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FOREWORD

The Printing Industry Training Board of the Vocational Training Council was
appointed by the Government of the Hong Kong Specia Administrative Region to be
responsible for matters pertaining to the planning and training of manpower in the printing
industry.

Since the manual on job specifications was published in 1998, tremendous
developments and changes have taken place in the printing industry in terms of technology,
job requirements and training. In view of this, the Training Board has again reviewed the
manual and suitably revised the skills and knowledge requirements for some of the principal
jobs, and prepared the specifications for other maor principal jobs. In total, the present
manual contains job specifications for 13 principal jobsincluding 4 at technologist level, 4 at
technician level and 5 at craftsman level.

The job specifications in this manual should be regarded as guidelines and they
are published for the following purposes:

(i) to establish acceptable and uniform standards of skills for
principal jobsin the printing industry;

(i) to assist employers to draw up systematic on-the-job
training programmes for their trainees/apprentices,

(i) to assist employers to assess the competence of their
workers; and

(iv) to provide guidelines for technical training institutions in
the planning of courses.

We hope that the revised manual will serve as a useful reference and help
upgrade the skills standard of the technical workforce within the printing industry.

(HO Ka-hun)
Chairman
Printing and Publishing Training Board
October 2003
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JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

FACTORY MANAGER

TECHNOLOGIST / MANAGERIAL

Asssts the employer in planning, budgeting, directing and
controlling all aspects of the establishment including the overall
supervision of associated areas to ensure the most effective and
economical means of production.

Ability to:

1.  Adviseontheformulation of general and financia policies
and production cost control plansin a printing factory.

2. Manage a printing factory according to formulated policies
and prescribed standards and regulations.

3. Plan and organise production facilities to optimise
production and meet delivery and quality requirements.

4. Develop and maintain an efficient organization structure.

5. Plan and use efficiently manpower, equipment, material,
financia and other resources.

6. Determine training and manpower requirements.

7. Determine wage systems and incentive schemes.

8. Develop and appraise the performance of subordinates.

0. Develop and plan production systems and methods
appropriate to resources available.

10. Pan and organise research and development programmes.

11. Maintan safe and good working conditions and
harmonious labour relations.

12. Liaise with external bodies such as Government and
business sectors.

13. Delegate authority.



V.

VI.

THEORY

TRAINING

Knowledge of:

1

2.

10.

11.

12.

13.

14.

Printing technology and manufacture.

Factory administration, public relations and marketing.
Design of production systems.

Organization of a printing factory.

Analysis of production costs.

Relation between cost effectiveness, quality standards and
performance.

Statistical methods.

Research and devel opment.
Labour relations.

Computer applications.
Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and the necessary safety precautions.

Relevant Occupational Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and
Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

Must complete the following or equivaent to:

1

2.

A relevant degree or equivalent course in printing.

A minimumof 2-year on-the-job training in the appropriate
field; and

A minimum of 5-year appropriate managerial experiencein
the printing industry or 7-year (for Higher Diploma or
equivalent holders) working experience in production
planning and control in the printing field.



JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

PRODUCTION MANAGER

: TECHNOLOGIST / MANAGERIAL

Plans and executes print production systems. Takes charge of
production. Manages and directs the production department
personnel to maintain quality and productivity and to exercise
effective production and cost control.

. Ability to:

1. Deviseand carry out production plans and methods.

2. Advise on the method of calculating production costs.

3. Monitor and compare production costs with estimated costs.

4. Devise effective cost control system.

5.  Advise on plant layout, adjustments and modifications to
improve productivity and quality standards.

6.  Control production activities in accordance with formulated
plans and prescribed policies.

7. Ensure that standard working methods in production
processes are followed.

8.  Co-ordinate production facilities to optimise production and
to meet delivery and quality requirements.

9. Liaisewith other departments and sections to meet company
objectives.

10. Develop and appraise the performance of subordinates.

11. Determine training and manpower requirements.

12. Determine wage systems and incentive schemes.

13. Compile and present production reports.

14. Diagnose and solve production problems.



V.

THEORY

15. Plan equipment regquirements.

16. Maintain safe and good working conditions and harmonious
labour relations.

17. Delegate authority.

: Knowledge of:

1 Printing technology.

2. Production management.

3. Different printing processes and sequence of operations in
printing production.

4.  Computer applications.

5. Different types and properties of printing materials.

6. Different common paper sizes and substances such as the
British,_American and International Standard Organization
paper sizes.

7. Different types of printing images, type faces and sizes.

8. Desktop publishing software.

9.  Casting off and copy fitting.

10. Colour theory.

11.  Work dummy preparation and imposition scheme.

12. Machine make-ready procedures.

13. Package, box and carton production.

14.  Costing principles.

15.  Transportation costs calculation.

16. Internationally recognised quality management systems such
as 1SO 9000, 1SO 14000, Quality Circle, Total Quality
Management.

17. Various printing quality control instruments.

18. Varioustestersof paper, ink, film and plate materials.



VI.

TRAINING

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31

32.

33.

1

Human Resources Management.

Purchasing and tendering.

Sales and marketing.

Common commercial practices and business procedures.

Capabilities of major prepress, press and postpress
equipment commonly adopted in the industry.

Financia management.

Plant layout and workflow.

Work study.

Inventory control.

Human relations.

Management information systems.
Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and the necessary safety precautions.

Relevant Occupational Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and
Apprenticeship Ordinance, as well as environmenta
legidations and intellectual property laws.

