications would
be:

1. Equivalent to the completion of the twelfth (12t") grade; and
2. Increasing experience working with reprographics equipment, such as production
level digital presses.

Desirable Qualifications:

1. Experience working with policies and procedures relating to diversity, equity, inclusion,
social justice, anti-racism, and accessibility preferably in a minority serving institution
such as Hispanic Serving Institution (HSI) and Asian American and Native American
Pacific Islander-Serving Institution (AANAPISI); OR

2. Experience with participation in programs relating to diversity, equity, inclusion, social
justice, anti-racism, and accessibility preferably in a minority serving institution such
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as Hispanic Serving Institution (HSI) and Asian American and Native American Pacific
Islander-Serving Institution (AANAPISI).

Licenses and Certifications:
None.

PHYSICAL DEMANDS

Must possess mobility to work in a standard office setting containing large reprographic
machines and use specialized equipment, including copy machines, office computers,
paper cutter and folder, paper drill, heavy duty stitcher and stapler, laminator, shrink
wrapper and heat gun. This is an office classification and frequent standing in and walking
between work areas is required. Finger dexterity is needed to access, enter, and retrieve
data using a computer keyboard or calculator and to operate the above-mentioned
equipment. Positions in this classification stand, bend, stoop, kneel, and reach to operate
the machinery and handle print jobs. Incumbents should be able to demonstrate the
manual dexterity needed to perform fine maintenance procedures. Incumbents must
possess the ability to lift, carry, push, and pull materials and objects up to 50 pounds.

ENVIRONMENTAL ELEMENTS

Incumbents work in an office environment with moderate to high noise levels, controlled
temperature conditions, and no direct exposure to hazardous physical substances. Due
to the nature of work, employees may come into contact with fumes, dust, and/or odors
and may be exposed to mechanical and electrical hazards due to moving parts of the
reprographic equipment. Incumbents may interact with staff and/or public and private
representatives in interpreting and enforcing departmental policies and procedures.

Amended: 7/2023



Joe Carbajal
Special Project Manager
(Contracts)

Tiffany Chen
Procurement Specialist

Danielle Calhoun
Procurement Specialist

Diana Diaz
Administrative Specialist 11l

Ana Cisneros
Buyer

Vacant
Buyer

MT. SAN ANTONIO COLLEGE

Purchasing, Printing, and Mail Services

2025-26

Angelic Davis

Director, Purchasing, Printing,
and Mail Services

Mail Services

Patricia Castillo
Lead Mail Room
Operator (00C)

Vacant
Mail Room Operator

Donna Rutherford

Coordinator, Printing
Services (00C)

Peggy Amaro

Administrative Specialist Il

Vacant
Lead Printing Services
Tech (00C)

don Smith

Printing Services Tech

Vacant

Printing Services Tech
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