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JOB TITLE | Print & Production Assistant

MINISTRY | Communications

REPORTS TO | Sr. Creative Communications Lead

STATUS | Part Time | Hourly Position

(25-hour Week)

SUMMARY OF CONTRIBUTION
The Print and Production Assistant oversees the planning, production, and delivery of all in-house printing
and standard outsourced print projects for Discovery Church. This role ensures high-quality printed
materials are produced accurately, on schedule, and in alignment with the Discovery Church brand
standards. The ideal candidate is highly organized, detail-oriented, and skilled in print production, project
coordination, quality control, and vendor communication. Working collaboratively with ministry teams
and staff, this individual manages multiple priorities while providing exceptional service and supporting
the church's mission through excellence in print and production.

RESPONSIBILITIES

Lead on all in-house and standard outsourced print
projects, inclusive of booklets, posters, signage, etc
Responsible for the maintenance of the
Communications print room and all machinery
Manages all print supplies, print room, and office
organization

Lead of standard operating procedures for all print
production and outsourcing projects

In charge of producing increased excellence with
our printfed mediums and assets

Spearhead of all print and outsourced deliveries to
ministries

Maintains key standard operating procedures and
policies

Owns the Communications Outsourcing shared
inbox; responds to vendor inquiries, routes infernal
communications, and maintains organized records
Additional creative, administrative, or leadership
responsibilities as assigned, based on skillset and
passion

Weekly schedule is in-office on Tuesday, Thursday,
and Friday during operating hours at our Sand Lake
Communications office

REQUIREMENTS

Strong personal commitment to Jesus Christ
Superior fime management and organizational skills
Excellent written and verbal communicafions

Ability to be flexible and handle multiple projects with
shiffing deadlines

Must be a self-starter and apply critical thinking to
research, learn, and grow within the area of printing
Experience in administration, project coordination,
and process development

JOBDESCRIPTION

REQUIREMENTS CONTINUED...

Highly skilled at assessing needs and identifying next
steps toward a solution

Excellent interpersonal and relational skills with the
capacity to navigate challenging conversations

Must enjoy working in a dynamic, fast-paced work
environment

High attention to detail and desire o improve quality and
efficiency

Seek to learn, contribute, and work at a high standard of
excellence

Must respond with maturity and spiritual wisdom to
critique and feedback

Proficient in Apple software and Microsoft Products
(Office 365)

Efficiency and comfortability with a Canon 800 and
Canon 6000s printer

Ability to operate, froubleshoot, and create new cut jobs
within the parameters of a Duplo DC-646

Proficient in Excel and Adobe CC is ideal. Not required,
must be willing to learn

EXPERIENCE DESIRED

2-3 years of print production, print management, or
production operations experience preferred.
Experience working in a church, nonprofit, or ministry
environment preferred.

Proficient in Microsoft Office 365 (Outlook, Word, Excel,
and Teams).

Confident in operating and froubleshooting digital
production printers and finishing equipment, specifically
with Duplo DC-646, Canon imagePRESS V800, and
Canon imagePROGRAF PRO-6600 preferred.
Experience coordinating in-house prinfing and
outsourced print projects.

Knowledge of print production processes, including file
preparation, print finishing, quality control, and
production scheduling.



BENEFIT PACKAGE
We offer a benefits package that is competitive with current market value based on the position hired for and

an applicant’s experience and education.

BRIEF

We are looking for an individual that displays the competencies above but also exudes high character.This
individual holds themselves to a biblical standard that is above reproach and honors God in their words and
actions.They work fo achieve and maintain a high degree of chemistry with all they interact with.



