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Welcome 
 

 Welcome to Group Imaging a division of Burris Photography, Inc.  

 

We hope that you will have a long and productive relationship with our Company.   

To help with this, we are providing you with your own copy of our employee handbook.  

Please read this handbook carefully.  The information in it will acquaint you with the 

company policies and will answer many of your questions. 

 

Please keep in mind that this handbook does not contain all of the information you will 

need as an employee.  You will receive other information through written notices as well 

as orally.  When the company changes a policy, it overrides the past policy. 

 

This handbook is not an employment contract.  Unless you have a written employment 

contract with GI signed by   the president of the company, you legally are an at-will 

employee. This means you or Group Imaging may terminate our relationship at any time, 

with or without reason. 

 

In the future, your status as an at-will employee can only be changed through a written 

contract signed by both you and the president of GI.  No oral statements, promises, or 

contracts regarding the terms and conditions of your employment are valid.   

 

If any provision of the handbook is held by a court of competent jurisdiction to be 

invalid, void, or unenforceable, the remaining provisions shall continue in full force and 

effect without being impaired or invalidated in any way.  If any policy in the handbook 

conflicts with state or federal law, the law controls, and the policy or portion of the policy 

that conflicts with the law will be considered inapplicable to the employees, to the extent 

it conflicts with the law. 

 

 Receipt and Acknowledgment 
 

I have received a copy of Group Imaging’s employee handbook. I have also made myself 

familiar with the contents. I have read the above information and I acknowledge that it is 

a correct statement of my employment status.  I understand that this employee handbook 

is not a contract for employment.  

 

____________________________________ 

Signature 

 

____________________________________ 

Date 

Copy to Group Imaging. 
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 Welcome to Group Imaging a division of Burris Photography, Inc.  
 

We hope that you will have a long and productive relationship with our company.  To 

help with this, we are providing you with your own copy of our employee handbook.  

Please read this handbook carefully.  The information in it will acquaint you with the 

company policies and will answer many of your questions. 

 

Please keep in mind that this handbook does not contain all of the information you will 

need as an employee.  You will receive other information through written notices as well 

as orally.  When the company changes a policy, it overrides the past policy. 

 

This handbook is not an employment contract.  Unless you have a written employment 

contract with GI signed by the president of the company, you legally are an at-will 

employee. This means you or Group Imaging may terminate our relationship at any time, 

with or without reason. 

 

In the future, your status as an at-will employee can only be changed through a written 

contract signed by both you and the president of GI.  No oral statements, promises, or 

contracts regarding the terms and conditions of your employment are valid.   

 

If any provision of the handbook is held by a court of competent jurisdiction to be 
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that conflicts with the law will be considered inapplicable to the employees, to the extent 

it conflicts with the law. 

 Receipt and Acknowledgment 
 

I have received a copy of Group Imaging’s employee handbook. . I have also made 

myself familiar with the contents.  I have read the above information and I acknowledge 

that it is a correct statement of my employment status.  I understand that this employee 

handbook is not a contract for employment.  

 

____________________________________ 

Signature 

 

____________________________________ 

Date 

Employee Copy 
This page to stay in Employee Handbook. 
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Employment 

 
EQUAL EMPLOYMENT OPPORTUNITY 

 

Group Imaging is committed to a policy of equal employment opportunity for all 

individuals and will make every effort to provide equal employment opportunity without 

regard to race, color, religion, sex, national origin, age, mental or physical disability, or 

any other classification protected by federal, state, or local law.  Equal Employment 

Opportunity applies to all personnel practices, including (but not limited to) recruitment, 

hiring, training, promotion, termination, leaves of absence, compensation, discipline, 

evaluation, benefits, transfers, educational assistance, and social and recreational 

activities. 

Our goal is to establish and maintain a work environment free from discrimination, 

coercion, and harassment.  While the GI will not hire or promote any person who is not 

qualified for a job, we wish for our GI to be known as one that welcomes men, women, 

minority, disabled, and veteran applicants at all job levels and encourages their hire and 

promotion. 

 

Any discrimination in the workplace based upon membership in any protected 

classification is illegal and violates Group Imaging policy.  If you feel you have been the 

subject of discrimination or if you are aware of any violation of this policy, you should 

report it to Human Resources.  Any infraction of this policy is a serious violation and will 

result in disciplinary action, up to and including termination. 

 

HARASSMENT 

 

GI prohibits unlawful harassment based upon race, color, religion, sex, national origin, 

age, and disability.  Any infraction of this policy will be a serious violation and will result 

in disciplinary action, up to and including termination.  

Sexual harassment in the workplace is prohibited as illegal and is against GI. Sexual 

harassment is harassment directed solely at members of one sex and includes, but is not 

limited to, making unwanted sexual advances; unwanted verbal, physical, or visual 

conduct of a sexual nature; and requests for favors where either, explicitly or implicitly:  

  

 Submission to such conduct is made a condition of employment; 

 

 Submission to or rejection of such conduct by an individual influences                            

employment decisions affecting such individual.  

  

 Such conduct intentionally and substantially interferes with an individual’s 

   Work performance or creates an intimidating, hostile, or offensive working                                                                                                                                                                                        

   Environment. 
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This policy prohibits any type of sexual harassment- -verbal, physical, or visual-- by 

coworkers, supervisors, clients, vendors, or Firm agents.  Defining sexual harassment 

precisely is difficult, but conduct that may create sexual harassment certainly includes:  

 

 Unwelcome requests for sexual favors; lewd or derogatory comments or jokes; 

comments regarding sexual behavior or the body of another employee; sexual 

innuendo and other vocal activity such as catcalls or whistles; or leering and 

making gestures. 

 

 Obscene letters, notes, invitations, photographs, cartoons, articles, or other written     

or pictorial materials of a sexual nature. 

 

 Continuing to express sexual interest after being informed the interest     

unwelcome. 

 

 Retaliating or threatening retribution against an employee for refusing a sexual                       

advance or reporting an incident of possible sexual harassment to the Firm or any                     

government agency. 

 

 Offering or providing factors or employment benefits such a promotions, favorable 

evaluations, favorable assigned duties or shifts, or similar employee decisions, in 

exchange for sexual favors. 

  

 Any unwanted physical touching or assault, or blocking or impeding movements.  

 

Employees are responsible for respecting the rights of coworkers.  Management is 

responsible for establishing a workplace environment free from all discrimination, 

coercion, or harassment. 

 

The Firm provides the following guidelines for handling a harassment complaint: 

 

 All harassment complaints must be reported to a supervisor / management as 

 soon as possible.  You should report harassment you suffer or observe.  

  

 All harassment complaints will be promptly and thoroughly investigated 

Confidentiality will be maintained to the extent possible.  The investigation     

            will be objective and complete; all those with pertinent information on the    

subject will be interviewed. 

  

 No employee will suffer reprisals for reporting sexual harassment or any other 

unlawful conduct, or for initiating or assisting in any action or proceeding 

            regarding unlawful harassment or discrimination.  Any incidents of further          
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            harassment or retaliation should be reported immediately to a partner. 

 

 When the investigation ends, a determination will be made and communicated    

            to the complainant, the alleged harasser, and, as appropriate, to all others  

            directly concerned. 

 

 Based upon the results of the investigation, appropriate effective remedial  

            action will result.  The action includes the following: (a) the harasser will be      

            Disciplined and the complainant notified; (b) steps will be taken to prevent          

            any further harassment; and  (c) other appropriate remedial action may be 

            taken. 

 

 Any harassment complaint found to be malicious or based upon false    

 information will be a serious violation and may result in disciplinary   

             action, up to and including termination 

 

EMPLOYMENT NOTICES 

 

The Firm has posted the required notices on the employee information wall.  Every 

employee is responsible for reading those notices.  Please inform the Personnel Director 

if any accommodation is required to receive the information in the notices. 

 

Employees may not embellish or in any way alter the posted notices. 

 

EMPLOYMENT DEFINITIONS                   

 

The following definitions explain some of the words and terms this handbook uses.  The 

definitions apply unless the context plainly requires a different meaning. 

 

 The terms “The Employer,”  “The Firm,” “GI”   “We,” or any other first-person 

terms are used in this handbook to mean Group Imaging a division of Burris 

Photography, Inc. 

 

 The terms “Employee,”  “Personnel,”  “Staff,”  “Worker,”  “You,” or any other 

second-person terms are used in this handbook to mean persons Group Imaging. 

Employs, excluding independent contractors or unless otherwise specified.  

  

 An “exempt employee” is one who is generally excluded from coverage under the 

minimum wage and overtime rules. 

 

 A “nonexempt employee” is one who is generally covered under minimum wage 

and overtime rules.   
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 A “trainee” is one who has not completed the specified orientation and training 

period. 

 A “full-time employee” is one who is scheduled to work a forty (40) hours in a 

workweek.  Full-time status is not a guarantee of any number of work hours in 

any workweek.  In all cases, work hours are dictated by the current prevailing 

business conditions and the Firm’s discretion. 

 

 A "part-time employee" is one who is generally scheduled to work fewer than 

forty (40) hours in a workweek.  Part time status is not a guarantee of any number 

of work hours in any workweek.  In all cases, work hours are dictated by the 

current prevailing business conditions and the Firm's discretion. 

 

 A “temporary / seasonal employee” is one who is hired as an interim replacement 

to temporarily supplement the work force or help complete a specific project. 

 

 A “regular employee” is one who is not working under a temporary status. 

 

 “Firm premises” or “work premises” include any and all Firm-controlled 

buildings, offices, parking lots, and surrounding areas, whether owned, leased, 

under the custody of or occupied by the Firm, before, during, and after working 

hours. 

 

EMPLOYMENT ELIGIBILITY 

 

The Firm is committed to upholding the guidelines set forth by the Immigration Reform 

and Control Act of 1986.  In that regard, all employment offers are contingent upon 

verification of identity and authorization to work in the United States.  Within three 

business days of starting employment, an employee is required by law to submit to the 

Personnel Director either certain documents verifying identity and the legal right to work 

in the United States or a receipt of application for applicable documents.  Failure to 

provide the necessary documents will disqualify the individual from further employment. 

 

The Personnel Department of Group Imaging will maintain all INS I-9 Forms.   

 

ORIENTATION AND TRAINING PERIOD 

 

During the first few weeks of employment, each new employee will complete a training 

period.  The length of the training period will depend upon the job description and level 

of responsibility and skill.  Generally, the training period will be 90 calendar days.  

Periodic reviews may be scheduled during this training period. 

 

After the training period ends, the employee receives a performance evaluation to 

determine if additional training is necessary.  Your supervisor will continue to be 
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available to answer any questions or respond to any comments you may have throughout 

your employment with us. 

 

Completion of the training period and a satisfactory or good performance review at the 

end of the training period is not a guarantee of continued employment or wage 

adjustment.  Both during and after the training period, employment with the Firm is at 

will and may be terminated by either the employee or the Firm, at any time, with or 

without cause. 

 

EMPLOYMENT RECORDS 
 

The Personnel Department of Group Imaging maintains confidential employment records 

for each Firm employee.  The records include all application materials, performance and 

conduct records, records of attendance and punctuality, promotions, transfers, 

disciplinary action, warning notices, and other information relative to your employment.   

 

The Firm strives to protect the confidentiality of the records by storing them in a safe and 

secure place.  Only authorized individuals will be permitted to view confidential 

employment records.  Authorized individuals include Personnel Department, President of 

Group Imaging.  In the unlikely event of a federal or state investigation, we may be 

required to provide the contents of your employment file or payroll information to a court 

of law or to a governmental agency, such as the Federal Bureau of Investigation.  You 

will be notified of any such investigation, if appropriate. 

