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Postal Services Specialist


Job Description

FLSA: Non-exempt
Effective January 1, 2011

Grade:  17   
Summary of Duties 
Providing full-service postal operation for the University campus.  
Primary Duties

Provide full window service for purchasing stamps, mailing packages, renting post office boxes, and helping users with address issues.  Also, includes campus mail pickup, campus mail delivery, and mail delivery to the city post office.  Works with US Postal Services to fulfill obligations of University contract.

	Requirements and Job Specifications


	Minimum Education Required

High school education or equivalent.
Minimum Experience Required
Three years of experience working with public.  Experience working with computer database and word processing programs.  Postal experience preferred.
Skills Required
Must have good memory for detail and possess math skills, organizational skills, ability analyze problems, plan, and make decisions.

	Minimum Specialized Training Required
Must have valid driver's license; microcomputer and office machines
Minimum Typing Speed Required
N/A
Physical Ability Required
Exposure to inclement weather, heavy lifting, on feet most of time.
Working Conditions and Work Hours
Normal working hours.  
Supervision of others – Job title of those supervised
Student employees and two to three full-time staff.


	Requirements & responsibilities unique in individual work unit(s)

	
	


The information on this document is intended to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified.
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