: Must complete the following or equivalent to:

A relevant degree or Higher Diploma or equivaent course
in printing plusaminimum of 2-year (for Degree holders) or
3-year (for Higher Diploma or equivalent holders) working
experience in production planning and control in the printing
field; or

A relevant Higher Certificate course in printing plus a
minimum of 6-year working experience in production
planning and control in the printing field, or a minimum of
3-year appropriate managerial experience in printing
industry.

A minimum of 2-year on-the-job training in appropriate
field.



JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XKILLS

QUALITY MANAGER

TECHNOLOGIST / MANAGERIAL

Plans, organizes, directs and controls quality control procedures
in al stages of production to ensure incoming materials and
products comply with required standards and specifications.

Ability to:

1

10.

11.

12.

13.

Formulate production technique and quality control
policies and strategies to meet company overal
objectives.

Organize production technique and qudity control
activities, including human aspects and other quality
control system.

Control al production technique and quality control
activitiesincluding cost of quality and budgeting, etc.

Liaise with other departments and sections to meet
company objectives.

Identify specific quality control needs to meet customers
requirements.

Keep abreast of latest developments in production and
quality control techniques, equipment, etc.

Liaise with customers and other departments.

Formulate production and quality control specifications.
Determine training and manpower requirements.
Develop and appraise the performance of subordinate.
Determine wage systems and incentive schemes.

Maintain safe and good working conditions and
harmonious labour relations.

Delegate authority.



V.

VI.

THEORY

TRAINING

Knowledge of:

1

2.

10.

11.

12.

13.

14.

15.

Printing technology.
Technologica development in printing industry.

Principles of quality control including statistical methods,
quality control technique, etc.

Principles and operation of printing machinery.

Testing and sampling, including principlesand calibration
of testing instruments and their operations.

Relation between preventive maintenance and quality
control.

Organization of a printing factory.

Relation between cost effectiveness, quality standards and
performance.

Standard working methods for each process.

Properties, qualities and standard of printing materialsand
products.

Fault diagnosis and rectification.
Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and the necessary safety precautions.

Relevant Occupationa Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and
Apprenticeship Ordinance, as well as environmentd
legislations and intellectual property laws.

Must complete the following or equivaent to:

1

A relevant degree or Higher Diplomaor equivalent course
in printing plus aminimum of 2-year (for Degree holders)
or 3-year (for Higher Diploma or equivalent holders)
working experience in production planning and control in
the printing field; or



A relevant Higher Certificate course in printing plus a
minimum of 6-year working experience in production
planning and control in the printing field, or a minimum of
3-year appropriate manageria experience in printing
industry; and

A minimum of 2year on-the-job training in appropriate
field.



JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

SALES/CUSTOMER SERVICEY
MARKETING MANAGER

TECHNOLOGIST / MANAGERIAL

Implements company sales and marketing plans. Supervises sales
representatives/customer services representatives’ marketing
executives. Manages and directs the saes/customer
servicesmarketing department to explore new methods and
techniques for increasing the sales turnover and profit margin.

Ability to:

1. Build aproductive sales/customer services/marketing team.

2. Develop goals and objectives for the staff.

3. Conduct sales/customer services/marketing planning.

4.  Overseetime and territory management.

5. Develop and qualify prospective customers, and choose
appropriate accounts for the company.

6. Monitor sales activities of individual accounts to fine-tune
target markets.

7. Monitor customer servicesto individual accountsto support
sales volume.

8.  Monitor marketing activities for accounts to achieve target
market share.

9. Review emerging technology and market trends for the
development of appropriate sales/customer services
marketing strategies towards new sales and customers.

10. Teachthe staff to lever their product and process knowledge
into closing the sale.

11. Feed market information to the company and other
departments for timely response to new needs.

12. Delegate tasks, responsibilities and accountabilities.



V.

THEORY

13. Manage conflicts and resolve personal grievances.

14. Coordinate customer services.

15. Create incentive/bonus programs to motivate staff.

16. Understand persondlities and behaviour styles of different
kinds of people.

17. Match sales representatives/customer services
representatives/marketing executives to the appropriate
accounts.

18. Evaluate performance of subordinates and give recognition
for outstanding effort.

19. Initiate disciplinary measures.

20. Manageterritory effectively.

21. Managetime effectively.

22. Recognizeloss of customers due to various reasons.

23. Educate and advise customers on prepress, press, and
postpress issues.

24. Build effective presentations using sales aids and other
visuals.

25.  Administer effective promotion and advertising activities.

26. Build trust and relationship with customers.

27. Quote appropriate pricesto customers.

28. Risk assessment and customer reputation investigation.

Knowledge of:

1.  Sales/customer services/marketing processes.

2. Printing market characteristics such as market segments,

supply and demand, competition, and seasona pattern.

3. Printing costing and pricing structures.

4, Standard printing contract terms.

5. Common commercia practices and procedures.

10



VI.

TRAINING

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Printing processes.

Printing equipment used.

Production workflow.

Customers  needs.

Communication, telephone and listening skills.

Motivation and dynamism of teamwork.

Negotiation strategies.

Time management skills.

Customer database.

Market analysis.

Computer applications.

Internationally recognised quality management systems
such as 1SO 9000, ISO 14000, Quadlty Circle, Tota
Quality Management.

Management information systems.

Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and the necessary safety precautions.

Relevant Occupational Safety and Headth Ordinance,
Factories and Industrial Undertakings Ordinance and
Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

Must complete the following or equivaent to:

1.

