Mail Clerk/Carrier II – Mail Clerk/Carrier Supv

Mail Clerk/Carrier II




Mail Clerk/Carrier Supv 

	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).  

	Performance: 

In addition to the duties performed at the Mail Clerk/Carrier II, the Mail Clerk/Carrier Supervisor will also:

· Serve as direct line or lead supervisor in one of three work units within the campus post office.

· Provide operational planning recommendations to the Postmaster to ensure compliance with University and Federal USPS regulations as well as efficient and cost-effective processing and services.

· Establish operational procedures within assigned work unit.

· Respond to concerns/complaints from customers and may serve as the liaison with the Federal Post Office.

· May produce reports for management decision making.

· May perform accounting oversight and/or reconciliation tasks.



	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.    


	Distinguishing Characteristics/Responsibilities:

a. Hire, train and supervise employees in Route/Delivery, Service Window/Departmental Mail Processing or Bulk Mail Services.

b. Establish work schedules and priorities; participate in performance development cycle; conduct, or provide input on, final performance review; review leave requests. 

c. Provide accounting oversight at the customer service window to ensure reconciliation of postage meter and stamp sales.  

d. Monitor day-to-day priorities and make necessary adjustments to established procedures in order to respond to changing needs and circumstances.

e. Ensure compliance with University and Federal USPS rules and regulations by continually evaluating operational procedures.

f. Make recommendations for change to the Postmaster to ensure compliance with regulations and to maintain efficient and effective processes in order to achieve departmental goals.



	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.


	Knowledge/Skills/Abilities:

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

· Managerial and supervisory skills in order to develop and maintain effective operational policies and procedures, direct the day-to-day operation of a work unit, resolve conflict situations, and ensure operational compliance with a wide variety of University and USPS regulations and requirements.

· Ability to monitor changes in federal regulations and provide recommendations on procedural adjustments to ensure compliance.

· Broad knowledge of USPS and University postal regulations, rules, procedures and services, and have the ability to recognize unusual circumstances and recommend a course of action that is not governed by standard procedures. 


