	SAN DIEGO SUPERIOR COURT





	CLASSIFICATION SPECIFICATION





	MICROFILM OPERATOR





DEFINITION:





Under general supervision, operates and maintains a variety of microfilm cameras and equipment; performs standards microfilm auditing; prepares material for microfilming; and other related tasks.





CLASS CHARACTERISTICS:





This is one person, entry-level classification involved in microfilm production.  The incumbent is responsible for testing cameras, maintaining quality microfilm processing and thiosulfate film testing, and Computer Outfit Microfilm production.





EXAMPLES OF DUTIES:





Microfilming equipment operation, maintenance, and repair, to include setting up, adjusting, and operating microfilm equipment in order to produce high quality film with uniform consistency; performs routine cleaning and maintenance on microfilm equipment, and makes minor repairs; maintains control logs and indexes to keep accurate records of work performed; keeps inventory of supplies used and time spent; verifies accuracy and completeness of microfilming performed by contract vendors; and other duties as assigned.





MINIMUM QUALIFICATIONS:





Thorough Knowledge of:





    •	Principles of photographic techniques and microfilm camera operations necessary to maintain high quality and uniform consistency throughout a roll of microfilm.


    •	Microforms.


    •	Image formats.


    •	Micrographics terminology.





General Knowledge of:





    •	Micrographics supplies, film stock, and chemicals.


    •	Work hazards and safety practices.


    •	Routine office procedures, various filing systems and methods of arrangements.





Skills and abilities to:





    •	Set up and operate microfilming equipment.


    •	Comprehend and follow written and verbal instructions with minimum supervision.


�
    •	Routine micrographics equipment maintenance and simple repair.


    •	Establish and maintain effective working relationships with co-workers, the professional staff, and the general public.





EDUCATION/EXPERIENCE:





Education, training and experience which clearly demonstrate possession of the knowledge and skills listed above.  The minimum education, training and experience which would likely provide the requisite knowledge and skills would be at least one year of experience operating microfilm equipment, such as a rotary and/or planetary camera; or possession of a certificate of course completion in Microfilm Technology or a certificate as Micrographics Technician or Processing/Quality Control Technician.





SPECIAL NOTES, LICENSES OR REQUIREMENTS:





The incumbent in this class may be occasionally be exposed to noise, temperature variations, exposure to corrosive materials and noxious fumes.  In addition, the incumbent will frequently lift boxes weighing up to 50 pounds, and due to the repetitive nature of microfilm operations, may experience periods of monotony and fatigue.





Prior to appointment, candidates are subject to fingerprinting and a background investigation.
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County Class Linked To:  Microfilm Operator
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