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Job Specification

Job Title: Publications Specialist 11 Effective Date: April 1, 2007
BCAT Code: 510X DJ Revision Date: February 1, 2007
Pay Grade: G10 FLSA Status: Non-Exempt

General Description
Assists in the production of news stories, advertising materials, and related items.

Examples of Duties
« Assists editorial staff in editing and proofing various publications.
Assists in advising departments on content, style, etc.
Assists in developing materials such as instructional materials, brochures, etc.
Sets type and electronic page composition for standardized publications.
Assists in writing news stories, advertising, and related materials.
Assists in producing camera-ready materials for the printers.
Performs other related duties as assigned.

Knowledge, Skills and Abilities

«  Considerable knowledge of standard English grammar.
Considerable knowledge of computer software and equipment used in publishing.
Considerable knowledge of publication design principles.
Considerable knowledge of printing, photography, and typesetting processes.
Effective oral and written communication skills

Minimum GSU Hiring Standards
Bachelor’s degree; or a high school diploma or GED and four years of related experience; or a
combination of education and experience.

The above is a general description of duties performed by employees holding this job title and does not represent a
complete list of duties that may be assigned to an employee.
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