
© DMG Human Resources Division, 1999

1

THE C OUN TY  OF S OLA NO
CLA SS  DESCRIP TI O N, 1999

MIC ROGRA PHI CS /I MAGIN G TEC HNI CI A N, S ENI OR 

D EFIN I TI ON 

U nder  gener al s upervision, oper ates  equipment related to the pr ocess  of  creating images of 
original documents ; r es ear ches  recor ds  and operates  photocopy equipment in prepar ing
copies  f rom original documents ; provides  lead worker guidance to other s  in the w ork unit;
per for ms  r elated duties  as  r equir ed.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This class  is  char acter ized by the lead r es ponsibility to operate micr ogr aphic and microfilm
equipment to reproduce ar chival quality copies  of off icial documents  and recor ds .  This
class  is  distinguished fr om that of  M icrographics /I maging Technician in that the latter  does 
not have the res pons ibility for  leading a s ection of wor k for  the unit.

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. Leads the work of a unit of technical/clerical staff; assigns, monitors and reviews the
work for completeness, accuracy and adherence to policies and procedures; provides
technical expertise in the resolution of problems; trains new employees in tasks and
procedures related to assigned function; participates in the evaluation process by
monitoring and reporting on work performance.

2. Prepares official County records and documents for photocopying and microfilming;
secures records for conversion to film; reviews materials for proper clarity.

3. Films photographs and/or photocopies, documents and records by working with
microphotographic and microfilm equipment; may perform step down tests and adjust
camera settings for proper light exposure; loads and removes cartridge film reels from
cameras; marks and forwards film for processing.

4. Compares negative and positive copies with the original document to confirm
accuracy of reproduction; certifies copies released to the public.

5. Processes film by operating film processor equipment; threads film into processor and
affixes developed film onto film reel; pre-mixes chemical solutions according to
prescribed amounts and adjusts control valves to predetermined settings; cleans
processor, and adds or removes solutions as necessary.
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6. Checks developed film on reader screen for clarity, and against original source
documents and records for completeness; groups and orders microfilm by file order
and prepares for filing.

7. Uses splicer to edit retakes; operates map machine to reproduce blue line copies from
mylar originals.

8. Reproduces microfilm into hard copy reprints as requested by operating
reader/printers, direct print cameras and duplicators; reprints according to established
department policies and procedures; retains and files original microfilm copies.

9. Performs routine maintenance to direct print cameras and microfilm equipment by
replacing machine bulbs, printing fluid, and paper; calls vendor for needed repairs.

10. Acts in a lead capacity; orders micrographic supplies, maintenance on equipment;
acts as liaison between repair technician and the work unit.

11. Coordinates the storage and retrieval of County records, documents, and microfilm
services within the unit; keeps accurate inventory of the use of micrographic
equipment and supplies; keeps supervisor abreast of the status of the unit in volume
and production.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

High school diploma or GED; supplemented by one (1) year of full-time work
experience, including four (4) months of lead worker experience that demonstrates
possession of and competency in the requisite knowledge and abilities.

K NO WLEDG E/A BI LI TIES

Wor king knowledge of  cler ical and department w or k practices, pr ocedures  and policies
r elated to the prepar ation, reproduction and f iling of off icial County recor ds  and
documents; micr ofilm equipment oper ating and maintenance procedur es.  

K nowledge of moder n s af ety precautions  and pr ocedur es  r elating to the operation and
maintenance of micrographic equipment.
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A bility to lead, ass ign, and r eview  the w or k of other s; oper ate and maintain dir ect pr int
camer as, micr of ilm cameras , pr ocess ors , duplicator s , readers  and r elated equipment; as sign
and/or  r ecord identif ication codes; stor e, maintain and retr ieve inf or mation, recor ds , char ts 
and materials ; s earch documents  and micr ogr aphic information to locate requested
inf or mation; maintain accurate recor ds  and document actions taken; maintain
confidentiality of  information; demons tr ate tact and diplomacy in stres sf ul situations ;
under s tand and adher e to w ritten and oral ins tructions; make routine ar ithmetical
calculations; es tablish and maintain cooper ative w orking r elations hips .

S PECI A L REQ UI REM EN TS 

N one.

S UP PLEMENTA L IN F ORMA TIO N

I ncumbents  will be exposed to and r equir ed to work with photogr aphic chemicals . 
I ncumbents  must have a toler ance for  chemical odor s .

ADA COMPLIANCE

Physical A b ilit y: Tasks involve the ability to exert very moderate physical effort in light
work, typically involving some combination of stooping, kneeling, crouching and
crawling, and which may involve some lifting, carrying, pushing and/or pulling of objects
and materials of moderate weight (12-20 pounds).

S en sory Req uirem en ts : S ome tas ks require the ability to perceive and discriminate colors 
or shades of color s, odor  and s ound.  Some tas ks  r equir e vis ual perception and
dis cr imination.

Environm en t al Fact ors : Tasks may risk exposure to strong odors, toxic/poisonous
agents, bright/dim lights, and machinery.

                                                         
H uman Resources  Director

                                                         
D ate
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S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act,  S olano County will pr ovide reas onable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