 

Each employee is responsible for reporting to the Personnel Department any change in 

payroll, personnel, emergency, or benefit information, including name, address, 

telephone number, dependents, beneficiaries, withholding status, deductions, or other 

changes.  Changes must be made in writing and submitted within 10 days of the date the 

change becomes effective. 

             

PERFORMANCE WAGE / SALARY REVIEWS 

 

We conduct performance evaluations because your understanding of what the Firm 

expects of you is important.  All employees are evaluated on the basis of their work 

behavior and leadership performance, which may include such aspects as attendance, 

punctuality, quality of work, and ability to follow Firm policies.  Most importantly, 

employees are evaluated on their demonstrated ability to provide client service in 

accordance with our professional standards. 

 

Our goal is that performance evaluations be conducted as follows: 

 

 Initial performance evaluations will occur as soon as possible after the                                                        

            completion of the training period for all new hires, rehires, transferee, and                     

            promotes. 
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 Performance evaluations will occur on an as needed basis. 

   

 Informal evaluations, counseling, reprimands, and recognitions will occur as                            

often necessary throughout the year and will be documented in writing in the           

            employee’s performance file. 

 

During the performance evaluation, the evaluator and the employee will discuss the 

Firm’s expectations, the employee’s past performance and behavior, strategies for 

improvement, and goals for career and personal development.  Each employee will be 

asked to sign an evaluation form, acknowledging receipt of the evaluation.  Signature 

does not, however, imply that the employee agrees or disagrees with the evaluation.  The 

written performance evaluation will become a part of each employee’s personal file. 

 

While the performance evaluation is influential, it does not necessarily lead to a wage 

adjustment.  Wage adjustments result from salary reviews that occur separately from the 

performance evaluation.  Wage adjustments, if any, may depend upon how much the 

employee is expected to contribute to the Firm in the future, as well as the Firm’s 

profitability and other business conditions.  In all cases, wages adjustments (either 

increases or decreases) will be considered each year usually at the time of Performance 

Review (exclusion of new hires made in mid year) and will be granted at the sole 

discretion of management. 

 

OUTSIDE EMPLOYMENT / CONFLICTS OF INTEREST 

 

Your first work priority if full time is to Group Imaging. If you choose to work outside 

the Firm, you may do so, as long as it does not interfere with your work schedule or 

performance at the Firm.  Outside employment that affects your attendance, work 

performance, productivity, or conduct, either directly or indirectly, or that creates a 

conflict of interest of any kind, is strictly prohibited.  If you find it necessary to seek 

outside employment, you must discuss your plans with the President before engaging in 

such outside employment.   Schedules will not be adjusted and special considerations will 

not be made for employees who have outside employment. Outside employment is 

defined as both self-employed and employment with another firm.    

          

 Prohibited outside employment includes: 

 

 Performing services for or acting as an agent, officer, employee, director,          

            consultant, partner, or shareholder for any client of the Firm 

 

 Performing services for or acting as an agent, officer, employee, director,  

           consultant, partner, or shareholder for any business entity similar to the Firm. 

 

 Receiving personal income or material gain from outside individuals or  

           companies for producing materials or rendering services either during  
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           working hours, on Firm premises, using Firm property, or at any time while  

           performing services on the Firm’s behalf. 

 

 Promoting a personal business at any time during working hours, while using                                             

           Firm property, while on Firm premises, or at any time while representing the        

           Firm. 

  

 Using the Firm name as part of any outside promotional campaign or other  

           business endeavor without express knowledge and approval of the Firm. 

 

If you must accept outside employment, please submit to the Firm a written memo 

containing the name of the outside employer, the duties expected in the new position, and 

the hours you propose to work.  In some cases, an employee may have to choose between 

employment at the Firm and other outside employment. 

 

CONFIDENTIAL AND PROPRIETARY INFORMATION 
 

The services that you perform for the Firm may pertain to confidential information, 

including (but not limited to): 

 

 Information about the clients of the Firm, such as client names, addresses,         

           telephone numbers, and other client data. 

 

 Information regarding Firm employees, such as wages, benefits, disciplinary 

           actions, and other personnel information. 

 

 Information regarding Firm legal matters, such as contracts, legal claims, and 

           litigation. 

         

 Personal information regarding employees, such as addresses, telephone  

           numbers,  and  information about employee family and health matters. 

   

All confidential Firm matters becoming known to a Firm employee must be held in strict 

confidence.  Employees must not discuss confidential matters or release confidential 

information to any outside party (insurance representative, attorney, banker, broker, 

agent, family member, friend, or any individual other than the individuals authorized to 

discuss the confidential matter) without express knowledge and permission of Personnel 

director.  Outside parties who insist on knowing confidential information should be 

directed to the Personnel Director.  If any question arises about how to treat information, 

treat it as confidential until the Personnel Director directs otherwise. 

 

Employees also must not use or release Firm proprietary information or trade secrets 

without authorization.  Trade secrets include all of the Firm’s confidential or proprietary 
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information.  That information includes (without limitation) any Firm information 

encompassed in any reports, investigations, mailing lists, directories, listing, proposals, 

marketing plans, financial projections, bid spreadsheets, financial data, and any and all 

concepts or ideas, materials, or information related to the business, products, or services 

of the Firm or the Firm’s customers. 

No employee will use or disclose, either directly or indirectly, for his or her benefit or the 

benefit of another, any of the Firm’s trade secrets or confidential or proprietary 

information, whether or not the information is acquired, learned, attained, or developed 

by the employee or in connection with others.  All such trade secrets or confidential 

information should be sufficiently guarded to protect it from misuse. 

 

The Firm owns all trade secrets and copyrighted works of any kind or description, created 

or developed by an employee or in connection with others during the performance of 

employment duties for the Firm. 

 

 

Employee Conduct 

 

DISCIPLINARY ACTION 

 

Any employee conduct that, in the opinion of Group Imaging, interferes with or 

adversely affects our business is sufficient grounds for disciplinary action.  This action 

can range from oral warnings to immediate discharge.  Disciplinary action may include 

any one or the following: 

 

-   Verbal warnings 

- Written warnings 

- Suspension 

- Termination 

 

To decide on the appropriate action, we may consider: the seriousness of your conduct, 

your employment record, your ability to correct the conduct, actions we have taken for 

similar conduct by other employees, how your action affect clients, and other 

circumstances.   

Some conduct may result in immediate dismissal.  Here are examples: 

 

- Acting violently or threatening to do so 

- Theft of company property 

- Excessive tardiness or absenteeism 

- Arguing or fighting with clients or coworkers 

- Using or possessing alcohol or illegal drugs 

- Coming to work under the influence of alcohol or illegal drugs 

- Failing to carry out reasonable job assignments 

- Making false statements in a job application 

- Violating company rules and regulations, and 
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- Unlawful discrimination or harassment 

 

These are only examples.  Since employment is at will, termination may occur at any 

time, with or without reason or notice.  The Firm does not utilize a progressive 

disciplinary procedure and does not implement disciplinary acting in any particular order.  

We will review each disciplinary case individually and issue disciplinary action, as we 

deem necessary and appropriate. 

 

DRESS CODE 
 

To our clients, you ARE Group Imaging.  Therefore, we want you to look your best at all 

times while on duty.  All employees are expected to be clean, neat, and well groomed at 

all times while on duty.  Employees are required to wear modest, clean, casual-like 

clothing suitable for their job duties and level of client and public contact. Employees 

who are in the production / shipping are required to wear closed toe shoes.  Violation of 

the dress code will result in disciplinary action, up to and including being sent home for 

the day, without pay. 

 

 

WORKPLACE SAFETY 

 

All Firm employees must observe and abide by safety standards and be safety conscious 

at all times.  Any unsafe condition or practice an employee observes must be reported to 

your supervisor immediately.  First aid kits are located in rest rooms and shop area. Fire 

extinguishers are secured throughout the office.  Employees must learn the location of all 

first aid kits and fire extinguishers as soon as possible after beginning work. 

 

Each person is responsible for making the workplace a secure environment for everyone. 

The following security guidelines apply to all employees: 

 

 Firm keys given to employees may not be duplicated or loaned to anyone.   

             lost keys must immediately be reported to Personnel Director.  Security codes           

             are not to be disclosed to any unauthorized individual. 

 

 Each person is responsible for turning off the lights and equipment, such as  

            fans, heaters, radios, and computers, in his or her individual office at the end                                                  

            of the workday. 

 

 The last person to leave the office for the day must ensure that all lights, fans,  

 and equipment. Including coffee pots, and copiers, are turned off; all doors are     

            locked; and the security system is armed. 

 

 

 During working hours, purses and wallets should not be left out in the open   
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Where they cane easily be seen. 

 

 An employee who notices any unusual condition upon entering the building or  

office must report the condition to Personnel Director as soon as possible. 

 

 Guests are to be escorted through the office and not allowed through  

not attended. 

 

 Former employees who visit the office should be treated as any other non- 

employee for security purposes and should be escorted in and out of the           

                 

CONCEALED HANDGUNS 
 

Group Imaging strictly prohibits the possession or use of any and all weapons, including 

handguns, on Firm premises.  Firm employees are further prohibited from the possession 

or use of any all weapons, including handguns, while conducting business on behalf of 

Group Imaging. 

 

WORKPLACE PRIVACY 
 

The Firm provides offices, desks, computers, and other Firm property to employees for 

their use while employed by the Firm.  Those items are the property of Group Imaging.  

The Firm can make no assurances about the security of privacy of any office, desk, file 

cabinet, computer, or other Firm facility and discourages the storage of valuables, 

perishables, and other personal items in them.  Additionally, GI reserves the right to open 

and inspect any office, desk, computer and files, file cabinet, or Firm property and its 

contents, at any time, with or without reason, notice, or consent. 

 

- GI computers and e-mail system are intended to facilitate business 

communications.   

- GI management has access at all times to e-mail communications sent or 

received on our  computers and e-mail system. 

- All electronic communications sent or received on GI computers or e-mail 

system is the property of the Firm. 

- Employee privacy doesn’t extend to such communications- whether intended 

for business or personal purposes. 

- Employees must provide our management with all passwords and encryption 

keys. 

 

Employees must not place personal locks on any of the Firm’s electronic equipment 

(such as voice mail, e-mail, and computer and network files), even when a personal 

password is required; all files are subject to inspection by the Firm.  Your password is 

designed to protect your files and messages from access to other personnel.  However, GI 

Officers / Management retain the ability to access any electronic file when necessary. 
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Only an officer / management will be permitted to search an employee’s office, desk, 

computer and files, or file cabinet.   

 

 

SMOKING 
 

For the comfort and safety of the employees and visitors of the Firm, smoking is 

prohibited in all offices and public areas of the building.  Smoking is permitted only 

outside and of the building during regular breaks and meal periods. 

 

MEAL TIME 

 

Each employee will take a 30-minute lunch (meal) time.  An employee must clock out 

and in for lunch, regardless if you do not leave the premises. 

 

An extended lunch hour can be used for an appointment, doctor, dentist, etc. The 

employee would need to seek approval from supervisor one week prior to the 

appointment. 

 

A “supervisor may approve a “working lunch hour”; working lunch hour is when an 

employee needs to be at their desk for continuous work.  Example:  phones are busy, to 

meet a deadline, completion of a project, etc. 

