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1. In a brief paragraph, summarize the scope, role and purpose of your position.
The mission of the Mail Services Department is to provide the University community with reliable, customer-focused, cost-effective mail service and to efficiently integrate with the U.S. Postal Service.  The Department is within the Administration and Finance (A&F) Division and provides service to the entire campus as well as to the Bozeman community through operation of a Federal contract station (Post Office).  The Director is responsible for providing leadership in three distinct, yet interrelated, areas: 1) central mail processing, 
2) bulk mail operations, and 3) the University Post Office (which has a larger clientele and more  mail volume than most rural post offices in the State).
2. Itemize and describe the major responsibilities of your position.
The Director provides guidance to the Department through the strategic planning process and is responsible for managing the fiscal, human and physical resources of the Department, including budget planning and analysis, authorizing budget expenditures, overseeing the monthly billing process, serving as the Department(s hiring authority, and mentoring classified staff.  S/he is responsible for campus education and communication, ensuring compliance with all University, State and Federal regulations, and fulfilling the contractual obligations of a Federally-funded contract station (Post Office).
3. Describe how the decisions made by your position, and the results of work performed, impact the projects, programs and services of the department, division and University.
The Director makes decisions with regard to staffing, staff management, budgeting, mail distribution, pick-up and delivery schedules, equipment utilization, establishment of policies and procedures, interpretation of rules and regulations and the cost of bulk mail services.  These decisions impact office morale and efficiency, influence customer satisfaction, determine cost savings to departments, contribute to the Division(s reputation for providing quality support service to the University, and influence the public(s perception of the University through interactions at the Post Office customer service window. 
Decisions affect every facet of the University (including recruitment, retention, outreach, fund-raising and grant-seeking efforts; alumni and public relations; and business operations) and directly impact every administrator, faculty member, professional and classified employee on campus.  Decisions also impact the public, who are the ultimate recipients of University mail and/or use the University Post Office.  

Inadequate handling of mail could significantly disrupt University operations and delay the processing and delivery of time-sensitive materials.  Ineffective decisions related to the management of the self-supporting bulk mail operation could lead to its closure and the need to arrange more costly alternate processing of University payroll and bulk mailings.  Improper interpretation and enforcement of rules and regulations could jeopardize continuation of the University(s Post Office, which would have a profound effect on community and University customers, especially international students who rely heavily on the international mailing expertise of the University(s Post Office staff.

4. Describe the extent to which your position is responsible for the development and implementation of policies, and the establishment of goals for the project, program, department, division and University.
The Director participates in the strategic planning process for the Division overall and is responsible for developing, prioritizing, monitoring and evaluating the strategic plan for the Mail Services Department.  S/he has the authority to develop University policies and procedures within the scope of her/his authority and is responsible for developing departmental policies and procedures to promote efficiency and ensure compliance with State and Federal regulations, including enforcement of aviation security measures and Hazmat training to ensure mail integrity and employee/customer safety. 

5. Specify the direct reports, total employees, operating budget, capital assets and major equipment directly controlled by your position.
Staff:  The Director has four direct reports, including a program assistant and thee supervisors, and manages a total of 12 employees (including 10 classified staff members and two student laborers).  The Department is staffed from 6 a.m. to 5 p.m. Monday through Friday and every Saturday morning (to fulfill the contractual obligations of the Federal Post Office box section).  Holiday coverage is arranged, as deemed appropriate, based on anticipated mail volume.  Cross-training within the Department(s three areas of operation is essential in order to maximize University resources and operate at a minimal staffing level.   

Budget:  The Director is responsible for four budgeted accounts, representing over $1 million annually in revenues, appropriations and expenditure activity.    

1) Central Mail Services (State-budgeted account)
2) Bulk Mail Services (Designated, self-supporting account)
3) Post Office (Designated, Federally-funded account)

4)  Postage (Designated, Clearing account)

The Director is also responsible for funding and managing the Department(s Equipment Replacement Fund used for the purchase of replacement vehicles and mail processing equipment. 
Capital Assets/Major Equipment:   The Director is responsible for purchasing and maintaining two delivery vehicles and equipment used for bulk mail processing (e.g., folding, inserting, tying and labeling machines).  In addition, s/he negotiates lease agreements to provide metering equipment for central mail processing, bulk mail processing and mail processed through the Federal contract station (Post Office).  

