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Description automatically generated with medium confidence]New Birth Missionary Baptist Church is a vibrant and rapidly growing ministry located in Lithonia, Georgia. Dedicated to spreading the message of Jesus Christ, New Birth focuses on transforming lives through worship, fellowship, and community outreach. The church serves a diverse congregation committed to spiritual growth, social justice, and community service.

Under the dynamic leadership of Senior Pastor Dr. Jamal H. Bryant, New Birth emphasizes innovative worship experiences that blend contemporary and traditional elements, creating an atmosphere that is both spiritually uplifting and culturally relevant. Dr. Bryant’s visionary leadership and passionate preaching have invigorated the congregation, fostering a community that is engaged, supportive, and mission focused.

With a rich history and a forward-looking vision, New Birth Missionary Baptist Church stands as a beacon of hope and a catalyst for positive change in the greater Atlanta area and around the world.  The church’s dedication to fostering a loving, inclusive, and supportive community empowers individuals to live out their faith in meaningful and transformative ways.

Position Summary

The Print Shop Manager is responsible for overseeing the daily operations of the print shop and ensuring high-quality, timely, and cost-effective production of printed materials that support the church’s ministries, departments, events, and administrative needs.

This position manages print requests from initial submission through final production, coordinates workflow and priorities, maintains equipment and supplies, and provides excellent service to ministry leaders, staff, and other internal and external customers.

[bookmark: Essential_Duties_and_Responsibilities]Essential Duties and Responsibilities
· Manage the daily operation, workflow, and production schedule of the print shop.
· Receive, review, prioritize, and process print requests from ministries, departments, leadership, and administrative teams and external customers.
· Produce church programs, ministry materials, event materials, flyers, brochures, booklets, invitations, funeral and memorial materials, signage, banners, business cards, envelopes, and other printed materials as requested.
· Coordinate high-priority and time-sensitive projects for worship services, conferences, special events, funerals, meetings, and ministry activities.
· Operate digital printers, production copiers, paper cutters, folders, bindery equipment, laminators, and other print-finishing equipment.
· Review files before production to ensure proper sizing, resolution, margins, bleeds, color settings, and overall print readiness.
· Maintain consistent quality standards for color, alignment, finishing, cutting, folding, binding, and overall presentation.
· Communicate with requestors regarding project specifications, deadlines, quantities, changes, and completion status.
· Establish realistic production timelines and manage expectations when multiple projects compete for priority.
· Coordinate with the Communications/Creative team when artwork, branding, or design approval is required.
· Maintain appropriate inventory levels for paper, envelopes, toner, ink, binding materials, and other production supplies.
· Order supplies and maintain relationships with print vendors, equipment providers, and service technicians.
· Coordinate outsourced printing when projects exceed internal production capabilities or when outside production is more cost-effective.
· Perform basic troubleshooting and coordinate preventive maintenance and repairs for print equipment.
· Maintain records of print jobs, quantities, supply usage, costs, and departmental or ministry chargebacks when applicable.
· Monitor production costs and identify opportunities to reduce waste and improve efficiency.
· Train and supervise print shop employees, volunteers, or temporary staff as assigned.
· Maintain a clean, organized, professional, and safe print-production environment.
· Protect confidential or sensitive materials handled by the print shop.

[bookmark: Qualifications]Qualifications
· Previous experience in commercial printing, digital print production, reprographics, or a related production environment.
· Previous supervisory, management, or team-lead experience preferred.
· Working knowledge of digital printing and print-finishing processes.
· Ability to operate and troubleshoot production printing and finishing equipment.
· Strong organizational and time-management skills.
· Ability to prioritize multiple projects while consistently meeting deadlines.
· Strong attention to detail and commitment to quality.
· Excellent customer-service and communication skills.
· Ability to work effectively with staff members, volunteers, vendors, and leadership.
· Working knowledge of Adobe Creative Cloud, particularly Adobe Acrobat, Illustrator, and/or Photoshop, is preferred.
· Experience with digital printing & copying, wide format printing, wide format laminator and cutter, commercial cutter, and binding machines, a plus.
· Basic computer and file-management skills.

[bookmark: Physical_Requirements]Physical Requirements
The position requires the ability to stand for extended periods, operate production equipment, bend and reach, and regularly move paper, supplies, finished materials, and other print-related items. The employee must be able to safely perform the physical responsibilities associated with print-production operations.

Compensation/Status:

· Full or part-time – 
· $17 – 20 per hour

Submit Resume to:  Jobs@newbirth.org - Calls will not be accepted.
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