 

CELL PHONES 

 

Cell phones are NOT to be turned on while you are at work.  To obtain a variance the 

employee should ask for one in writing and submit to Personnel Dept.  Variances may be 

granted for something such as medical emergencies.   

 

Incoming personal phone calls are to be discouraged. If a call comes in for you, a 

message will be taken for you unless it is an emergency. 

 

DRUGS AND ALCOHOL 

 

This statement of policy prohibits the use, influence, possession, sale, purchase, or 

distribution of alcohol, controlled substances, or drugs by any employee during work 

hours or at any time while on Firm premises. 

 

Drugs and alcohol include any and all substances or medications that will alter one or 

more bodily functions, such as coordination, reflexes, vision, mental capacity, or 

judgment, whether they are available over the counter, by prescription, or otherwise. 

 

Where reasonable suspicion exists of drug or alcohol use, the employee will immediately 

be escorted from the work premises and may be subject to disciplinary action, up to and 

including suspension or termination. 
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Observation of one or more of the following may constitute the reasonable suspicion of 

drug use: 

Slurred speech, loss of balance, the odor of alcohol or drugs, the presence of alcohol or 

drugs or drug-related paraphernalia, irregular work pace, decline in productivity, mood 

swings, frequent absences, excessive time away from the work station, trembling, 

disorientation, aggressive behavior, drowsiness, restlessness, or hyperactivity. 

 

If prescription drugs must be taken, they must not affect your ability to perform your 

work.  If you are required to take medication your physician prescribes and it may affect 

your ability to perform your job or present a safety risk to you or your coworkers, you are 

asked to notify your supervisor before beginning work. 

 

Your health and safety are our primary concern.  Help keep your workplace drug and 

alcohol free. 

 

SUGGESTIONS 

 

The Firm encourages employees to submit ideas and suggestions that would improve 

operations. In addition, the Firm encourages employees to report any unsafe work 

condition or unlawful acts taking place in the Firm.  All suggestions and reports must be 

in writing and submitted to Personnel Director.  If the employee desires, anonymous 

suggestions may be written and placed in the suggestion box located in the break room.   

 

The Firm wants every employee to know that ideas, suggestions, and comments are 

genuinely encouraged and appreciated. 

 

DRIVING ON BUSINESS 

 

If you are asked to use your personal vehicle for Firm business, not including commuting, 

you are required to have a current and valid state driver’s license and public liability 

coverage.  In addition, seat belts will be worn at all times while driving on Firm business. 

 

The following rules apply to the use of personal vehicles for Firm business. 

 

 Drivers will travel to and from their designated locations only. 

  

 Employees must observe and abide by all traffic laws and traffic conditions. 

 

 Moving and parking violations incurred while driving a personal vehicle for  

           Firm business will be the driver’s sole responsibility. 

 

 If you are involved in an accident while on Firm business, you must 

         immediately notify your insurance carrier and the Firm.  A police report must               

         be completed before leaving the accident site. Any fines issued in connection  
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         with the operation of any vehicle while on Firm business are the driver’s sole           

         responsibility. 

 You are not authorized to drive on any Firm business if so restricted due to Firm  

insurance considerations. 

 

If you are asked to use your personal vehicle for Firm business, you will be reimbursed 

for the business errand in addition to being on the time clock.  To receive reimbursement, 

you must maintain accurate documentation of all miles driven / or the errand as required 

by the IRS, including the date and purpose of the business trip.  Employees who submit 

appropriate documentation (marking on the GI calendar the errand) will be reimbursed 

for miles driven at the current IRS-approved rate. 

 

Attendance and Punctually      

 

APPLIES TO: ALL EMPLOYEES  

Policy:  It is the policy of Group Imaging to establish reasonable and necessary 

controls to ensure adequate attendance and to meet business and production needs.  

Procedure:  

 The Department Supervisor establishes working schedules and starting times or                    

Manager based on business and production needs. The Department Supervisor is 

responsible for communicating work schedules to subordinates.  

 Employees are expected to be at their workstation in a fit condition and ready to 

work at starting time. Work activity should commence at starting times and 

continue until the normal designated stopping times for breaks, lunch, or the end of 

work.  

 In the event of absence or tardiness from an assigned work schedule, the employee 

is required to report the absence to the Company. When reporting absence, the 

employee must telephone his or her supervisor, or other designated individual as 

specified by management. In the event the employee cannot reach a Supervisor or 

Manager, the absence should be reported to the Human Resource Department. The 

employee must call within one hour of scheduled start time.  

 The company reserves the right to require an employee to submit a physician’s 

certificate in the event of repeated absences for the medical reasons or in the event 

of medical absences exceeding three days.  

 The company recognizes that an occasional absence may occur, as defined by 

Company policies for holidays, vacations, jury service, funerals, family and 

medical leave, personal leave, military leave, voting, etc. Time off from work is 

unpaid unless the Company has established a specific policy providing pay for time 

off.  
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 An employee’s absence will be considered excused if covered by policy and the 

employee provides proper and timely notification deemed satisfactory to the 

Supervisor or Manager. Timely notification means calling in on the day of absence 

or providing advance notice for absences, which can be anticipated.  

 An employee’s absence will be deemed unexcused when an employee fails to call 

in, gives a late notice, fails to give advance notice for an absence which could be 

anticipated, exceeds the number of length of absences as defined by policy or 

authorized in advance by the Supervisor or Manager. Not excused absentees are 

subject to corrective discipline or termination as defined in policies on discipline 

and separation of employment.  

 Excessive absenteeism is defined as two or more instances of unexcused 

absence in a calendar month. Such excessive absenteeism is subject to corrective 

discipline.  Any eight instances of not excused absenteeism in a calendar year are 

considered grounds for discharge. 

 In the event an employee is absent for three days or more without prior notice or 

approval, such an absence can be viewed as job abandonment and can be 

considered for grounds of termination. (As a voluntary quit). 

 In the event a nonexempt employee reports to work late, he or she will be docked 

for time missed. Any lateness of up to six minutes shall result in loss of pay 

equivalent to 1/10 of an hour for each six minutes of lateness or portion 

thereof.  

 Excessive tardiness shall be subjected to corrective discipline or termination. 

Excessive tardiness is defined as three or more instance of lateness in a 

calendar month and is subject to corrective discipline. Any 12 instances of 

lateness in a calendar year are considered grounds for discharge.  

 An employee’s request to leave work early may be considered by the Supervisor or 

Manager. Approval of such absences should be based upon the urgency of the 

reason for absence and department staffing needs. As a general guide, early leaving 

should not exceed one instance per month or five instances in a calendar year.  

 The Personnel Records Clerk is responsible for maintaining attendance records and 

for advising respective supervisors if an employee’s absence or lateness exceeds 

the guidelines of this policy.  

 

 Compensation 

 

WORK  HOURS 
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Group Imaging Posted Client Hours to be staffed  : Monday - Friday  8:00 - 5:00. Some 

positions may be scheduled earlier of later than posted  open hours. 

Phone Hours:  Monday – Friday    8:00 - 5:00. 

             

 

For payroll purposes, the Firm has established the standard workweek as 168 consecutive 

hours beginning at 12:01 a.m. on Friday and ending at 11:59 midnight on Thursday.  The 

legal workday begins at 12:01 a.m. and ends at 12:59 midnight. Individual work 

schedules may vary, depending upon work assignments and the Firm’s staffing needs. 

 

Occasionally, business conditions may require that the standard work hours be extended 

or shortened.  Employees will be notified as far in advance as possible about required 

schedule changes.  The Firm cannot guarantee any number of work hours for any 

employee. 

 

Nonexempt employees requesting to take time off and later make up the time to prevent 

lowered pay must perform all compensating work during the same workweek the time is 

taken off. 

 

TIME KEEPING 
 

To ensure that each nonexempt & exempt employee are paid correctly each pay period, 

accurate time records are necessary.  Nonexempt & exempt employees must record all 

time worked each workday.  Time records must show the time began and the time 

reported out from work.  Employees should use the time clock software for all 

documentation. 

 

REGULAR PAY 

 

The Firm pays its employees under diverse plans.  This brief discussion explains in 

general how the various pay methods determine overtime. However, the discussion only 

gives general illustrations, and the Human Resources have the authority to settle all 

disputes over pay calculations. 

 

Salaried Employees. Only employees who are exempt from the law’s overtime  

                                    Provisions are  eligible to be paid a salary.  Exempt employees are  

                                    Compensated at a fixed rate each week, regardless of how many  

                                    Hours they work. Most employees who are exempt from the  

                                    Minimum wage and overtime pay requirements fall into one of five  

                                    Categories:  executive employees, administrative employees,            

                                    Professional employees, outside salespeople, and people in certain          

                                       Computer-related occupations. 

 

Hourly Pay Employees. Only nonexempt employees are paid by the hour.   

                                       Hourly employees are paid both: 
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                           Regular rate for all hours worked up to 40 hours in the                      

                                      workweek.                                   

                                      (Friday to Thursday is a current week. 

 

  Overtime pay at 1.5 times the regular rate for hours worked over   

  40 during the workweek.   

 

 

OVERTIME EXPLANATION 

 

Only those employees who the Law defines as nonexempt are eligible for additional 

compensation (overtime pay) after actually working more than 40 hours in the workweek 

Nonexempt employees that are asked to work overtime by their supervisor will be 

compensated at a rate of 1.5 times their regular pay rate for all hours worked over 40 in 

one week. 

For example, assume that Mr. Wilson is a nonexempt employee earning $ 10.00 an hour. 

during the workweek, Mr. Wilson works 50 hours.  Mr. Wilson’s pay for the week will 

be $550.00  (40 regular hours x $10.00 = $400.00 + 10 overtime hours x $15.00 (1.5 

times) = 150.00) 

 

FORM W-4 UPDATES 
 

The IRS requires that employees files an amended Form W-4 within 10 days of an event 

decreasing their number of withholding allowances.  Such decreases may occur, for 

example: 

 

 Upon marriage to an employed spouse. 

 

 Upon a divorce or legal separation. 

   

 When a spouse claims self as an exemption, as when the spouse begins a new 

job. 

 

 When someone else will claim a claimed dependent. 

 

 When a claimed dependent’s level of income will invalidate the allowed     

                exemption. 

 

 When income is greater or exemptions or deductions are less than previously  

               Planned.  An employee may amend the Form W-4 for an increased number of            

               holding allowances at any time. 

 

BUSINESS EXPENSE REIMBURSEMENT 



Group Imaging 

    A division of Burris Photography, Inc. 

  3/28/2017 22 

 

Employees may be reimbursed for reasonable business expenses, including parking, 

entertainment, travel, and business mileage.  The Accounting department must approve 

any business expenses over $25.00, in advance. 

 

A legitimate business expense is one that qualifies as a proper deduction of the Firm’s 

federal and state income tax returns.  The employee must furnish to the Firm adequate 

records and documentary evidence of the business expense, as required by federal and 

state income tax regulations. 

A request for reimbursement must be written and submitted to the Accounting 

department, with applicable documentation and original receipts attached.  Failure to 

provide adequate documentation may cause ineligibility for reimbursement.  

Reimbursement checks are issued on the First pay period of each month.  All requests 

must be received at least five working days before the reimbursement date.  All 

reimbursements requests must be submitted within 60 days of the date the expense was 

incurred to receive reimbursement. 

