DATE: APRIL 2024

FLSA: NON-EXEMPT

SALARY: GRADE K

CBA DESIGNATION: CLASSIFIED BARGAINING UNIT

DOCUMENT SERVICES COORDINATOR

BASIC FUNCTION

Performs a variety of skilled duties related to the smooth and efficient operation of the Administrative
Support Center; ensures work submitted by departments is completed in an accurate and timely manner;
and coordinates document services workflow, student and hourly workers, and classified professionals
activities.

SUPERVISION RECEIVED AND EXERCISED

Receives general supervision from assigned area supervisor. May exercise technical and functional
direction over and provide training to department classified professionals. May provide lead direction to
temporary staff and/or student workers.

CLASS CHARACTERISTICS

This classification is responsible for planning, organizing, and coordinating all document services
activities within the department. Employees at this level are required to be fully trained in all procedures
related to document center operations, receive only occasional instruction or assistance as new or unusual
situations arise, and are fully aware of the operating procedures and policies of the department.

EXAMPLES OF TYPICAL JOB FUNCTIONS

1. Receives, coordinates, schedules, and prioritizes document center orders and operations;
communicates with requestors regarding printing needs and timelines; develops day or evening
schedule workflow; prioritizes and distributes incoming jobs to student and hourly workers; assists
staff in the production and correction of a wide variety of documents.

2. Publishes a wide variety of documents including exams, classroom materials, brochures, study
guides, manuals, syllabi, transparencies, and slide presentations incorporating graphs, charts, and
other graphics from source documents.

3. Publishes documents of a highly specialized nature including foreign languages, medical terminology,
mathematics/chemistry, and organizational charts from source documents.

4. Provides support to other administrative or operational areas including general office, mailroom,
copying center, and switchboard as needed; retrieves packages; answers staff, faculty, and student
requests and queries; provides copy services for walkup and requisitioned jobs for faculty and staff;
provides evening customer services and handles complaints; distributes faxes and mail; prepares and
maintains address files for departments/offices on campus.

5. Within established guidelines, orders materials and supplies as needed for document center
operations; monitors inventory levels and requisitions supplies through the District’s purchasing
system.

6. Enters information into the document center software programs; maintains database; compiles and
exports reports for management and cost accounting; troubleshoots staff data entry issues; compiles
and maintains mailbox lists; backs up department drives, restores lost files, maintains logs, and
purges/creates par score folders and logins.

7. Scans exams, surveys, and evaluations using specialized software; prints and emails reports for
instructors; prepares training materials; trains, assists, and updates staff regarding operational
procedures.

8. Maintains records and logs of document center operations.
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9. Maintains equipment in efficient working order; confers with vendors regarding equipment
maintenance.

10. Participates in District-provided in-service training programs.

11. Performs other related duties as assigned; specific duties not listed does not exclude them for this
classification if the work is similar or related.

QUALIFICATIONS

Knowledge of:

1. General business and administrative processes and procedures.

2. Standard methods, materials, tools, and equipment used in a comprehensive document services
center.

3. Principles of lead direction and training.

4. Principles and techniques laying out and publishing documents.

5. Operational characteristics of document center publication equipment.

6. Methods and techniques of proofing graphics and text for printing materials.

7. Basic mathematics.

8. Principles and practices of recordkeeping,

Ability to:

1. Plan, schedule, assign, oversee, and coordinate document center operations.

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

3. Perform a variety of technical duties involved in the publication of District documents and other
written materials.

4. Operate a diverse range of document center equipment.

5. Perform a variety of administrative clerical tasks in support of other departments.

6. Communicate with departments to plan, design, and deliver quality documents.

7. Establish project timelines, calculate costs, and estimate time, materials, and staff resource

requirements.

8. Arrange, layout, and make effective use of visual materials.

9. Train others in proper and safe work procedures.

10. Establish and maintain a variety of filing, recordkeeping, and tracking systems.

11. Independently organize work, set priorities, meet critical deadlines, and follow up on assignments.

12. Exercise independent judgment within general policy and procedural guidelines.

13. Effectively use computer systems, software applications relevant to work performed, and business
equipment to perform a variety of work tasks.

14. Communicate effectively in the course of performing work tasks.

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

16. Demonstrate clear evidence of sensitivity and understanding of the diverse academic, socio-
economic, disability, and ethnic backgrounds of students, staff, and the community.

17. Provide efficient, high-level customer service to the public, vendors, contractors, and District
personnel.

Education and Experience:
Completion of the twelfth (12%) grade and three (3) years of clerical work including two (2) years of

experience using word processing, desktop publishing, and graphics software; or an equivalent combination
of education, training, and/or experience.
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Licenses and Certifications:
None.

PHYSICAL DEMANDS

Must possess mobility to work in a document center environment; strength, stamina, and mobility to
perform medium to heavy physical work; to sit, stand, and walk; frequently reach, twist, turn, kneel, bend,
stoop, squat, crouch, grasp, and make repetitive hand movement in the performance of daily duties; and
vision to inspect and operate equipment and to read printed materials and a computer screen. The job
involves requiring frequent walking in operational areas to identify problems or hazards. Finger dexterity
is needed to operate and repair tools and equipment. Employees must possess the ability to lift, carry,
push, and pull materials and objects averaging a weight of 50 pounds or heavier weights, in all cases with
the use of proper equipment and/or assistance from other staff.

The essential functions of this classification must be performed by the incumbents with or without
reasonable accommodations.

ENVIRONMENTAL CONDITIONS

Employees work in a document center environment and are exposed to loud noise levels, dust, and air
contaminants. Employees may interact with upset individuals in interpreting and enforcing departmental
policies and procedures.
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