A degree or equivalent course in management studies,
economics, marketing, printing or professional
qualification; plus

A minimum of 2-year on-the-job training in the appropriate
field; and

A minimum of 3-year appropriate managerial experiencein
the printing industry.

11



JOB TITLE

II.  JOB LEVEL

1. JOB DESCRIPTION

IV. TRADE XILLS

COST ESTIMATOR/SALESREPRESENTATIVE

TECHNICIAN

Prepares estimates of the cost of producing jobs according to
agreed specifications and methods of production and maintains
production records. Records actual costs incurred (materials and
labour) of jobs completed or in progress; up-dates budget centre
rates, labour rates and all variable cost factors regularly; prepares
periodic financia statements to the management. Assists
Sales/Customer  ServicesMarketing Manager in liaising with
clients on the preparation of quotations and orders. Follows up
clients orders, and promotes establishment’s products and
services.

Ability to:

1.  Know characteristics of range of products produced.

2. Anayse and feed back customers buying needs.

3.  Reflect back to company customers needs and sales trend.
4. Interpret policies and instructions of management.

5. Organize work routine and sales quota.

6. Anaysesaesfigures.

7. Use common instruments in printing estimation.

8.  Apply printing estimation software on computer.

9. Undesand the basic functions of printing equipment in
workshop.

10. Identify different types of printing materials.

11. Identify different types and substances of papers.

12. ldentify different type of printing images, type facesand sizes.
13. Maintain materials and production records including:

(i)  Pricelistsof materials,

12



V.

TRADE THEORY

(i)  List of suppliers of materials,
(iii)  List of outwork contractors,
(iv) Pantregister;

(v) Stock ledger;

(vi) Cost hourly rates,

(vii) Machine performance records;

(viii) Materials wastage.

14. Finalize specifications and evaluate the quality of artworks
and colour originals.

15. Independently draw up printing layout, copy preparation and
technical planning.

16. Cdculate casting off and copy fitting.

17. Cadculate enlargement and reduction scales.

18. Plan the most economical methods of production.

19. Prepare work dummy and imposition scheme.

20. Budget costs and hourly cost rates.

21. Caculate job and transportation costs.

22. Compare actual and budgeted costs.

23. Evaluate equipment requirements.

24. Draw up work schedule.

25. Compile quotations based on estimates and company pricing
strategy.

26. Liaisewith suppliersand clients.

27. Liaise with other departments of the company in connection
with the control, planning and scheduling of
work-in-progress.

Knowledge of:

1. Saestechniques.

13



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Presentation skills.

Interpersonal skills.

Company sales policies and procedures.
Genera printing technology.

Estimating principles and printing terms.

Different printing processes and sequence of operations in
printing production.

Computer applications.

Different types and properties of printing materials and their
applications.

Different common paper sizes and substances such as the
British,_ American and International Standard Organization
paper sizes.

Copy preparation and technical planning.

Different types of printing images, type faces and sizes.
Desktop publishing software.

Casting off and copy fitting.

Colour theory.

Work dummy preparation and imposition scheme.

Machine make-ready procedures.

Package, box and carton production.

Costing principles.

Transportation costs calculation.

Management information systems.

Human resources management.

Purchasing and tendering.

Sales and marketing.

Common commercial practices and business procedures.

14



VI.

TRAINING

26.

27.

28.

29.

Company rules and regulations.

Management in environmental protection and waste disposal.
Industrial hazards and the necessary safety precautions.
Relevant Occupational Safety and Heath Ordinance,
Factories and Industrid Undertakings Ordinance and

Apprenticeship Ordinance, as well as environmental
legidations and intellectual property laws.

Must complete the following or equivaent to:

1.

Route 1

(i) Completion of Secondary 5 with Grade E or abovein 5
subjects including English (Syllabus B) in HKCEE
followed by 3-year organized technician
apprenticeship, and

(i) Trainees are required to attend a relevant certificate
course in printing a the Hong Kong Ingtitute of
Vocational Education on part-time mode during
apprenticeship training.

Route 2

(i) Successful completion of 1-year full-time technician
foundation certificate course at the Printing Industry
Training Centre followed by 2-year organized
technician apprenticeship, and

(i) Trainees are required to attend a relevant certificate
course in printing a the Hong Kong Inditute of
Vocational Education on part-time mode during
apprenticeship training.

Route 3

Successful completion of arelevant 2-year full-time diploma
course in printing and computer imaging a the Hong Kong
Ingtitute of Vocational Education followed by 1-year
organized on-the-job training.

Route 4
Successful completion of craft apprenticeship in printing
trade with further evening studies through a pre-technician

course followed by a relevant technician course in printing
and on-the-job experience.

15



JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

PRODUCTION PLANNER/PRODUCTION
CONTROLLER/CUSTOMER SERVICES
CO-ORDINATOR

TECHNICIAN

Plans, schedules and controls workload making optimum use of
all equipment, materials and labour throughout the factory.
Co-ordinates with clients. Carries out process planning for
jobs and estimates the time requirements for operations.
Ensures that production schedules are met.

Ability to:

1.  Use common and computerized measuring instrumentsin
printing.

2. Understand the basic functions of printing equipment in
workshop.

3. ldentify different types of printing materials.
4.  ldentify different types and substances of papers.

5. Identify different types of printing images, type faces and
Sizes.

6. Prepare complete working specifications.

7. Plan methods of working.

8.  Draw up work instruction dockets.

9.  Monitor production progress.

10. Assign workload to production cost centres.
11. Prepare work dummy and imposition scheme.

12. Evauate the quality of artworks, colour originals and
carry out files proof.

13. Mark up copy with emphasisin layout preparation, use of
type faces and sizes, format and design.

16



V.