             

PAY PERIODS AND PAY DAYS 

 

Payroll is prepared every two weeks. Pay Periods are Thursday to Thursday.  All paydays 

are bimonthly  (every other Friday). Pay Checks are generally ready for disbursement 

12:00 noon.  Employees who are absent or on leave may make arrangements to have their 

pay checks picked up or mailed to them if such arrangements are made in writing and in 

advance.  Employees who are on a scheduled vacation may make arrangements to receive 

their regular wages before going on vacation by submitting such a request to Personnel 

Director at least 10 days before the vacation. 

 

VACATION     

 

Vacation benefits are provided so that employees may enjoy rest and relaxation away 

from work.  Group Imaging considers that time of rest to be very valuable.  All 

employees are strongly encouraged to take all time to which they are entitled each benefit 

year. 

Paid vacation benefits are accrued based on full-time employment (40 hours per week).  

Overtime hours do not accrue vacation time.  That rate is based upon years of service 

and the ratio of the hours they would normally be expected to work during the vacation 

period to the hours in the regular workweek.   

 

 

 

 

 

 

Vacation hours are accrued as follows: 
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Employees are ineligible to accrue vacation benefits during the orientation and training 

period.  Beginning with the first workday after completing the orientation and training 

period, an employee may begin accrual of paid vacation benefits.  An employee is 

ineligible to schedule or take vacation time until he or she has completed at least six 

months of continuous employment with the Firm. 

 

Employees are to submit vacation requests in writing to the Management  / Personnel  

Director approval at least 30 days in advance of the desired vacation date.  Vacation 

schedule requests will be approved in light of the expected workload and staffing 

adequacy for that period.  When more than one person requests the same vacation 

schedule from the same or cooperative positions, priority will be given to the requestor’s 

seniority.  A purchased, non-refundable plane ticket or other reservations will not be a 

basis for automatic approval of vacation.  

 

Vacation days may be taken in no less than 4 hour s ½ day and no more than 15-day 

increments, unless approved in advance by a Management / Personnel Director.  You 

must use any vacation time before using any unpaid family and medical leave. 

 

Up to 10 days of vacation may be carried over from year to the next.  Once an employee 

has reached the maximum accrual level, (as per chart) vacation benefits will cease to 

accrue until the benefits have been reduced below the maximum.  The Firm reserves the 

right to schedule a paid vacation for an employee who is near or has reached the 

maximum accrual level who has not taken at least one full week of vacation during the 

year.  No payments will be made in lieu of taking vacation. 

 

You may actually take your vacation in advance in the current calendar year; however, if 

you leave the Firm for any reason before earning such vacation, you will be required to 

reimburse the Firm.  Vacation may not be borrowed from a future year. 

 

If a holiday falls within an employee’s scheduled vacation period, the employee will, if 

eligible, receive holiday pay for that day and will not use a vacation day on that day.  The 

employee will be permitted another vacation day at a future date. 

 

Years of Service Maxium Hours for Total Vacation Hours  Hourly Full Time Employees Salary Employees

Roll over. Per Year Rate for accruing  per hour. Rate for accruing per pay period.

< 1 40 40 0.02 0.77 per week;  1.54 per pay period

2  through 6 80 80 0.04 1.54  per week ;  3.08 per pay period 

7 through 10 80 120 0.06 2.31 per week;  4.62 per pay period. 

10   or more 80 160 0.08 3.08 per week;  6.16 per pay period
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Any vacation benefits that have been accrued at the time of separation of employment 

with Group Imaging will be forfeited. It is not the policy of practice of Group Imaging to 

convert at separation any vacation or sick benefits to a cash benefit.  

 

HOLIDAYS 

 

Full-time employees who are regularly scheduled to work 35 or more hours a week are 

provided time off, with pay at the regular hourly rate then in effect, for recognized 

holidays falling on a regular workday.  Other employees are ineligible for paid holidays 

benefits.  

 

At the beginning of each year Group Imaging will publish a list of the holidays to be 

observed that year.  The Firm generally recognizes the following paid holidays each year: 

Memorial Day, Independence Day, Labor Day, Thanksgiving Day and Christmas Day. 

 

The Firm occasionally may alter the holiday schedule to fit the workload and time 

requirements within the business. If a recognized holiday falls on a non-workday, you 

will be notified if an alternative holiday will be provided. 

 

Employees must work the regularly scheduled hours on the workday preceding and the 

workday following the holiday to qualify for holiday pay. Employees wishing to extend 

one of the recognized holidays may, with prior approval, use their vacation time .  

 

Employees who are ineligible for paid holiday benefits will receive the day (s) off 

without pay.  The Firm will not close for any of the other nationally celebrated holidays 

unless otherwise posted. 

 

If a recognized holiday falls during an employee’s vacation, that day will be treated as a 

holiday, not as a vacation day.  Paid time off for holidays will not be counted as hours 

worked for the purposes of determining overtime. 

 

SICK LEAVE     
 

Sick Time will be accrued at the rate of 1.54 hours per pay period. (0.77 hours per week.)  

Paid time off for sick leave is not counted as time worked when computing overtime. 

 

Sick time may be taken on an hourly basis and used for personal illness or disability, 

medical appointments, or to care for an ill son, daughter, foster child placed in your care, 

spouse, or parent. Employees needing sick time should follow the rules set forth in the 

absence and lateness policy for notifying the Firm. 

 

Employees out of work for more than three consecutive workdays due to illness, injury, 

or disability will be required to request a medical disability leave of absence policy.  The 

Firm reserves the right to request a physician’s certification to verify an illness or an 

injury when an employee is out of work on paid sick time for three days or more.  The 
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Firm also reserves the right to require a physician’s certification before the employee 

may return to work. 

 

When all sick time has been exhausted, the employee may use available vacation time.  

When both sick and vacation time have been exhausted, subsequent time off will be in 

accordance with the family and medical leave policy.  Unused sick time has no 

remunerative value and will not be carried over from one year to the next or paid upon 

termination.   

 

Sick leave is granted for unavoidable illnesses, not personal days off.  Employees who 

abuse the sick leave policy are subject to disciplinary action, including termination. 

 

 

LEAVE OF ABSENCE 

 

 

EMPLOYEES WITH LIFE-THREATENING ILLNESSES 
 

The Firm recognizes that employees with life-threatening illnesses may wish to continue 

their normal pursuits, including work, to the extent that their condition allows. The 

decision to continue work will be based on the ability to meet normal performance 

standards, with or without accommodation, and on the receipt of satisfactory medical 

evidence that ill employees do not present an immediate threat to themselves or others. 

Evaluation of the potential dangers by individuals with life-threatening diseases will 

occur on a case-by-case and will consider existing medical and scientific evidence 

 

MILITARY DUTY LEAVE 

 

An employee who is called to military service, voluntarily or involuntarily, will be 

granted a leave of absence for the time necessary to fulfill the military obligations.  The 

Firm must be notified as soon as an employee receives notice to serve.  Such notification 

to the Firm must include written verification of duty call from military authority, date the 

leave is to commence, and the expected date of return.  A military duty leave of absence 

is an unpaid leave.  However, an employee may use any available paid vacation as 

compensation during the leave.  During a leave of absence, an employee will not accrue 

vacation or sick time benefits and will not be eligible for holiday pay. 

 

The Firm will continue to pay the employer’s portion of the health insurance premium for 

the first full calendar month following the commencement of the leave. The employee 

under COBRA continuation of coverage will pay health insurance premiums beyond the 

initial one-month. 

 

Employees on military duty leave will be reinstated to the same or substantially similar 

job position with the same pay, status, and seniority as other similarly situated employees 
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(who had continuous employment) upon returning from an authorized military leave of 

absence, if all of the following are met: 

 

 The employee presents verification of honorable discharge from military duty. 

 The employee applies to return to work within 90 days of release from                      

military duty. (31 days for reservist).  

 The employee is eligible to fill the position from which the leave was granted. 

 If a position are available at the Firm. 

 

If business circumstances prevent the Firm from offering the same position upon the 

employee’s return to work, an alternate position will be offered if one suitable to the 

employee’s skill and experience level is available.  Failure to accept the offered position 

will be considered a voluntary termination of employment, effective immediately. 

 

JURY DUTY LEAVE 

 

If you are called to serve on a jury or as a witness, you may be granted a leave of absence 

to perform the service. An employee may use any vacation as compensation during a jury 

duty leave of absence. Voluntary service (such as grand jury duty) will not be 

compensated unless advance permission is granted. 

 

The Firm must be notified of your request as soon as you receive notice to serve.  The 

time allowed for jury duty shall be only as long as necessary to carry out the service.  

You are expected to report to work when not serving duty. 

 

The Firm will continue to pay health insurance premiums  (if the firm had provided 

Health Benefits in place for that employee) to the employee who is taking an approved 

jury duty leave of absence.  Holiday pay, however, shall not be paid for any employee on 

jury duty leave. 

 

FAMILY AND MEDICAL LEAVE 

 

The following applies only when the Firm is covered under the Family and Medical 

Leave Act of 1993. 

 

Eligible employee who have completed at least 12 months of service and worked 1,250 

hours or more in the 12 months prior to leave are entitled to take leave under the federal 

Family and Medical Leave Act of 1993 (FMLA). Eligible employees are entitled to take 

up to 12 weeks of unpaid leave in a fiscal year for the birth or adoption of the employee’s 

child; the adoption or placement of a foster child with the employee; the physical or 

psychological care for the employee’s seriously ill parent, spouse, or child; or the care of 

your own serious physical or mental condition, including pregnancy, which makes you 

unable to work on a recurring basis for more than three days.  If the Firm employs both 
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you and your spouse, you are limited to joint total of 12 weeks of leave, unless the leave 

is due to the serious illness of a child, spouse, or the employee.   

 

Under the family leave portion of the policy, a seriously ill family member is defined as a 

parent, child, or spouse who has a physical or mental condition that warrants the 

participation of the employee during the period of medical treatment.  A health care 

provider’s certification is required in cases of serious health conditions, whether yours or 

that of your spouse, child, or parent The Firm also reserves the right to require a second, 

or even third, medical opinion. Intermittent or reduced leave is available when medically 

necessary or, subject to a Human Resources approval, in the event of birth or the 

placement of a child for adoption or foster care.  You should coordinate intermittent or 

reduced work leave with a partner to minimize disruption to Firm business.  You may be 

temporarily reassigned to a position that better accommodates your situation, but your 

current pay rate and benefits will continue. 

 

The family and medical leave absence is an unpaid leave.  However, the Firm requires 

you to substitute any accrued vacation or personal leave for any FMLA leave requested.  

By substituting vacation or sick leave, you continue to receive pay but available FMLA 

leave is reduced.  In addition, you are required to substitute any accrued sick leave and 

disability leave for FMLA leave requested for your own serious illness in your family, to 

the extent the Firm’s sick leave policy allows sick leave in the circumstances and for that 

family member.  In addition, you may be eligible for disability benefits through the state 

disability insurance program.  You are responsible for inquiring about and applying for 

such benefits. 

 

During an approved family or medical leave, your health benefits will be provided as 

though you had continued to work.  Please arrange with the Firm to submit timely 

monthly payments for your portion of the health insurance premiums.  Failure to make 

timely payment may put your coverage at risk. 

 

To the full extent allowed under the FMLA and state law, the Firm reserves the right to 

recover health insurance premiums from the employees who fail to return at the end of 

the FMLA-qualifying leave. 

