COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  MICROGRAPHICS TECHNICIAN II

	TITLE CODE:  9043
	GROUP:  CLERICAL AND OFFICE MACHINE

	SELECTION METHOD:  100% QUAL               REV. 06-00

NO. TEST QUESTIONS:  

SELECTION ID:  8200                           EXAM NO.:  
	SALARY:  (MIN-MID)  $1370.70 - $1815.78
GRADE:  06

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  MICROGRAPHICS SECTION SUPERVISOR

	PRIMARY USER AGENCY:  ALL AGENCIES MAY USE THIS CLASS

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Performs micrographics work involving the operation of various types of micrographics equipment; and performs other duties as required.  (This is the working level of operation of micrographics equipment.  Class is limited in use to those positions where the primary function is the operation of rotary and planetary cameras.)



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  High school graduate.  

	

	EXPERIENCE:  None

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION AND EXPERIENCE:  Micrographics experience will substitute for the required education on the basis of one year of experience for two years of education.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Operates rotary and planetary cameras, including step‑and‑ repeat cameras.  Adjusts the reduction and pulldown according to document size and other requirements.  Adjusts camera focus for optimum resolution.  Performs step test and uses voltage regulator to adjust the illumination according to the reflectance and color of the page being photographed.  Using a light meter, adjusts the light source for even exposure. On the basis of contrast, sharpness and related consideration, makes final decision concerning the practicability of photographing the document.  Positions and microfilms header information on microfiche.  Loads and unloads film; performs preventive and minor maintenance on cameras.  Microfilms documents after extracting requirements from work order and changes film and other accessory units according to reduction, filming mode and other requirements specified on the work order.  Prepares documents to be microfilmed, removes staples, mends tears, unfolds corners, makes necessary targets and arranges documents in either numerical, alphabetical or chronological order.  Follows established methods and procedures related to micrographics.  Duties involve bending and lifting moderately heavy items such as cartons, court records, and supplies.  Prepares documents that identify the film, file folder, legal aspects of the documents which are required and other necessary information about the document (arranging target sheets).  Learns to operate complex micrographic equipment; and may operate film processors and duplicators on a limited basis.  Reviews and edits processed film by operating the reader‑ printer accurately.  Maintains production records, files and stacks.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is primarily performed in an office setting.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