TRADE THEORY

14.

15.

16.

17.

18.

19.

20.

21.

Forecast stock requirements for jobs.
Evaluate equipment requirements.

Allocate materials to the various productions
departments.

Apply computersin production planning and control.
Place outwork orders.

Monitor materials and production records including:
(i)  Pricelistsof materials,

(i)  List of suppliers of materials,

(iii) List of outwork contractors,

(iv) Pantregister;

(v) Stock ledger;

(vi) Cost hourly rates,

(vii) Machine performance records;

(viii) Materials wastage.

Liaise with suppliers and clients.

Liaise with other departments of the company in

connection with the control, planning and scheduling of
work-in-progress.

Knowledge of:

1. Generd printing technology.

2. Production planning and control.

3. Different printing processes and sequence of operations
in printing production.

4.  Computer applications.

5. Different types and properties of printing materials and

their applications.

17



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

Different common paper sizes and substances such as the
British, American and Internationa  Standard
Organization paper sizes.

Copy preparation and technica planning.

Different types of printing image, type faces and sizes.
Desktop publishing software.

Casting off and copy fitting.

Colour theory.

Work dummy preparation and imposition scheme.
Machine make-ready procedures.

Package, box and carton production.

Costing principles.

Purchasing and tendering.

Sales and marketing.

Common commercia practices and business procedures.

Capabilities of maor prepress, press and post-press
equipment commonly adopted by the industry.

Management information systems.
Human resources management.
Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and necessary safety precautions.
Relevant Occupational Safety and Heath Ordinance,
Factories and Industrial Undertakings Ordinance and

Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

18



VI.

TRAINING

Must complete the following or equivalent to:

1.

Route 1

(i)

(if)

Completion of Secondary 5 with Grade E or above
in 5 subjects including English (Syllabus B) in
HKCEE followed by 3-year organized technician
apprenticeship, and

Trainees are required to attend a relevant
certificate course in printing a the Hong Kong
Ingtitute of V ocational Education on part-time mode
during apprenticeship training.

Route 2

(i)

(if)

Successful completion of 1-year full-time
technician foundation certificate course at the
Printing Industry Training Centre followed by
2-year organized technician apprenticeship, and

Trainees are required to attend a relevant
certificate course in printing a the Hong Kong
Institute of V ocationa Education on part-time mode
during apprenticeship training.

Route 3

Successful completion of a relevant 2-year full-time
diploma course in printing and computer imaging at the
Hong Kong Institute of V ocational Education followed by
1-year organized on-the-job training.

Route 4

Successful completion of craft apprenticeship in printing
trade with further evening studies through a
pre-technician course followed by a relevant technician
course in printing and on-the-job experience.

19



JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

OVERSEER/SUPERVISOR

TECHNICIAN

Controls, organises and oversees production in a production
department.

Ability to:

1

10.

11.

12.

13.

Interpret and implement company’s policies and
regulations.

Pan workshop layout.
Control production activities in accordance with
formulated plans and policies and prescribed standards

and regulations.

Arrange resources properly according to production
requirements without disturbance to production.

Supervise employees.

Assess the capabilities of workers and machines so asto
distribute the work to the best advantage.

Allocate and schedule production work.
Prepare reports, estimates and records.

Inspect and maintain work place layout, equipment and
tools.

Carry out minor repairs and adjustments to machinery.
Monitor progress of work and quality control to ensure
compliance with specified work standards and time
requirements.

Liaise with other departments of the company in
connection with the control, planning and scheduling of
work-in-progress.

Enforce safety precautions.

20



V.

TRADE THEORY

14.

15.

Develop peformance targets and apprase the
performance of subordinates.

Assst in formulating and appraising training and
manpower requirements.

16. Maintan safe and good working conditions and
harmonious labour relations.

Knowledge of:

1. Generd printing technology.

2. Specific trade skills.

3. Production planning and control.

4.  Different printing processes and sequence of operations
in printing production.

5. Different types and properties of printing materials and
their applications.

6. Different common paper sizes and substances such asthe
British, American and International  Standard
Organization paper sizes.

7. Work dummy preparation and imposition scheme.

8.  Package, box and carton production.

9. Handling of chemica substances and disposal of
chemical wastes.

10. Basic financial control.

11. Fireandindustrial accident prevention measures.

12. Plant layout and workflow.

13.  Work study.

14. Quality control.

15. Human relations.

16. Management information systems.

17.  Human resources management.

18. Purchasing and tendering.

21



VI.

TRAINING

19.

20.

21.

22.

Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and necessary safety precautions.

Relevant Occupational Safety and Headth Ordinance,
Factories and Industrial Undertakings Ordinance and
Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

Must complete the following or equivalent to:

1.

2-year on-the-job training as an assistant overseer/
supervisor with attendance at a suitable supervisory
COUrse;

Assistant overseer/supervisor should have completed a

craft apprenticeship in printing with at least 3-year
relevant post-apprenticeship experience.

22



JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

QUALITY CONTROLLER/QUALITY
ASSURANCE OFFICER

TECHNICIAN

Ensures that materials of the correct quality are used, controls
quality of printed work by measurement and statistical methods,
and supervises final inspection.

Ability to:

1.  Apply computersin quality control.

2. Understand the basic functions of printing equipment in
workshop.

3.  Identify different types of printing materials.

4.  ldentify different types and substances of papers.