 

Benefits that operate on an accrual basis (such as vacation and sick leave) will not accrue 

during any FMLA leave, nor will you be entitled to paid holidays and “miscellaneous 

absences” during the leave.  However, you will be considered to have continuing service 

for the eligibility and vesting purposes of the Firm’s retirement plan. 

 

If you return to work before exhaustion of available FMLA leave, you will be restored to 

the same position or to an equivalent position, with equivalent pay, benefits, and other 

employment terms and conditions. However, you are subject to the business 

circumstances or conditions (such as layoffs) that would have applied to you had you 

been working. 
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Under limited conditions, certain highly paid key employees may not be reinstated if they 

are unable to return to work before exhaustion of available FMLA leave. 

 

As soon as you know that you will need time off for a family or medical leave of 

absence, you must submit a written request to Management / Personnel Director.  Where 

possible, a 30-day notice is required.  In the event of any emergency, your request should 

be submitted not later than 48 hours following the commencement of your injury, illness, 

or disability.  If you cannot contact the Management / Personnel Director, please have 

someone contact him or her on your behalf.       

      

During your leave of absence, you are responsible for keeping the Firm informed of your 

status.  You are required to report your status, current location, intent to return, and 

expected date of return to Management / Personnel Director every 30 days.  In certain 

circumstances, the Firm has the right to require recertification of the serious health 

condition. 

 

Failure to return to work on schedule will be considered a voluntary termination of 

employment, effective at 5:00 p.m. on the third day you fail to report your status with the 

Firm, please follow all procedures for reporting back to work after your family or 

medical leave of absence. 

 

Upon returning to work after a family or medical leave of absence of more than one week 

because of your own serious health condition, you must submit the physician’s 

certification stating that you are physically able to return to work.  Failure to submit such 

documentation will delay or prevent your return to work. 

 

This discussion is only a summary of your rights under the Family and Medical Leave 

Act.  If you have any questions, please consult the notice of your rights posted in the 

break room or obtain literature from Personnel Director of the U.S. Department of Labor. 

 

BEREAVEMENT LEAVE 

 

In the unfortunate event that you are faced with the death of an immediate family 

member (parent, spouse, sibling, or child) you will be given time off without loss in pay, 

for a period of up to three days, to be with your family.  Time off exceeding three days 

will be taken without pay.  An employee may also use any accrued vacation time as 

compensation during a bereavement leave of absence.  You must notify the Firm as soon 

as possible of your need for time away from work. 

 

PERSONAL LEAVE 

 

A personal leave of absence may be granted for up to 30 days in a calendar year for 

business-related educational pursuits or personal reasons.  When all available vacation 

time has been exhausted, personal leaves absence are without pay. 
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Requests for personal leaves of absence must be made in writing at least two weeks 

before the leave begins, except in an emergency.  The request must indicate:  the reason 

for the leave, the date the leave is to commence, the expected duration of the leave, and 

the employee’s address and telephone number while on the leave. Requests will be 

considered in the light of the expected workload and business needs for the period of time 

the employee wishes to be away.  Personal leaves of absence are granted at the sole and 

absolute discretion of the Firm.   

 

During a personal leave of absence, an employee will not accrue vacation benefits and 

will not be entitled to sick or holiday pay.  The employee will be responsible for the full 

cost of insurance benefits while on leave. 

 

An employee on leave of absence must notify the Firm, in writing, of his or her intention 

to return to work at least one week in advance.  Every effort will be made to reinstate an 

employee returning from an approved leave of absence, on schedule, into the same or 

substantially similar position upon return to work, an alternate position and 

corresponding salary will be offered if one suitable to the employee’s skill and 

experience level is available.  Failure to accept the offered position will be considered a 

voluntary termination of employment, effective immediately. 

 

Employees must return from a leave of absence as soon as they are able.  Employees who 

fail to return from an approved leave of absence on schedule or who fail to report to work 

at the scheduled time will be considered to have voluntarily terminated employment, 

effective at 5:00 p.m. on the day of unreported absence. 

 

 

 

SEPARATION 

 

RESIGNATION 

 

The Firm asks that any employee resigning a position give to the Personnel Director a 

brief, written resignation letter describing the position resigned, the reasons for the 

resignation, the last day of work.  So the Firm may tell future employers that the 

employee gave timely notice, the Firm requests that the resigning employee give at least 

two weeks’ notice before the last day actually worked. 

 

The Firm asks any employee retiring to give to the Personnel Director a brief, written 

letter describing the position retired, stating that the employee is retiring voluntarily, and 

designating the last day of work.  To help minimize delays in the retiree’s benefits, the 

Firm advises retirees to provide at least 60 days’ notice before last day of work. 

 

Any vacation benefits that have been accrued at the time of separation of employment 

with Group Imaging will be forfeited. It is not the policy of practice of Group Imaging to 

convert at separation any vacation or sick benefits to a cash benefit.  
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FINAL PAY        

 

If discharged, you will be paid your final wages within 3 (three) working days.  Resign 

from employment, you will be paid final wages not later than the next regular payday 

following the resignation. The final wages will be reduced by any wages or expense 

advances made but not yet earned, or cash shortages assigned to your care. 

 

Group Imaging is not to grant severance pay to any employee who is discharged from 

employment. 

 

If employee has a key to Group Imaging office, final paycheck will be exchanged in 

return of key, not before.  If the key is not returned the cost of a locksmith rekeying the 

locks in our offices will be deducted from the final paycheck. 

 

 

COBRA RIGHTS 

 

If you, your spouse, or your dependents lose health insurance coverage due to 

employment termination or any other “qualifying event,” you may be eligible to elect 

continuation of group health coverage in accordance with the Consolidated Omnibus 

Budget Reconciliation Act (COBRA). 

 

COBRA entitles certain employees and dependents to elect or decline continued group 

health insurance coverage upon some “qualifying event.” Under the law, a qualifying 

event is an event that would ordinarily cause an employee, spouse, or dependent to lose 

group health insurance coverage.  Qualifying events include resignation, retirement, 

discharge for poor performance, reduction of work hours, death of a covered employee, 

divorce or legal separation from a covered employee, losing “dependent child” status, 

Medicare eligibility, or being called to active duty as military reservists.  Employees 

discharged for gross misconduct are not eligible for continuation benefits. 

 

Employees and dependents are responsible for notifying the Firm and plan administrator 

immediately following and qualifying event and upon any change in address of the 

employee and dependents. 

 

Employees and dependents who elect continued coverage following a qualifying event 

will be required to pay the premium cost of the coverage, which generally will be 102% 

(but may be as high as 150%) of the applicable premium coverage cost. 

 

If you do not choose coverage continuation within the required time frame, your group 

health insurance coverage will end.  If you choose to continue coverage and pay all 

premiums, it will be continued for 18 months; however, in some circumstances, coverage 

may continue for a total of 29 or 36 months.  A conversion policy may be available for 

individuals whose COBRA coverage has expired. 
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UNEMPLOYMENT BENEFITS 

 

Terminated employees may be eligible for unemployment benefits administered by the 

State and funded with a tax paid by the Firm.  The poster “Your Unemployment 

Benefits,” located in break/Rest Areas, further explains unemployment benefits. 

 

To help determine whether an unemployed worker should receive unemployment 

benefits, the state will request that Group Imaging explain the circumstances surrounding 

the termination. Employees who voluntarily quit without good cause or who are 

discharged for misconduct is generally ineligible for unemployment benefits.  The state 

may also treat other termination types as ineligible for benefits.  

            

Because increasing unemployment taxes reduce the funds the Firm has available to pay 

employees and other expenses, Burris Photography, Inc. intends to challenge 

unemployment claims it considers unmerited. 

 

 

Job Descriptions 
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       Job Title: Operations Manager  

  Department: ALL Departments  

    Reports to: Jeff Burris / Business Owner  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Directs and coordinates business activities through various department managers to 

obtain optimum use of equipment, facilities, and employees.  Manages Production, Sales, 

Finance, and Information Technology departments.   

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

 

 

Meets with department leaders to discuss business goals, strategies, and expenditures.  

Assigns and delegates responsibility as required. 

 

Interviews, selects, and assigns office personnel.  Coordinates and directs administrative 

support functions including – answering phones, typing, flow of correspondence, filing, 

requisition of supplies, and other clerical services.  Establishes retention, retrieval, 

transfer, and disposal of records.  Evaluates office production, and looks for new ways to 

improve efficiency of workflow.   Manages company finances, pays vendors, creates and 

distributes payroll, approves other business purchases from department managers and 

support staff. 
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Coordinates employee’s time off.  Handles office conflicts and takes care of customer 

complaints.  Plans office layout. 

 

Keeps sensitive and confidential information protected.   

 

Manages multiple – sometimes, competing priorities.     

 

 

QUALIFICATIONS 

Self motivated, professional and tactful.  Has strong problem solving skills.   

 

Possesses good communication skills – both written and oral.  Is able to deal tactfully, 

confidentially, and ethically with subordinates and customers.   

 

Strong customer focus - follows through on commitments.   

 

Pays strict attention to detail.   

 

Possesses above average computer skills.   

Proactively identifies and implements process improvements.   

 

Demonstrates a high level of teamwork skills, discretion, personal judgment, 

confidentiality, excellent telephone etiquette, and above all, exceptional organizational 

and planning skills. 

 

 

LANGUAGE SKILLS 

Ability to read and interpret various sorts of business spreadsheets and documents 

pertaining to production, sales, finances, etc.   

 

Must be capable of working in an environment where good communication and mutual 

respect is essential.   

 

 

MATHEMATICAL SKILLS 

Math skills associated with upkeep of financial documents. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, and reach with hands and arms.  The employee must occasionally lift and/or move 
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up to 25 pounds.  Employee will spend a reasonable amount of time at the computer and 

must have good vision in order to establish and maintain accurate files.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job. 

   

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 

 

 

 

 

 

 

 

     

 

 

       Job Title: Sales Manager  

  Department: Sales  

    Reports to: Operations Manager 

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Provides detailed information about our products and services to generate additional 

business and to build favorable rapport within the business community.   

 

Receives, verifies, and schedules incoming work orders, and interacts with production 

department to ensure that products are made and shipped to customers in a timely 

manner.    Serves as the principal contact for products information and sales.   

 

Contacts prospects, following leads submitted by management, established customers, or 

developed through other sources.  Acts as a liaison between direct reports and external 

contacts.   

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Understands and supports strategic direction of the business by identifying sales 

opportunities.  Provides detailed information about our products to help customers make 

the best choices for their specific applications.  Prepares promotional ads to be sent to 
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existing and prospective customers.  Persuades customers to buy products and negotiates 

pricing.   

 

Works closely with production department through fabrication and delivery processes.   

 

Investigates customer’s complaints involving damaged items, overcharges, and delay in 

shipment, and makes necessary adjustments to maintain positive public relations.   

 

Multi- tasks, and interacts with various customers and departments simultaneously.     

 

Directs and coordinates activities of Account Representatives.  Trains new employees, 

prepares work schedules and monitors work performance.   

 

Schedules and coordinates the flow of work within and between departments to expedite 

production.   

 

Audits customer information to verify that Account Representatives are in compliance 

with established policies and procedures.   

 

Prioritizes and revises work orders according to material type and size specifications, 

availability of material, equipment, and workers.   

 

Attends monthly meetings with Operations, Production, Finance, and Informational 

Technologies Managers to discuss various topics including – capital, efficiency, cost of 

poor quality, customer satisfaction, safety, etc.  Discusses annual operating plan and 

monthly targets therein – concentrating on business goals -vs.- current business picture. 

