Reprographics, Inc.
Job Description

Job Title: Sign Finisher/Packer
Reports To: Production Manager
FLSA Status: Non-Exempt

Summary: Assembles products and prepare for shipment in accordance with
established standards by performing the following duties.

Duties and Responsibilities include the following. Other duties may be assigned.

1.

10.

11.

12.

Assembles assigned product parts in accordance with production guidelines and
prepare for shipment.*

Performs manual tasks to include gluing, installing grommets, corner rounding,
drilling and hot-air welding.*

. Assembles shipping containers and inserts items into containers using

appropriate filler.*

Compares identifying information such as count, weight or description of
outgoing shipments against shipping orders or other records.*

Performs spot checks of products to ensure adherence to approved quality
standards.*

Retrieves stock from storage area and receiving area to sufficiently stock
shelves.*

Adheres to established company policies and procedures paying special
attention to safety regulations.”

Wears personal protective equipment in accordance with training guidelines.*
Loads and unloads company truck for order deliveries as assigned.*
Notifies management of product discrepancies or equipment malfunctions.*

Performs light maintenance duties such as mopping, sweeping and taking out
garbage on a daily basis.

Posts weights, shipping charges and affixes labels.

Qualifications:

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill, and/or ability required. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.



Education/Experience:
High school diploma or general education degree (GED).

Language Ability:

Ability to read and interpret documents such as safety rules, operating and maintenance
instructions, and procedure manuals. Ability to write routine reports and
correspondence. Ability to speak effectively before groups of customers or employees
of organization.

Math Ability:

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers,
common fractions, and decimals. Ability to compute rate, ratio, and percent and to draw
and interpret bar graphs.

Reasoning Ability:

Ability to apply common sense understanding to carry out instructions furnished in
written, oral, or diagram form. Ability to deal with problems involving several concrete
variables in standardized situations.

Computer Skills:
To perform this job successfully, an individual should have knowledge of Federal
Express Tracking System.

Equipment:
Power Tools

Work Environment:

The work environment characteristics described here are representative of those an
employee encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

While performing the duties of this job, the employee is frequently exposed to fumes or
airborne particles. The employee is occasionally exposed to wet or humid conditions
(non-weather); work near moving mechanical parts; extreme heat (non-weather) and risk
of electrical shock.

The noise level in the work environment is usually moderate.
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Applicant Information

Last Name

First

M.1. Date

Street
Address

Apartment/Unit #

City

State

ZIP

Phone

E-mail Address

Date
Available

Social Security
No.

Desired Salary

Position Applied
for

Are you a citizen of the United States?

YES [0 NO O

If no, are you authorized to work in the

u.s.? vES [

NO [

Have you ever worked for this
company?

YES [0 NO O

If so, when?

Have you ever been convicted of a
felony?

YES [0 NO O

If yes,
explain

Education

High
School

Address

From To

Did you
graduate?

YES [

NO [

Degree

Colleg
e

Address

From To

Did you
graduate?

YES [

NO [

Degree

Other

Address

From To

Did you
graduate?

YES [

NO [

Degree

References

Please list three professional references.

Full Name

Relationship

Company

Phone ( )

Address

Full Name

Relationship

Company

Phone ( )

Address

Full Name

Relationship

Company

Phone ( )

Address




Previous Employment

Company Phone  ( )
Address Supervisor

Job Title gg’}gr';g $ ggﬂ:‘f
Responsibilities

From To Reason for Leaving

May we contact your previous supervisor for a reference? YES [ NO []

Company Phone  ( )

Address Supervisor

Job Title gg’}gr';g $ ggfg[;g
Responsibilities

From To Reason for Leaving

May we contact your previous supervisor for a reference? YES [[] NO []

Company Phone  ( )

Address Supervisor

Job Title 2;‘;’39 $ Egﬂ?ﬁ
Responsibilities

From To Reason for Leaving

May we contact your previous supervisor for a reference? YES [[] NO []

Military Service

Branch From To
Rank at Discharge Type of Discharge

If other than honorable, explain

Disclaimer and Signature

| certify that my answers are true and complete to the best of my knowledge.

If this application leads to employment, | understand that false or misleading information in my application or interview

may result in my release.

Signature

Date

© 2008 RealEstateSigns.com

4 Grimsby Drive, Hamburg, NY 14075
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