Copy Center Assistant II

SUMMARY: 

Under general supervisions, assists with all operations of the UNM Copy Center, including the production of Course Reader packets.

DUTIES AND RESPONSIBILITIES: 

1. Assist with collating, coil binding, folding, hand inserting and loading paper on Xerox machines.

2. Assist in the production of Student Course Reader packets and application.

3. May serve as a cashier.

4. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:

At least 2 years of related experience.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Binding experience.

· Knowledge of Micropress and Microimager software preferred.

· Experience with scanning and editing software.

· Previous cash register sales experience.

· Experience with Cannon IR 100 copiers preferred.

· Experience in a copy or duplication environment. 

· Knowledge of coil binding and folding.