 

Operates and maintains fax and copy machines.  May assist workers in shipping 

department in order to help meet shipment deadlines. 

 

In the absence of the Operations Manager, handles office personnel and activities thereof.   

May remove, count, and record cash.   

 

Assists Operations Manager with monitoring office supplies.   

 

 

QUALIFICATIONS: 

Strong interpersonal skills, with the ability to interact effectively with all levels of 

management, employees, and customers. 

 

Position requires initiative, personal judgment, confidentiality, excellent telephone 

etiquette and above all, exceptional organizational and planning skills.  Organization 

skills, attention to detail, follow through, and commitment to customer satisfaction is 

critical to this role.   
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Must be assertive and possess extensive knowledge of our products.  Establishes 

priorities, works independently, and proceeds with objectives without supervision.  Able 

to handle and resolve recurring problems in a tactful manner. 

 

Must have proficient computer skills in order to produce and process documents, 

spreadsheets, etc.  Must possess a good working knowledge of Photo-Shop software.   

 

Focuses on understanding and exceeding the expectations of the customers.  Identifies 

and prioritizes the needs of the customers and integrates them into the overall direction of 

the business goals.  Is proactive in identifying and implementing process improvements.  

Suggests changes in working conditions and use of equipment to increase efficiency of 

shop and work crew.   

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety regulations, production work 

orders, etc. Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, and reach with hands and arms.  The employee may occasionally lift and/or move 

up to 50 pounds.  Employee will spend a reasonable amount of time at the computer and 

must have good vision in order to minimize computer mistakes. 

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 
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       Job Title: Financial Manager  

  Department: Finance  

    Reports to: Operations Manager  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Establishes and maintains accounting practices to ensure accurate and reliable data.   

 

Oversees book keeping function and prepares reports detailing financial results.  Reviews 

accounts receivable, accounts payable, payroll and overall budget.  Analyzes accounting 

records and creates reports to gauge our current financial status against our annual 

operating plan.   

 

Reviews report findings with Operations, Sales, Production, and Informational 

Technologies Managers on a monthly basis – discussing overall efficiency, cost of poor 

quality, customer satisfaction, etc.   

 

Holds monthly meetings with staff to help them understand the ‘current’ business picture.  

Discusses annual operating plan and monthly targets thereof -vs.- current state of sales, 

productivity, efficiency, cost of poor quality, etc.   



Group Imaging 

    A division of Burris Photography, Inc. 

  3/28/2017 38 

 

Allocates resources as needed for cost saving projects. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Verifies details of internal business transactions to subsidiary accounts from items such 

as sales slips, invoices, receipts, check stubs, etc.   

 

Performs monthly account analyses and reconciliation’s.  Analyzes automated feeds to 

the General Ledger and resolves variances.  Analyzes and interprets financial data and 

recommends changes to improve systems and financial performance.    

 

Compiles data used in reporting taxes, wages, and earnings to federal, state, and local 

agencies on weekly, quarterly, or annual basis.   

 

Makes bank deposits, and balances cash drawer.  Reconciles checkbooks for various bank 

accounts.   Writes checks and tracks payments through the bank.   

 

Invoices monthly statements to customers, using special software that communicates with 

accounts receivable files.   

 

Reviews delinquent accounts on a regular basis and determines proactive steps to reduce 

risks.  Performs collections on past due accounts.  Resolves disputed invoices and other 

matters related to past due receivable.   

 

Creates and analyzes reports showing debits, credits, profits, loss, and other items 

pertinent to the operation of business.  

 

Reviews timekeeping records and helps ready checks for distribution.   

 

Coordinates Book Keeping associate’s time off.     

 

 

QUALIFICATIONS 

This job necessitates above average computer and organizational skills.  Must be adept at 

prioritizing work and coordinating tasks simultaneously.   

  

Demonstrates excellent oral and written communication skills - with the ability to deal 

tactfully, confidentially, and ethically with subordinates, and customers.   

 

Ability to read and interpret financial documents including accounts receivable, accounts 

payable, general ledger, and that which is normally present within jobs business finances.   

 

Possesses a thorough understanding of business accounting and financing.  Is able to 

input and manipulate data, perform financial analysis, and generate detailed financial 

reports.  
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LANGUAGE SKILLS 

Must be able to read, analyze and interpret financial details.  

 

Must have exceptional phone etiquette and be able to handle difficult issues calmly.  

 

Must be capable of working in an environment where good communication and mutual 

respect is essential.   

 

 

MATHEMATICAL SKILLS 

Math skills associated with upkeep of financial documents such as accounts receivable, 

accounts payable, payroll, etc. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

modifications may be made to enable individuals with disabilities to perform the essential 

functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, and reach with hands and arms.  The employee must occasionally lift and/or move 

up to 25 pounds.  Employee will spend a reasonable amount of time at the computer and 

must have good vision in order to establish and maintain accurate financial records.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job. 

   

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 
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       Job Title: Bookkeeper  

  Department: Finance  

    Reports to: Finance Manager  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Records organization’s internal and external business transactions and files accounting 

records.   

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Records details of internal business transactions to subsidiary accounts from items such 

as sales slips, invoices, receipts, check stubs, etc.  Receives and inputs billing statements 

into the general ledger.   

 

Assists Finance Manager with invoicing monthly statements to customers, using special 

software that communicates with accounts receivable files.  Helps ready financial 

business reports showing debits, credits, profits, loss, and other items pertinent to the 

operation of business.  

 

Maintains established procedures for record retention, protection, retrieval, transfer, and 

disposal.   
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Works with little or no direction and is able to keep sensitive and confidential 

information protected.   

 

Demonstrates strong problem solving and accuracy skills.  Strong organization and 

communication skills attention to detail follow through and commitment to customer 

satisfaction are critical to this role.   

 

 

QUALIFICATIONS 

This job necessitates above average computer and organizational skills.  

 

Demonstrates excellent oral and written communication skills - with the ability to deal 

tactfully, confidentially, and ethically with customers.  

 

Possesses a thorough understanding of business accounting and is able to record data into 

accounts receivable, accounts payable, and general ledger.  Must have in depth 

knowledge of and experience preparing balance sheets. 

 

 

 

LANGUAGE SKILLS 

Must be able to read, and establish financial documents.  

 

Must have exceptional phone etiquette and be able to handle difficult situations, calmly.  

 

Must be capable of working in an environment where good communication and mutual 

respect is essential.   

 

 

MATHEMATICAL SKILLS 

Math skills associated with creating and maintaining financial documents such as 

accounts receivable, accounts payable, etc. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

modifications may be made to enable individuals with disabilities to perform the essential 

functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, and reach with hands and arms.  The employee must occasionally lift and/or move 

up to 25 pounds.  Employee will spend a reasonable amount of time at the computer and 

must have good vision in order to establish and maintain accurate financial records.   
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WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job. 

   

The employee is regularly exposed to noise, and fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 

 

        

       Job Title: Information Technology, Technology Manager  

  Department: Production  

    Reports to: Operations Manager 

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Assists in computer and software acquisitions.  Troubleshoots, maintains and upgrades 

computer systems.  Networks phone lines, printers, etc.    

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Contributes to general business planning regarding technology and systems, required to 

maintain business operations and a competitive edge.  Evaluates factors such as number 

of departments / users, cost constraints, and need for security and access restrictions to 

determine hardware configurations.  Discusses recommendations and plans layout for 

computers - effectively using allotted space.   Oversees programming and analysis 

including developing, installing, testing, and maintaining programs.  Modifies existing 

equipment and implements technological changes that will improve computing system’s 

productivity, quality, and operational security.   
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Designs, installs and maintains data communication between mainframe, terminals, 

printers, LANS, etc.  Responds to requests for assistance with personal computers and 

printers.  May test and monitor computer equipment to ensure systems are operating their 

best.   

 

Provides training to end-users when new and updated software is installed. 

  

 

QUALIFICATIONS 

Strong PC and troubleshooting skills.   

 

Must possess prior experience updating / installing computer software and hardware.    Is 

able to handle and resolve recurring computer / software problems.   

 

Possesses excellent communication skills, both written and oral.   

 

Adjusts to changes in work environment.  Works under pressure, learns quickly, and 

meets tight deadlines.  Adept at prioritizing work and coordinating tasks simultaneously.   

 

 

 

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as computer hardware and software 

instructions.  Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which may occur while 

employee performs the functions of their job.  Reasonable accommodations may be made 

to enable individuals with disabilities to perform these essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, reach with hands and arms and spend considerable time working at their computer.  

The employee may occasionally lift and/or move objects up to 50 pounds.  Employee will 

spend a reasonable amount of time at the computer and must have good vision in order to 

minimize mistakes.   

 

 

WORK ENVIRONMENT 
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Work environment characteristics described herein are representative of what employee 

may be exposed to while performing the essential functions of their job.   

 

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

      Job Title: Director of Marketing  

  Department: Marketing  

    Reports to: Operations Manager  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Oversees business development.  Under general supervision, manages the marketing of 

GI products.  Evaluates adjustments of marketing strategies and plans.  Recommends 

changes in policy and/or philosophy when such changes serve in the best interests of GI.  

Coordinates sales campaigns and printing of promotional materials.    Solicits prospective 

clients.  Gathers and tracts data – watching for shifts in trends.  Makes proposals 

accordingly.   

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Designs, implements and facilitates annual marketing plan.   

 

Plans and oversees marketing operations budget.   
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Conducts market research activities to identify targeted populations. 

 

Prepares marketing proposals and evaluation reports. 

 

Coordinates with the Design and Production departments to print promotional materials 

including brochures, flyers, postcards, banners, etc.  

 

Solicits prospective clients – mailing lists, direct contact with product proposals, etc.   

 

Represents GI at trade shows, conferences, etc. Provides product information and 

support. 

 

Maintains good public relations with existing and potential clients.  Oversees Web 

Contact to maximize marketing. 

 

Performs miscellaneous job-related duties as assigned. Provides Projects Report to 

Supervisor. 

 

 

QUALIFICATIONS 

This job necessitates above average computer and organizational skills.  Must be adept at 

prioritizing work and coordinating tasks simultaneously.   

 

Possesses a thorough understanding of business advertising principles, marketing 

strategies, and techniques.  Is able to input, manipulate and extract data from specialized 

databases, perform financial analysis, and generate detailed marketing reports.  

 

Working knowledge of statistics. 

 

Demonstrates excellent oral and written communication skills - with the ability to work 

effectively in a diverse environment. 

 

Must have exceptional phone etiquette and be able to handle difficult issues calmly.  

   

 

LANGUAGE SKILLS 

Must be able to read, analyze and interpret financial details.  

 

Must be capable of working in an environment where good communication and mutual 

respect is essential.   

 

 

MATHEMATICAL SKILLS 

Math skills associated with statistical analysis, finances, etc. 
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PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

modifications may be made to enable individuals with disabilities to perform the essential 

functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, and reach with hands and arms.  Employee will spend a reasonable amount of time 

at the computer and must have good vision in order to establish and maintain accurate 

records.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job. 

   

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 

 

 

 

 

 

   

       Job Title: Account Representative  

  Department: Sales  

     Reports to: Sales / Production Manager 

               Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Communicates with current and potential customers.  Promotes and facilitates product 

orders.  Works with Camps to ensure product deliveries and customer satisfaction.  

Resolves a variety of customer issues in a timely and courteous manner.  