5. Identify different types of printing images, type faces and
Sizes.

6. Use common and computerized printing quality control
instruments in inspection, measurement and testing of
incoming goods, materials and production outpui.

7. Maintain materials and product quality records including:

(i) Materias purchase contracts;

(i)  Outwork contracts,

(i)  Quality assurance/inspection reports;
(iv) Qudity manual;

(v) Standardslibrary;

(vi) Test report.
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10.

11.

12.

13.

14.

15.

16.

17.

Carry out sampling inspection of incoming goods and
materials, semi-processed products at all production
stages, and finished products according to company’ s
sampling scheme to ensure compliance with customers
specifications.

Carry out routine surveillance visits to suppliers and
outwork contractors to ensure that they maintain the
required quality standards.

Perform tests on paper and board for machine direction,
grammage, thickness, opacity, dimensiona stability,
absorbency, smoothness, pick resistance, rub resistance,
folding strength, burst strength, and pH value.

Perform tests on ink for viscosity, tack and colour.
Perform tests on film and plate for dot size and shape.

Measure defects to determine the acceptability of
materials, semi-processed products and finished
products.

Investigate into the causes of defects and suggest
preventive and remedial measures.

Establish and review quality control procedures
concerned with handling, inspection, safe keeping,
protection, preservation, packaging, spoilage treatment,
and transportation of incoming goods and production
outpuLt.

Establish and review company’ s quality control system,
sampling scheme and quality standards.

Maintain safe and good working conditions and
harmonious labour relations.

V. TRADE THEORY : Knowledge of:

1.

2.

Genera printing knowledge.

Computer applications.

Internationally recognised quality management systems
such as 1SO 9000, SO 14000, Quality Circle, Tota
Quality Management.

Sampling and statistical methods.
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5.  Different printing processes and sequence of operationsin
printing production.

6. Different types and properties of printing materials and
their applications.

7. Different common paper sizes and substances such as the
British, American and International  Standard
Organization paper sizes.

8. Different types of printing images, type faces and sizes.

9.  Coalour theory.

10. Various printing quality control instruments.

11. Varioustesters of paper, ink, film and plate.

12.  Management information systems.

13. Human resources management.

14. Purchasing and tendering.

15. Company rules and regulations.

16. Management in environmental protection and waste
disposal.

17. Industrial hazards and necessary safety precautions.

18. Relevant Occupationa Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and
Apprenticeship Ordinance, as well as environmenta
legislations and intellectual property laws.

VI.  TRAINING : Must complete the following or equivalent to:
1. Routel

(i) Completion of Secondary 5with Grade E or abovein
5 subjectsincluding English (Syllabus B) in HKCEE
followed by 3-year organized technician
apprenticeship; and

(i)  Trainees are required to attend a relevant
certificate course in printing at the Hong Kong Institute of
Vocationa Education on part-time mode during
apprenticeship training.
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Route 2

(i) Successful completion of 1-year full-time technician
foundation certificate course at the Printing Industry
Training Centre followed by 2-year organized
technician apprenticeship; and

(if) Trainees are required to attend a relevant certificate
course in printing a the Hong Kong Ingtitute of
Vocational Education on part-time mode during
apprenticeship training.

Route 3

Successful completion of a relevant 2-year full-time
diploma course in printing and computer imaging at the
Hong Kong Institute of Vocationa Education followed by
1-year organized on-the-job training.

Route 4
Successful completion of craft apprenticeship in printing
trade with further evening studiesthrough a pre-technician

course followed by a relevant technician course in
printing and on-the-job experience.
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JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

: ELECTRONIC PREPRESS SYSTEM

CRAFTSMAN

: CRAFTSMAN

. Inputs and processes data, edits text, manipulates black and

white or colour images on desktop publishing computers;
operates computer output devices such as laser printer or
Imagesetter or platesetter, etc.

1

10.

11.

. Ability to:

Operate and maintain electronic prepress system
including desktop publishing computer hardware and
peripherals, desktop scanner, ink-jet or laser printer,
digital proofer, imagesetter, film processor and/or
platesetter, and other electronic output devices.

Understand the basic functions of electronic prepress
equipment.

Identify different type fonts.
Apply electronic prepress software skilfully.

Use British, American, and Chinese type measurement
systems.

| dentify different common paper sizes and substances.
Mark proofs with standard proof-reader’ s marks.
Understand the uses and safety precautions of various
electronic prepress output materials and processing

chemicals.

Interpret the company’ s bookwork imposition schemes
and working instructions,

Prepare setting layouts.

Input data, process and edit text, display and jobbing
work.
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V.

TRADE THEORY

12.

Classify colour originals for reproduction.

13.  Specify and scae reduction and enlargement of
originals.

14.  Identify gradations of tones.

15.  Caculate and measure density range of originals.

16. Determine screen lines, dot shapes and screen anglesfor
halftone work.

17.  Manipulate colour imagesfrom RGB modeto CMYK(+)
mode by using various colour management software.

18.  Edit line, halftone, line and halftone combined, tinted,
duotone and process colour images on computer
terminals.

19.  Preflight incoming digita files.

20. Correctly use various light-sensitive materials and
processing chemicals.

21. Determine highlight, shadow, under colour removal,
grey colour removal and unsharp masking data.

22. Page assembling through the application of computer
software.

23.  Produce colour proofs.

24.  Process output by means of electronic output devices.

25.  Archive and organize digital files for future uses.

26. Maintan safe and good working conditions and
harmonious labour relations.

: Knowledge of:

1 Operational procedures of electronic prepress system
including desktop publishing computer hardware and
peripherals, desktop scanner, ink-jet or laser printer,
digital proofer, imagesetter, film processor, and/or
platesetter, etc.

