
Reprographics, Inc. 
Job Description 

 
Job Title: Stock Preparation Assistant 
Reports To:  Printing Manager 
FLSA Status:  Non-Exempt 
 
Summary:  Moves raw materials to machines, finished goods to the warehouse and 
provides assistance as required by performing the following duties. 
 
Duties and Responsibilities include the following.  Other duties may be assigned.   
 

1. Prepares sign blanks for production and issue to printers.* 
 
2. Assists in assembly of brochure boxes and with printing line as needed.* 

 
3. Cuts plastic sheets per work orders utilizing paper cutter according to safety 

guidelines.* 
 
4. Moves raw material to machines as dictated by production needs by lifting and 

operating a hand truck.* 
 
5. Keeps the work place clean by sweeping, emptying trash, handling recyclable 

items and performing minor related duties.* 
 
6. Cleans machines on a regular basis by wiping down exterior parts.* 
 
7. Adheres to all company policies and procedures paying special attention to 

health and/or safety procedures.* 
 
8. Reports any problems or discrepancies to the management.* 
 
9. Loads and unloads trucks of incoming deliveries using a pallet jack.* 

 
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. 
 
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 calculate figures and amounts such as discounts, interest, commissions, 
proportions, percentages, area, circumference, and volume.  Ability to apply concepts of 
basic algebra and geometry. 



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. 
 
Equipment: 
Pallet Jack 
Cutter 
 
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 work near 
moving mechanical parts and fumes or airborne particles.  The employee is occasionally 
exposed to wet or humid conditions (non-weather); extreme heat (non-weather) and risk 
of electrical shock. 
 
The noise level in the work environment is usually moderate. 
 
Physical Demands: 
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
The employee must frequently lift and/or move up to 50 pounds.  Specific vision abilities 
required by this job include close vision, peripheral vision, depth perception and ability to 
adjust focus.  While performing the duties of this job, the employee is regularly required 
to stand; use hands and reach with hands and arms.  The employee is frequently 
required to walk and talk or hear.  The employee is occasionally required to sit; climb or 
balance and stoop, kneel, crouch, or crawl. 
 



Applicant Information

Last Name First M.I. 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  NO  If no, are you authorized to work in the 
U.S.?

YES  NO  

Have you ever worked for this 
company?

YES NO If so, when?

Have you ever been convicted of a 
felony?

YES NO 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
Starting 
Salary

$
Ending 
Salary

$

Responsibilities

From To Reason for Leaving

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

Company Phone (         )

Address Supervisor

Job Title
Starting 
Salary

$
Ending 
Salary

$

Responsibilities

From To Reason for Leaving

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

Company Phone (         )

Address Supervisor

Job Title
Starting 
Salary

$
Ending 
Salary

$

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

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

If this application leads to employment, I understand that false or misleading information in my application or interview 
may result in my release.

Signature Date
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