6. Describe the type of contacts regularly encountered in performing duties of your job.  Explain the typical purpose of these contacts; e.g., to provide services, to resolve problems, to negotiate an agreement.
The Director serves as the ultimate authority within the Department to interpret policy and resolve problems encountered by University administrators, faculty, staff and students on matters related to central mail processing, bulk mail operations and the University Post Office.  S/he is charged with educating the campus community on U.S.P.S. services and rates, cost-saving initiatives and departmental policies and procedures for processing University mail.  In addition, the Director negotiates rates and terms for lease agreements with vendors who provide mail processing and metering equipment for the Department.    

As University Postmaster, the Director serves as the University(s liaison with the Federal Post Office and is responsible for: 1) negotiating the University(s contract to operate a Post Office, 2) resolving problems related to mail pickup and delivery schedules and services, 
3) serving as the intermediary to communicate U.S.P.S. rate, policy and procedural changes, and 4) insuring staff are adequately trained with regard U.S.P.S. rules and regulations and Hazmat and Aviation security requirements.  The Director/Postmaster also meets with University customers and the public to resolve problems encountered when using the U.S. Postal Service, including initiating mail traces and seeking refunds for services not performed.  

In order to be effective in a position that is more influenced by Federal postal regulations than State policies and procedures, it is imperative for the Director to be an active participant in peer organizations (e.g., the National Association of Colleges & University Mail Services and the Association of Rocky Mountain College and University Mail Services) in order to stay abreast of changes in the field, to model best practices of operations similar in size and scope and to share information and expertise.   

7. Describe the extent of your position’s authority to speak or act for the project, program, department, division and University.
The Director has the authority to develop strategic priorities, establish fiscal budgets, determine costs for services, authorize expenditures and make hiring decisions.  S/he is the University(s authority with regard to Federal U.S.P.S. rules and regulations and is authorized to speak for, and act on behalf of, the Department on all matters related to mail processing. 
8. Describe the type and level of supervision received.
General supervision is provided by the MSU Treasurer through bi-weekly meetings.  The Director is expected to function autonomously on a day-to-day basis, keeping the Treasurer informed and bringing issues, as well as recommended solutions, to his/her attention, as appropriate.  The Treasurer relies on the Director to negotiate and meet all obligations pertaining to the Federal contract station (Post Office) and to implement changes in U.S.P.S. policies, rate structures and practices in a timely manner.
9. Describe the knowledge, skills and abilities, including any specific work experience, that are essential to successful performance in this position.  Include any necessary license, certification and/or degree.
Required Knowledge, Skills, Abilities and Experience:
· Strong management, leadership and interpersonal communication skills.

· Strong analytical and problem-solving skills.

· Excellent oral and written communication skills.

· Effective budget management skills.

· Ability to manage a self-supporting operation.

· Ability to work with a high degree of independence and innovation.

· Ability to recruit, train and motivate employees who are required to work in a highly

regulated and complex environment where compensation is relatively low and expectations for accurate and efficient processing, and physical demands, are high. 

· Ability to promote and foster team cooperation.

· Ability to make presentations and facilitate meetings and planning sessions.

· Ability to interpret, implement and enforce a wide variety of University, State, and

Federal postal rules, regulations, policies and procedures.

Preferred Knowledge, Skills, Abilities and Experience:
· Postal operations experience.

Preferred Education:

· Master(s degree in business, public administration or related field.
10. Describe any significant aspects of your position that are not covered by the items above.
The Director of Mail Services is a member of the Administration and Finance Leadership Council (AFLC) and is expected to participate in Division initiatives and may be asked to serve on special task forces and committees.  The Director may also be asked to serve as a Division representative, and/or assume a leadership role, on University committees (e.g., Interim Chair of the University Personnel Board).
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