2. The basic functions of electronic prepress and printing

equipment.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Various Chinese characters computer input methods.

The methods of safe-keeping, use and applications of
computer hardware and software.

Different type fonts, colour management and desktop
publishing software.

Different common paper sizes and substances such asthe
British, American and International  Standard
Organization paper sizes.

Casting off and copy fitting.

Work dummy preparation and imposition scheme.

British, American and Chinese type measurement
systems.

Standard proof reader’ s marks.

Properties and materials safety information (data sheets)
of various light-sensitive materials and processing
chemicals.

Optical density measurement.

Tone gradations.

Preflight incoming digital files.

Screen lines, dot shapes, screen angles and stochastic
screen.

Colour theory, colour reproduction and multi-colour
printing principles.

Colour originals classification.

Under colour removal, grey colour removal and unsharp
masking principles.

Reduction and enlargement calculations.
Digital file conversion.
Copy preparation and layouts setting.

Company rules and regulations.
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VI.

TRAINING

23.

24,

25.

Management in environmental protection and waste
disposal.

Industrial hazards and necessary safety precautions.
Relevant Occupational Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and

Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

Type:

Route 1

2-year organized craft apprenticeship with attendance at
a relevant part-time craft course after completing a
1-year full-time basic craft certificate course.

Route 2

3-year organized craft apprenticeship with attendance at
arelevant part-time craft course.

Entry Requirements:

Completion of Secondary 3.
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JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

OFFSET LITHOGRAPHIC PLATEMAKER

CRAFTSMAN

Assembles film and produces offset plates for machine

printing and/or operates computerised mask cutting system.

Ability to:

1. Operate and maintain graphic reproduction and

platemaking equipment.

2. Usefilm assembling hand tools and graphic reproduction

instruments safely and correctly.

3. Undestand the basic functions of the graphic

reproduction facilities.

4. Correctly use various graphic reproduction and film

assembling sundries.

5. Correctly use various light-sensitive materials and
pre-sensitized offset plates and their processing

chemicals.

6. ldentify different common paper sizes and substances.

7.  Measure plate clamp and gripper margins of the offset

printing machines.

8. Interpret the company’ s bookwork imposition schemes

and working instructions.
9.  ldentify gradations of tones.

10. Calculate and measure light density.

11. Prepare layouts for bookwork and loose form with the

provision of plate clamp and gripper allowance.

12. Assemble negative or positive filmsfor plate production
with the assistance of register punches to achieve

accurate registration.
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V.

TRADE THEORY

13. Strip and assemble films.

14. Apply reference and register marks into the flats.

15. Prepare burn out masks.

16. Examine and correct negatives and positives prior to
printing down to metal.

17. Test and determine the exposure time using step-wedge
control.

18. Punch plates using plate punch.

19. Produce line and halftone combinations, and four-colour
halftone plates using pre-sensitised plates.

20. Process step and repeat work on printing down frame.

21. Check for image quality using step-wedge, colour bar
and other quality control devices.

22. Produce colour proofs.

23. Rectify platemaking faults.

24. Maintain safe and good working conditions and
harmonious labour relations.

Knowledge of:

1. Operationa procedures of graphic reproduction and
platemaking equipment.

2. The basic functions of the graphic reproduction
facilities.

3.  Different common paper sizes and substances such asthe
British, American and Internationa  Standard
Organization paper sizes.

4.  Computer applications in graphic reproduction process.

5. Light and colour theory, colour reproduction and
multi-colour printing principles.

6. Properties of various light-sensitive materials and

processing chemicals.
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VI.

TRAINING

10.

11.

12.

13.

14.

15.

16.

Work dummy preparation and imposition scheme.
Light density measurement.

Tone gradations.

Screen lines, dot shapes and screen angles.

Film assembly.

Plate defects rectification methods.

Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and necessary safety precautions.
Relevant Occupational Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and

Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

Type:

Route 1

2-year organized craft apprenticeship with attendance at
a relevant part-time craft course after completing a
1-year full-time basic craft certificate course.

Route 2

3-year organized craft apprenticeship with attendance at
arelevant part-time craft course.

Entry Requirements:

Completion of Secondary 3.
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JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

: DIGITAL PRINTING SYSTEM CRAFTSMAN

: CRAFTSMAN

: Inputs and processes data, edits text, manipulates black and

white or colour images on desktop publishing computers; setsup
and operates digital printing system.

1

10.

11.

12.

. Ability to:

Operate and maintain on-line electronic prepress and
printing system including desktop publishing computer
hardware and peripherals, desktop scanner, digital
printing devise, etc.

Understand the basic functions of electronic prepress
equipment and digital printing system.

Identify different type fonts.
Apply electronic prepress software skilfully.

Use British, American, and Chinese type measurement
systems.

Identify different common paper sizes and substances.
Mark proofs with standard proof-reader’ s marks.

Understand the uses and safety precautions of various
electronic prepress output materials.

Interpret the company’ s bookwork imposition schemes
and working instructions.

Input data, process and edit text, display and jobbing
work.

Manipulate colour images from RGB mode to CMYK(+)
mode by using various colour management software.

Edit line, halftone, line and halftone combined, tinted,
duotone and process colour images on computer terminals.
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V.

TRADE THEORY

13.

14.

15.

16.

17.

18.

1

10.

11.

12.

13.

