NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

MAIL CLERK

Scope of Work

This is clerical work involving the processing of outgoing and incoming mail and parcel post.

Performs varied tasks such as posting, sorting and distributing all campus mail, packages and freight.  Work includes monitoring outgoing certified, registered and insured mail, advising senders of postal rates, rules, regulations and campus mailing procedures and transporting mail to and from a federal post office.  General supervision is received from an administrative superior with work reviewed in the form of customer reports and results achieved.

Examples of Work

Operates postage meter, affixes postage and maintains departmental records of postage use and charges; sorts all campus mail by department; delivers mail, packages and freight to offices on campus.

Monitors outgoing certified, registered and insured mail; advises senders of postal rates, rules, regulations and campus mailing procedures; determines cost classifications for all outgoing mail not designated by sender.

Identifies appropriate processes for mail procedures; assists in all functional areas of mail processing.

May transport mail to and from the federal post office on a daily basis; provides window services to customers as needed.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of federal postal rules, regulations and requirements.

Knowledge of modern office practices and procedures.

Ability to sort and distribute mail by designated addresses.

Ability to maintain records.

Ability to communicate effectively both orally ad in writing with facility staff, faculty and the general public.

Skill in the operation of postal equipment, typewriter, calculator and other common office machines.

Preferred Training and Experience

Graduation from a senior high school or equivalent supplemented by prior experience processing and distributing mail.

Minimum Requirements

Graduation from a senior high school or equivalent any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements

May require possession of a valid drivers license.

Essential Duties

Each College will determine for their own use the essential duties assigned to this position.

The fore going is a general description of this position and may be changed from time to time by the System Administration.