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Responsible for front desk / office traffic, and phones as available.  Answers phones and 

greets customers.  Determines nature of business and forwards messages to coworkers as 

necessary.  Operates fax and copy machines.  Interacts with various departments 

simultaneously. 

Establishes and maintains permanent files, and retrieves files as requested.    
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Consults with current and potential customers – helping them make the right choices to 

fit their specific needs.  Assists customers with completing order forms, uploading files, 

etc. as questions or problems arise.  Creates production work orders for indoor and 

outdoor products.  Informs Production Technicians of “RUSH” orders. 

 

Phones customers and discusses enrollment for summer camp photos (8x10).  Explains 

Camp Candid services and encourages customers to take advantage of our online photo 

gallery.   Notes organization name, password, and e-mail for Camp Candid setup.   

Prepares starter kits and coordinates deliveries for enrolled customers.  Receives film, 

disks, and e-photos that camps have returned to us for fabrication.  Creates work orders 

and schedules production with coworkers.  Returns photos to camps via Fed-Ex or US 

Mail as directed by customers.    Maintains inventories of starter kit materials and 

supplies.  

 

May assist in - making entries on “production white board” as new orders are established 

and existing orders are completed; back-printing postcards; and preparing outgoing 

shipments.   

 

 

QUALIFICATIONS 

Strong working knowledge of personal computers.   

 

Excellent communication skills – both verbal and written.   

 

Excellent phone skills. 

Possesses good organizational skills and is able to multitask.  Capable of establishing 

priorities and working independently.   

 

Able to handle and resolve recurring problems.  Proactive in identifying and 

implementing process improvements throughout the organization.   

 

Is able to adjust to changes in work environment, work under pressure, learn quickly, and 

meet tight deadlines.   

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as customer emails, production work orders, 

etc. 

 

Must be capable of working in an environment where good communication and mutual 

respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 
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PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, and reach with hands and arms.  The employee must occasionally lift and/or move 

up to 25 pounds.   Employee will spend a reasonable amount of time at the computer and 

must have good vision in order to minimize computer mistakes.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 

 

 

 

 

 

        

 

       Job Title: Shop Lead  

  Department: Production 

    Reports to: Sales / Production Manager  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Oversees Assistant Production Manager, Graphic Design, Shipping Clerk, and others 

working in the production department.   

 

Is able to perform each task or phase of production for training, critiquing, or expediting 

purposes – including color correction and graphic design.   

 

Oversees product quality and strives to enhance efficiency of processes.  Verifies finished 

goods are complete by 3:30 PM or earlier each day, in order to assure that products are 

ready for courier pickups. 
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Attends monthly meetings with Operations, Sales, Finance, and Informational 

Technologies Managers to discuss various topics including – capital, efficiency, cost of 

poor quality, customer satisfaction, safety, etc.  Discusses annual operating plan and 

monthly targets therein – concentrating on business goals -vs.- current business picture. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Oversees the daily activities of the production department - utilizing knowledge of 

product technology, production methods and capabilities of machines.  Promotes 

advancements in technology, product performance and reliability. 

 

Reviews quality issues with Assistant Production Manager and works toward finding 

permanent solutions to recurring problems.  Streamlines processes in order to increase 

production efficiency. 

 

Revises schedules according to work order specifications, established priorities for rush 

orders, and capability or availability of workers, material, and equipment.   Verifies that 

material is always available for production.  

 

Interviews, hires, and assists in training new employees.  Assigns responsibilities to 

production employees.  Audits finished products to verify conformance to specifications 

and directs setup and adjustment of machines.   

 

Initiates walk-through within the production department giving positive feedback to 

employees keeping their work areas neat and clean.  Discusses further cleaning actions 

with employees working in messy or cluttered areas.  Disciplines employees as needed. 

 

Works to resolve machine issues when equipment problems arise.  Verifies that Account 

Representatives have been informed of equipment problems - especially if it will result in 

late or missed shipments. 

 

When contacted by Assistant Production Manager or production employee of potential 

safety hazards - repairs or delegates repair as quickly as possible.   Verifies that all 

accidents have been reported to the front office – regardless of severity. 

 

QUALIFICATIONS 

Assertive, with strong verbal and written communication skills.  Extensive knowledge of 

products. Thorough understanding of processes.   

 

Strong problem solving skills.  Develops relationships.  Bias for action.  Drives issues to 

closure.   

Focuses on understanding and meeting/exceeding the expectations of customers. 

 

Interacts with different departments simultaneously.  Gives instructions to others.  

Teaches methods and delegates responsibilities.   
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Proactive in identifying and implementing process improvements.   

 

Helps coordinate time off.  Is able to interact effectively with all levels of employees, 

customers, and upper management. 

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety regulations, production work 

orders, etc. Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, stoop, kneel, crouch, and reach with hands and arms.  The employee must regularly 

lift and/or move up to 25 pounds, frequently lift and/or move up to 50 pounds, and 

occasionally lift and/or move up to 100 pounds.  Good vision is also necessary in order to 

examine production work close up.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to moving mechanical parts, noise, inks, dyes and 

fumes from the printers. 
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       Job Title: Graphic Design Manager 

  Department: Production  

    Reports to: Production Manager 

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Schedules customer’s orders (preflight and design) - based on customer’s deadlines, 

normal workflow, and subordinate training levels.  Instructs assistant(s) to use various 

computer programs (internal to GI), and several types of imagery software.   Designs 

artwork for customers and verifies customer files for accuracy and completeness.  Speaks 

with customers to clarify layout parameters and discusses issues regarding uploading / 

transferring various types files.  Interacts with various departments simultaneously. 

   

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 
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Establishes priorities and creates designs for banners, posters, and other marketing 

materials in accordance with instructions.  Trains assistant(s) to use or better understand 

various types of imagery software.   

 

Studies customer’s illustrations and verifies size and arrangement of files.  Consults with 

customers about further improvements such as backgrounds, verbiage, borders, etc.  

Designs and/or updates customer’s files by arranging layout based on available space, 

knowledge of layout principles, and esthetic design concepts.  Presents sample proofs to 

customers for approval.  Reviews final layouts and suggests improvements as needed.   

 

Assists in design of marketing, advertising, and promotional materials used by GI for 

web page and/or trade show advertisements etc. 

 

The employee shall monitor and maintain the printing and production of the small format 

Department. 

 

QUALIFICATIONS 

Strong working knowledge of personal computers and Mac’s (Mac)   

 

Preflight and Graphic Design experience, with proven working knowledge of various 

types of imagery software.   

 

Excellent communication skills, both written and oral.  Ability to handle and resolve 

recurring customer problems.   

 

Works under pressure, and is able to meet tight deadlines.  Adept at prioritizing work and 

coordinating tasks simultaneously.   

 

Proactive in identifying and assisting with implementation of process improvements.   

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as production work orders, multimedia 

terminology, etc.  Must be capable of working in an environment where good 

communication and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which may occur while 

employee performs the functions of their job.  Reasonable accommodations may be made 

to enable individuals with disabilities to perform these essential functions. 
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While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, and reach with hands and arms.  Employee will spend a considerable amount of 

time at their computer and must have good vision in order to minimize mistakes.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what employee 

may be exposed to while performing the essential functions of their job.   

 

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 

      

 

 

 

 

       Job Title: Photo Printing  

  Department: Production  

    Reports to: Assistant Shop Lead / Quality Control  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Attends daily meetings with Assistant Production Manager to discuss work order status 

and plan the day’s activities.  Prints various sizes of photos according to established 

procedures and work orders. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Makes sure that photo printing equipment is working correctly – and adjusts as necessary.   
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Receives orders – prioritizes by date out and by paper size currently being used in 

machine in order to avoid costly setups.  Studies work orders and ask Account 

Representatives for clarification as questions arise. 

 

Develops film.  Starts photo print machine, and scans film into labeled computer folder.  

When job is ready to run, chooses print program on machine and observes production 

operation.  Inspects finished products.   

 

Delivers finished goods to shipping prior to 3:30 PM each day, in order to assure that 

products are ready for courier pickups.      

 

Informs Assistant Production Manager and Account Representatives immediately when 

equipment problems arise – especially if it will result in late or missed shipments. 

 

Reports all potential safety hazards to Assistant Production Manager and assists in repairs 

as directed.  Reports all accidents to the front office – regardless of severity. 

  

Maintains neat and orderly work environment by cleaning the area you’re working in 

before moving onto other phases of production. 

 

 

QUALIFICATIONS 

Must possess a good attitude and good communication skills.  Must be willing to work in 

a team environment. 

 

This job requires a person with a good attitude who is willing to go the extra mile to meet 

and exceed quality and delivery expectations. 

 

Is able to use computerized equipment and is willing to learn all phases of the printing 

production process.    

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety regulations, production work 

orders, etc. Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, stoop, crouch, and reach with hands and arms.  The employee must regularly lift 

and/or move up to 25 pounds, frequently lift and/or move up to 50 pounds, and 

occasionally lift and/or move up to 100 pounds.  Good vision is also necessary in order to 

examine production work close up. 

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to moving mechanical parts, noise, inks, dyes and 

fumes from the printers. 

 

 

 

 

 

 

 

 

  

 

 

 

       Job Title: Assistant Shop Lead / Quality Control  

  Department: Production  

    Reports to: Shop Lead  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Supervises and coordinates the daily activities of the employees working in the 

production department.   

 

Is able to perform each task or phase of production for training, critiquing, or expediting 

(with the exception of Graphic Design).   

 

Oversees product quality and enhances efficiency of processes.   
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Assists all production areas with assigned work.   Encourages team to complete work 

orders by 3:30 PM or earlier each day, in order to assure that products are ready for 

courier pickups.      

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Verifies that production equipment is functioning properly.  Makes sure equipment is 

printing correctly and adjusts (or may assist in adjusting) color, media, speeds and feeds, 

etc. as needed. 

   

Coordinates the daily activities of production employees to ensure work orders are 

completed in a timely manner.  Receives and prioritizes orders by ship day and what size 

media is currently being run (vinyl, laminate, etc.) in order to minimize costly setups. 

 

Assists Production Manager by tracking quality issues and works toward finding 

permanent solutions to recurring problems.  Assists Production Manager in streamlining 

processes in order to increase production efficiency. 

 

Is responsible for taking inventory and ordering supplies such as:  laminate and vinyl 

materials, Velcro, aluminum poles (for indoor/outdoor stands), etc.  

 

Keeps machine shop clean and well stocked with necessary tooling and gauging.      

 

Informs Production Manager and Account Representatives immediately when equipment 

problems arise – especially if it will result in late or missed shipments. 

 

Reports all potential safety hazards to Production Manager and coordinates repairs as 

quickly as possible.   Reports all accidents to the front office – regardless of severity. 

  

QUALIFICATIONS 

Assertive, strong verbal and written communication skills.  Extensive knowledge of 

products. Thorough understanding of processes.   

 

Strong problem solving skills.  Develops relationships.  Bias for action.  Drives issues to 

closure.  Focuses on understanding and meeting/exceeding the expectations of customers. 

 

Interacts with different departments simultaneously.  Teaches methods and delegates 

responsibilities.   

 

Proactive in identifying and implementing process improvements.   

 

Is able to interact effectively with all levels of employees, customers, and upper 

management. 

 

LANGUAGE SKILLS 
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Ability to read and interpret documents such as safety regulations, production work 

orders, etc. Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, climb, stoop, kneel, crouch, crawl, and reach with hands and arms.  The employee 

must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 

pounds, and occasionally lift and/or move up to 100 pounds.  Good vision is also 

necessary in order to examine production work close up.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to moving mechanical parts, noise, inks, dyes and 

fumes from the printers. 