Preflight incoming digital files.

Page assembling through the application of computer
software.

Process output by means of digital printing devices.
Archive and organize digital files for future uses.
[dentify different printing faults and remedies.

Maintain safe and good working conditions and
harmonious labour relations.

: Knowledge of:

Operational procedures of electronic prepress and
printing system including desktop publishing computer
hardware and peripherals, desktop scanner and digital
printing devise, etc.

The basic functions of electronic prepress and printing
equipment.

Various Chinese characters computer input methods.

The methods of safe-keeping, use and applications of
computer hardware and software.

Different type fonts, colour management and desktop
publishing software.

Different common paper sizes and substances such as the
British, American and International Standard Organization
paper sizes.

Work dummy preparation and imposition scheme.

British, American and Chinese type measurement systems.
Standard proof reader’ s marks.

Preflight incoming digital files.

Colour theory.

Reduction and enlargement calculations.

Digital file conversion.
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VI.

TRAINING

14.

15.

16.

17.

18.

Copy preparation and layouts setting.
Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and necessary safety precautions.
Relevant Occupational Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and

Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

Type:

Route 1

2-year organized craft apprenticeship with attendance at a
relevant part-time craft course after completing a 1-year
full-time basic craft certificate course.

Route 2

3-year organized craft apprenticeship with attendance at a
relevant part-time craft course.

Entry Requirements:

Completion of Secondary 3.
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JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

LABEL PRINTING MACHINE OPERATOR
(RELIEF PROCESS)

CRAFTSMAN

Sets up and operates web-fed/sheet-fed relief process label
printing machines.

Ability to:

1. Opeae and maintain relief process label printing
machines.

2. Usehand composing, imposing and relief process |abel
machine printing tools safely and correctly.

3. Understand the basic functions of the relief process
label printing machines.

4.  ldentify properties of different printing substrates.

5. Interpret and draw up the company’ s imposition/
folding schemes and working instructions.

6. Mount and impose relief plates on machine.

7. Mix inks and match colours.

8. Use qudlity control and register devices, optica
measuring instruments and ruling-up table.

9. Identify different printing faults and remedies.

10. Set die cutting, creasing, numbering, embossing, hot
blocking and perforating formes.

11. Carry out machine meke-ready including:

(i) Postioning up;

(i) Setting unwinder, rewinder and sheeter
mechanism;
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V.

TRADE THEORY

12.

13.

14.

15.

16.

(ii1)  Inking up machine;

(iv) Adjusting register;

(v) Loading substrate;

(vi) Setting drying and laminating mechanisms,

(vii) Setting waste matrix rewinder;

(viii) Preparing overlays, interlays or underlays,

(ix) Adjusting impression pressure;

(x)  Checking quality of prints and rectifying defects.
Perform die cutting, creasing, numbering, embossing,
hot blocking, and perforating operations on relief
process label printing machines.

Run different types of polymer films and metal foils,
and self-adhesive papers on relief process label
printing machines.

Print line, solid, halftone, screen-tint, close register,
multi-colour, process colour and ductone jobs on relief
process label printing machines.

Wash-up machine.

Maintain safe and good working conditions and
harmonious labour relations.

Knowledge of:

1.  Operationa procedures of relief process label printing
machines.

2.  The basic functions of relief process label printing
machines.

3. Different common paper sizes and substances such as
the British, American and International Standard
Organization paper sizes.

4. Properties of polymer films and meta foils,

self-adhesive papers, paper and ink.
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VI.

TRAINING

10.

11.

12.

13.

14.

15.

Genera make-ready procedures on relief process |abel
printing machines.

Colour theory and multi-colour principle.
Ink mixing and colour matching.

Imposition schemes.

Different printing faults and their remedies.
Different types of relief printing plates.

Computer applicationsin control of relief process|abel
printing machines operations.

Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and necessary safety precautions.
Relevant Occupational Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and

Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.

Type:

Route 1

2-year organized craft apprenticeship with attendance
at a relevant part-time craft course after completing a
1-year full-time basic craft certificate course.

Route 2

3-year organized craft apprenticeship with attendance
at arelevant part-time craft course.

Entry Requirements:

Completion of Secondary 3.
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JOB TITLE

JOB LEVEL

JOB DESCRIPTION

TRADE XILLS

PRINTING AND POSTPRESS PROCESSING
CRAFTSMAN

CRAFTSMAN

Sets up and operates sheet or web-fed offset printing
machines, and various fundamental print finishing equipment
and carries out basic hand binding operations.

Ability to:

1. Operate and maintain platemakers and offset printing
machines.

2. Use platemaking and offset machine printing tools and
accessories safely and correctly.

3. Understand the basic functions of platemaking
equipment and offset printing machines.

4.  |dentify different paper sizes and substances.

5. Interpret and draw up the company’ simposition/ folding
schemes and working instructions.

6.  Mix inksand match colours.

7.  Use quality control and register devices, optical
measuring instruments and ruling-up table.

8. Handle papers including fanning, knocking, counting,
and stacking piles of sheets.

9. Identify different printing faults and remedies.

10. Understand the use and application of pre-sensitised
offset plates and processing chemicals.

11. Punch unexposed plates using plate punch.

12. Test and determine the exposure time using step-wedge
control.

13. Produce line and halftone combinations, and 4-process

colour half-tone plates using pre-sensitised plates.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

Check for image quality of processed pre-sensitised
plates using step-wedge control, colour bar and other
quality control devices.

Rectify platemaking faults.

