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Vacancy Announcement 

 
The Karuk Community Development Corporation is now accepting applications for the position of: 

 
 

Digital Print Press Operator 
 ($15.00 - $25.00 per hour, depending on experience) 

 
Non-Entry Level, Part-Time, Regular, Non-Exempt 

 
The Digital Print Press Operator uses digital printing machine and software programs to effectively create 
materials per client request, is responsible for soliciting customers, and marketing the digital press 
business for the KCDC. 
 
Applications are available at all Tribal Offices or on the Internet at www.karuk.us/jobs/ Tribal (TERO) 
Preference shall apply.  If selected, applicants must successfully pass a drug screening test and be willing 
to submit to a criminal background check. 
 
Individuals interested in applying for this position must submit an employment application to the 
Happy Camp Human Resources Office no later than 5pm, Friday, September 29, 2017 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.karuk.us/jobs/
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POSITION DESCRIPTION 
 

Title:  Digital Print Press Operator  
 
Reports To: Karuk Community Development Corporation (KCDC) Economic Developer/Operations 

Manager (ED/OM) 
 
Location: Happy Camp 
 
Salary:  $15.00 to $25.00 per hour, depending on experience 
 
Classification: Non-Entry Level, Part-Time, Regular, Non-Exempt 
 
Summary: The Digital Print Press Operator uses digital printing machine and software programs to 

effectively create materials per client request, is responsible for soliciting customers, and 
marketing the digital press business for the KCDC. 

 
Responsibilities: 

1. Meet with customers to determine the scope of the project; coordinate relationship with vendors 
and customers; work closely with KCDC ED/OM and CFO to determine price list based on costs. 
 

2. Using Adobe InDesign software, Microsoft Publisher, or other software, shall prepare books, 
newsletters, brochures, letterhead, annual reports, presentations, business cards, flyers, and any 
number of other documents for printing. 
 

3. Edits all elements for style, substance and organization. Reorganizes text as needed to create 
consistency in grammar, format, and message. Recommends substantive editorial changes as 
needed. Reviews, proofs and fact-checks all copy, and perform layout work as needed. 
 

4. Prepare proof copy of completed document and obtain customer signature of approval before 
beginning the project. Set printing deadlines and ensures deliverables and deadlines are met. 

 
5. Monitor and manage inventory of supplies and order and stock supplies as needed. 

 
6. Operate the Canon C-700 and bindery equipment in accordance with equipment operating 

procedures. 
 

7. Maintain the Canon C-700 in good working order to ensure optimum output and maintain a log 
book of any maintenance or repairs performed on the printer by qualified technicians. 
 

8. Brainstorm with KCDC Board of Directors and staff to develop ideas for creative marketing 
campaign for the business and upon approval, implement those ideas. 
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9. Shall be available for local and out of the area travel as required for job related training.  Shall 
attend all required meetings and functions as requested. 
 

10. Shall be polite and maintain a priority system in accepting other position related job duties as 
assigned. 

 
Qualifications: 

1. Professionalism: Demonstrates respect, honesty, integrity, and fairness to all.  Follows all 
applicable policies and procedures. Is aware of the potential impact of own attitudes and 
behaviors and makes appropriate adjustments to assure that communication with customers, 
vendors, and KCDC staff is purposeful and appropriate.  
 

2. Teamwork:  Strives to be “solution-focused” and presents challenges with recommendations for 
solutions that best meet the needs of the KCDC Business Center.  Maintains constructive team 
relationships, coordinates effective goals and identifies/plans ways to successfully work together.  
Demonstrates flexibility and adaptability to change. Listens to ideas and has the ability to explain 
their own. 
 

3. Program Support:  Supports, cooperates and assists to carry out the mission of and to meet the 
goals of the Karuk Community Development Corporation.  Establishes and maintains an effective 
working relationship with customers, vendors, and KCDC staff. 
 

4. Professional Development:  Participates in ongoing professional development including training 
and meetings as determined by the KCDC Economic Developer/Operations Manager. 

 
Requirements: 

1. High school diploma or equivalent; hands on or technical training in digital print technology 
preferred. 
 

2. Competency in computer usage including software such as Microsoft Word and Excel, Adobe  
InDesign, etc.; experience in the use of printing equipment such as the Canon C-700. 

 
3. Must be detail oriented, able to work under strict deadlines, and have the ability to schedule and 

prioritize work. 
 

4. Valid driver’s license, good driving record, and be insurable by KCDC’s insurance carrier. 
 

5. Must successfully pass a pre-employment drug screening and be willing to submit to a criminal 
background check. 

 
 
Tribal Preference Policy: In accordance with the TERO Ordinance 93-0-01, tribal preference will be 
observed in hiring.  
 



 
 

 

Page 4 of 4 
Digital Print Press Operator 

 

Veteran’s Preference:  It shall be the policy of the Karuk Tribe to provide preference in hiring to 
qualified applicants claiming Veteran’s Preference who have been discharged from the United States 
Armed Forces with honorable and under honorable conditions. 
 
 
KCDC Approved:   
 
 
Tribal Council Approved:  
 
KCDC Chair Signature:       Date: 
 
 
Chairman’s Signature:        Date: 
 
 
Employee’s Signature:        Date: 
 

 