 

      

 

 

       Job Title:        Graphic Design Assistant 

  Department: Production  

    Reports to: Graphic Design Manager 

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

As instructed and prioritized by Graphic Design Manager – Assistant designs banners, 

posters, logos, and marketing materials in accordance with work instructions - using 

imagery software.  Verifies customer files for accuracy and completeness. 

   

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 
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Studies customer’s illustrations and verifies size and arrangement of files.  Consults with 

customers about further improvements such as backgrounds, verbiage, borders, etc.  

Designs and/or updates customer’s files by arranging layout based on available space, 

knowledge of layout principles, and esthetic design concepts.  Crops, rotates, sizes and 

adjusts colors of picture files sent in by clients.  Presents sample proofs to customers for 

approval.  Reviews final layouts and suggests improvements as needed.   

 

Assists in design of marketing, advertising, and promotional materials used by company 

for web page and/or trade shows.  Works independently. 

 

 

QUALIFICATIONS 

Strong PC and Mac skills.   

 

Preflight and Graphic Design experience, with proven working knowledge of various 

imagery programs.   

 

Excellent communication skills, both written and oral.   

 

Ability to handle and resolve recurring customer problems.   

 

Ability to adjust to changes in work environment.  Works under pressure, learns quickly, 

and meets tight deadlines.  Adept at prioritizing work and coordinating tasks 

simultaneously.   

 

Proactive in identifying and assisting with implementation of process improvements.   

 

 

 

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as production work orders, multimedia 

terminology, etc.  Must be capable of working in an environment where good 

communication and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which may occur while 

employee performs the functions of their job.  Reasonable accommodations may be made 

to enable individuals with disabilities to perform these essential functions. 
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While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, reach with hands and arms.  Employee will spend a considerable amount of time at 

their computer and must have good vision in order to minimize mistakes.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what employee 

may be exposed to while performing the essential functions of their job.   

 

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        

 

       Job Title: Assembly Technician  

  Department: Production  

    Reports to: Assistant Shop Lead / Quality Control 

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Assembles prefabricated parts to construct indoor and outdoor stands used for banners.  

Also make parts for custom stands as needed.  May assist production employees with 

their responsibilities as time permits. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 
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Provides kits for indoor and outdoor stands in preparation for shipment to customers.  

Custom makes stands for nonstandard sizes.  Operates drill presses, electric saws, various 

portable power tools, and hand tools. 

 

Assists production employees by trimming banners and signs to specified lengths using a 

ruler and a razor.  Helps tape and glue oversized banners together, overlapping edges to 

specified sizes.  Inserts grommets and places Velcro strips as directed by sales order.  

Aids in sewing loops at top and bottom of banners – as required, for stand assembly.    

 

Informs management of non-working machinery and assists in machine repairs.   

 

Informs management of potential safety hazards and assists in repairs thereof.  Refers all 

accidents / safety incidents to front office – regardless of triviality. 

 

 

QUALIFICATIONS 

Possesses a good attitude with strong customer focus.   

 

Is able to troubleshoot indoor/outdoor stand issues and work toward resolution of 

problems. 

 

Must be willing to work in machine shop, and assist production employees as needed. 

 

Must be a self-starter and be able to work with little or no supervision.   

 

 

 

 

 

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety regulations, production work 

orders, etc. Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 
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While performing the duties of this job, the employee is frequently required to stand, 

walk, climb, stoop, kneel, crouch, crawl, and reach with hands and arms.  The employee 

must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 

pounds, and occasionally lift and/or move up to 100 pounds.  Good vision is also 

necessary in order to examine production work close up.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to moving mechanical parts, noise, inks, dyes and 

fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

       

 

      Job Title: Finishing  

  Department: Production  

    Reports to: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Attends daily meetings with Assistant Production Manager to discuss work order status 

and plan the day’s activities.  Laminates banners, signs, and other items according to 

established procedures and work orders. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 
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Makes sure that laminating equipment is working properly – and adjusts as necessary.   

 

Receives orders – prioritizes by date out and by laminate thickness currently being used 

in machine in order to avoid costly setups.  Studies work orders and ask Account 

Representatives for clarification as questions arise. 

 

Starts machine, engages feed and observes operation.  Inspects finished products and 

trims edges as necessary.   

 

Responsible for laminating process and quality of laminated products.  Delivers finished 

goods to shipping prior to 3:30 PM each day, in order to assure that products are ready 

for courier pickups.      

 

Informs Assistant Production Manager and Account Representatives immediately when 

equipment problems arise – especially if it will result in late or missed shipments. 

 

Reports all potential safety hazards to Assistant Production Manager and assists in repairs 

as directed.  Reports all accidents to the front office – regardless of severity. 

  

Maintains neat and orderly work environment by cleaning the area you’re working in 

before moving onto other phases of production. 

 

 

QUALIFICATIONS 

Must possess good communication skills and be willing to work in a team environment. 

 

This job requires a person with a good attitude who is willing to go the extra mile to meet 

and exceed quality and delivery expectations. 

Is able to use computerized equipment and is willing to learn all phases of the printing 

production process.    

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety regulations, production work 

orders, etc. Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 
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accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, climb, stoop, kneel, crouch, crawl, and reach with hands and arms.  The employee 

must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 

pounds, and occasionally lift and/or move up to 100 pounds.  Good vision is also 

necessary in order to examine production work close up. 

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to moving mechanical parts, noise, inks, dyes and 

fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 

   

 

 

 

       Job Title: Wide Format Printing  

  Department: Production  

    Reports to: Assistant Shop Lead / Quality Control  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Attends daily meetings with Assistant Production Manager to discuss work order status 

and plan the day’s activities.   

 

Prints vinyl and laminate banners, signs, and other items according to established 

procedures and work orders. 
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ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Makes sure printing equipment is working correctly – and adjusts as necessary.   

 

Receives orders – prioritizes by date out and by materials currently being used in 

machine in order to avoid costly setups.  Studies work orders and ask Account 

Representatives for clarification as questions arise. 

 

Starts machines, chooses programs, engages feeds and speeds, and observes operation.  

Inspects finished products and trims edges as necessary.   

 

Responsible for printing equipment and quality of products.  Delivers finished goods to 

shipping prior to 3:30 PM each day, in order to assure that products are ready for courier 

pickups.      

 

Informs Assistant Production Manager and Account Representatives immediately when 

equipment problems arise – especially if it will result in late or missed shipments. 

 

Reports all potential safety hazards to Assistant Production Manager and assists in repairs 

as directed.  Reports all accidents to the front office – regardless of severity. 

  

Maintains neat and orderly work environment by cleaning the area you’re working in 

before moving onto other phases of production. 

 

Ordering consumable for the printing department.  Maintains reports of printed orders of 

consumable. 

 

 

 

 

 

QUALIFICATIONS 

Must possess a good attitude, good communication skills and be willing to work in a 

team environment. 

 

This job requires a person with a good attitude who is willing to go the extra mile to meet 

and exceed quality and heed all details and delivery expectations  

 

Is able to use computerized equipment and is willing to learn all phases of the printing 

production process.    

 

 

LANGUAGE SKILLS 
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Ability to read and interpret documents such as safety regulations, production work 

orders, etc.  Must be capable of working in an environment where good communication 

and mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, stand, 

walk, climb, stoop, kneel, crouch, crawl, and reach with hands and arms.  The employee 

must regularly lift and/or move up to 25 pounds, frequently lift and/or move up to 50 

pounds, and occasionally lift and/or move up to 100 pounds. The employee must require 

aid from a CO-employee to lift anything over 100 lb. Good vision is also necessary in 

order to examine production work close up. 

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to moving mechanical parts, noise, inks, dyes and 

fumes from the printers. 

 

 

 

 

 

        Job Title: Shipping Clerk  

  Department: Production  

    Reports to: Assistant Shop Lead / Quality Control 

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 

Checks bill of lading and prepares merchandise for shipment via Fed-Ex. 
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ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 

Selects which packaging method is appropriate for product being shipped.  Assembles 

cardboard containers or selects pre-assembled containers.   

 

Verifies shipments against bills of lading, or other records.    

 

Inserts items into containers using protective padding or fillers.  Examines packaging for 

conformance to company specifications.   

 

Evaluates and/or changes customer’s shipping information on Fed-Ex computer.  Weigh 

outgoing items and affixes shipping labels to packages.   

 

Maintains inventory of shipping materials and supplies.  May direct others in preparing 

outgoing shipments.  Interacts with various departments simultaneously.   

 

 

QUALIFICATIONS 

Working knowledge of personal computers.   

 

Demonstrates excellent verbal and written communication skills.  

 

Possesses good organizational skills and is able to multitask.   

 

Capable of establishing priorities and working independently.   

 

Able to handle and resolve recurring problems.   

 

Proactive in identifying and implementing process improvements in the shipping area.   

 

Works under pressure, learns quickly, and is able to meet tight deadlines.  

 

 

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as production work orders, bills of lading, 

etc.  Must be capable of working in an environment where good communication and 

mutual respect is essential.   

 

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

 

 

PHYSICAL DEMANDS 
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The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to stand, 

walk, stoop, crouch, and reach with hands and arms.  The employee must regularly lift 

and/or move up to 25 pounds.   Employee will spend a reasonable amount of time at the 

computer and must have good vision in order to minimize computer mistakes.   

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to noise, inks, dyes and fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

      

 

       Job Title: Quality Control 

  Department: Production  

    Reports to: Production Manager  

              Date: 2016 

Approved by:   Jeff Burris 
 

 

 

SUMMARY 



Group Imaging 

    A division of Burris Photography, Inc. 

  3/28/2017 68 

Verifies outgoing products meet and exceed customer’s expectations – for product 

quality, appearance, etc. 

 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include, but are not limited to: 
Visually inspects banners, stands, postcards, flyers, brochures, etc. for completeness and 

appearance. 

 

Measures prints, stands, etc. to verify they are made to customer’s specifications. 

 

Interfaces with printing, sewing, machine shop, etc.  Requests changes or reprints when 

product defects are found. 

 

Informs Assistant Shop Lead and Account Representatives immediately when product 

defects are found – especially if it will result in late or missed shipments. 

 

Maintains neat and orderly work environment. 

 

 

QUALIFICATIONS 

In depth knowledge of our products.  

 

Pays close attention to detail and is thorough in inspecting outgoing products.   

 

Possesses good communication skills and be willing to work in a team environment 

where mutual respect is essential. 

 

Is able to focus on potential process improvements in order to increase output of quality 

products. 

 

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety regulations, production work 

orders, etc.  

 

MATHEMATICAL SKILLS 

Basic math skills as associated with High School Diploma or GED. 

PHYSICAL DEMANDS 

The physical demands described below are representative of that which must be followed 

by an employee to successfully perform the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to stand, 

walk, stoop, kneel, crouch, and reach with hands and arms.  The employee must regularly 
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lift and/or move up to 25 pounds, and frequently lift and/or move up to 50 pounds.  Good 

vision is also necessary in order to examine production work close up. 

 

 

WORK ENVIRONMENT 

Work environment characteristics described herein are representative of what an 

employee will be exposed to while performing the essential functions of this job.   

 

The employee is regularly exposed to moving mechanical parts, noise, inks, dyes and 

fumes from the printers. 

 

 

 

 

 

 

 

 

 

 

 


