Mail Clerk/Carrier I – II

Mail Clerk/Carrier I




Mail Clerk/Carrier II 

	Performance: 

· Sort, prepare (for dispatch) and deliver/pick up mail along specified routes using written reference material and consulting with the route supervisors and other staff members, as needed.

· Provide basic USPS retail sales and services at the customer service window relying on written reference material and consulting with the window supervisor and other staff members, as needed.

· Assist the bulk mail supervisor in the preparation of bulk mailings according to MSU and USPS regulations.


	Performance: 
· Sort, prepare (for dispatch) and deliver/pick up mail along specified routes without heavy reliance on written reference material and other staff. 

· Provide advanced customer service support at the customer service window without relying heavily on written reference material and other staff.

· Independently prepare bulk mailings and provide back-up coverage for the bulk mail supervisor. 
· Provide back-up support in two or more functional areas within the department (e.g., delivery routes, service window, bulk mail, weighing up mail, departmental metering, UPS package preparation and/or Postage Due processing).  


	Distinguishing Characteristics/Responsibilities: 

a. Sort mail by name and/or department into appropriate campus department box or individual post office box using reference materials and relying on help from other staff.

b. Prepare mail for dispatch.  Load and unload mail trucks (includes sacks, tubs, bags and parcels).  

c. Deliver mail to, and pick up outgoing mail from, campus departments utilizing Mail Service delivery vehicles and foot routes, referring to notes as needed, and securing appropriate signatures when necessary.     

d. With help from the window supervisor and other staff, as well as reliance on reference materials, assistant walk-in customers by weighing and metering mail, selling stamps, answering basic USPS and University mail service questions, collecting money and making change.

e. Assist in the processing of bulk mail, including making/printing labels; converting files; importing and exporting lists; maintaining lists; and performing both manual and automated presorts.

	Distinguishing Characteristics/Responsibilities:

a. Sort mail by name/department without relying on written reports and/or assistance from others.  Utilize memory recall to facilitate quicker sorting and to identify delivery exceptions.  

b. Prepare mail for delivery by bundling according to established routes and recognizing exceptions to delivery locations, making necessary adjustments.

c. Utilize knowledge of USPS regulations and services, provide a full range of postal services and guidance at the customer service window without heavy reliance on other staff and reference materials.  Advanced services include, but are not limited to:  assisting customers with packaging regulations related to domestic and international mail; providing guidance on insured, certified, and return receipt options; responding to questions and concerns regarding hazardous materials or suspect packages.  Knows what questions to ask the customer in order to provide the best options to meet their needs.

d. Independently assist customers with their bulk mail questions, process bulk mail work orders with minimal supervision, process a variety of mailings using the BCC User’s Guide Notebook as a reference, design new lists and layouts, install and configure new software updates, and provide back-up coverage for the Bulk Mail supervisor in her/his absence.  Exhibit skill in the operation of all bulk mail and general office equipment, performing minor equipment maintenance and adjustments as needed.    



	Knowledge/Skills/Abilities:

· Two years experience in a related or customer service/delivery route position.  

· Demonstrated ability to follow instructions and procedures.
· Ability to perform high-volume detail-oriented work with a high degree of accuracy.

· Ability to memorize and recall names and addresses. 

· Valid Montana driver’s license and an acceptable driving record.  
· Experience providing exceptional customer service.

· Ability to perform basic math and make change.
· Ability to operate mailing and general office equipment (e.g., folder, inserter, postage meter, scales, printers and/or calculators).

· Ability to operate printers and personal computers, utilizing a variety of software (e.g., Excel, Word, WordPerfect, comma delimited files, etc).   

· Ability to stand for long periods of time and lift up to 70 pounds.


	Knowledge/Skills/Abilities:

In addition to the KSA’s required of a Mail Clerk/Carrier I, a Mail Clerk/Carrier II will also possess:

· Experience working in a USPS or University Post Office.

· Knowledge of USPS and University rules, regulations and procedures.

· Ability to perform tasks independently without relying heavily on assistance from supervisors, co-workers or manuals. 

· Ability to recognize/recall delivery locations from memory and knowledge of the campus layout.  

· Exceptional customer service and organizational skills.

· Ability to provide back-up coverage in the absence of the supervisor.  

· Ability to independently provide full services in two or more functional areas within the University Mail Services Department.