Carry out machine make-ready including:

(i)  Setting feeders, grippers, dampening unit, inking
unit, and sheet transfer mechanism;

(i) Mounting plate and packing sheet on plate
cylinder with the aid of register punches;

(iif)  Mounting rubber blanket and packing sheet on
blanket cylinder;

(iv) Adjusting front lays, side lays and register;

(v) Loading paper on feeder;

(vi) Adjusting lateral and circumferential control;

(vii) Setting anti-setoff sprays;

(viii) Running test sheets;

(ix) Ruling-up sheets, checking for quality of prints
under standard illumination, and rectifying
defects.

Print line, solid, halftone, screentint, close register,

multi-colour, process colour and duotone jobs on offset

printing machines.

Perform numbering and perforating operations on offset
printing machines.

Cary out pefecting and smultaneous multi-colour
printing on multi-colour and convertible offset presses.

Run different types of paper and board on offset printing
machines.

Wash-up machine.
Gumtup plates for future reprints.

Operate and maintain print finishing machines.
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V.

TRADE THEORY

24. Use hand and power operated print finishing machine
tools.

25. Understand the basic functions of the print finishing
machines.

26. Correctly use various bookbinding materials.

27. Handle and mount metal blocks for hot blocking.

28. Perform basic hand binding skills including gluing,
padding, laminating, lining, mounting, smple
box-making, folding, insetting and wrappering.

29. Perform packing and warehousing of finished products.

30. Maintain safe and good working conditions and
harmonious labour relations.

Knowledge of:

1.  Operational procedures of platemakers and offset
printing machines.

2. Thebasicfunctionsof platemaking equipment and offset
printing machines.

3. Light and colour theory and multi-colour printing
principles.

4, Different common paper sizes and substances such as
the British, American and International Standard
Organization paper sizes.

5. Computer applicationsin print control systems.

6. Work dummy preparation and impostion/folding
scheme.

7.  Optical density measurement.

8. Ink mixing and colour matching.

0. Properties of paper, fountain solution, rubber blanket

and ink.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

General make-ready procedures on offset printing
machines.

Paper handling techniques including fanning, knocking,
counting, and stacking piles of sheets.

Use and application of pre-sensitised offset plates and
processing chemicals.

Different printing faults and their remedies.
Techniques of work and back (sheetwork), work and
turn (half-sheet work), work and twist, and work and
tumble printing.

Platemaking defects rectification methods.

Operational procedures of print finishing machines.

The basic functions of print finishing machines.

Properties of various bookbinding materials and hot
stamping blocks.

General make-ready procedures on print finishing
machines.

Different bookbinding faults and their remedies.
Quality control of finished products.

Knowledge of International Cooperation for Integration
of Prepress, Press and Postpress (CIP3).

Company rules and regulations.

Management in environmental protection and waste
disposal.

Industrial hazards and necessary safety precautions.
Relevant Occupationa Safety and Health Ordinance,
Factories and Industrial Undertakings Ordinance and

Apprenticeship Ordinance, as well as environmental
legislations and intellectual property laws.
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VI.

TRAINING

Type:

Route 1

2-year organized craft apprenticeship with attendance at
a relevant part-time craft course after completing a
1-year full-time basic craft certificate course.

Route 2

3-year organized craft apprenticeship with attendance at
arelevant part-time craft course.

Entry Requirements:

Completion of Secondary 3.



10.
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11.

12.

13.

10.

11.

12.

13.

14.
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VI.
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10.

11.

12.

13.
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14.

15.

16.

17.

10.

11.

12.

13.

14.

15.

16.

SO®@000 SA4000
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VI.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31.

32.

33.
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10.

11.
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12.

13.

10.

11.

12.

13.

14.
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VI.

15.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.
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27.

28.

10.

11.

12.

13.

14.

15.

16.
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VI.

17.

18.

19.

20.

21.

22.
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10.

11.

12.
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13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

(1
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)

60



61



VI.

26.
2 7.
2 8.

29.

(i)

(i)
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10.

11.

12.

13.
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14,

15.

16.

17.

18.

19.
(1)
(i)
(iii)
(iv)
(V)
(vi)
(vii)
(viii)

20.

21.

64



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.
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VI.

(i)

(i)

(i)

(if)
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10.

11.

12.

13.
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14.

15.

16.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.
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VI.

20.

21.

22.
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11
V.
1.
2.
3.
4.
5,
6.
7.
(i)
(ii)
(iii)
(vi)
(vii)
(viii)
8.
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10.

11.

12.

13.

14.

15.

16.

17.

3 1 SO 900904000
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VI.

10.

11.

12.

13.

14.

15.

16.

17.

18.

(i)

(i)

(i)

(if)
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10.

11.

12.
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10.

11.

12.

13.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

10.
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VI.

11.

12.

13.

14.

15.

16.
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10.

11. RGB
CMY K )

12.
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13.

14.

15.

16.

17.

18.

10.

11.

12.

13.

14.

15.
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VI.

16.

17.

18.
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10.

11,
(i)
(i)
(iii)
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12.

13.

14.

15.

16.

(iv)
(V)
(vi)
(vii)
(viii)
(ix)
(x)
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VI.

10.

11.

12.

13.

14.

15.
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10.

11.

12.

13.

14.
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15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

(i)

(if)

(iii)
(iv)
(V)
(vi)
(vii)
(viii)
(ix)
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28.

29.

30.

10.

11.

12.

13.

14.

15.

16.

17.
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VI.

18.

19.

20.

21.

22.

23.

24,

25.

26.
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