Job Description

MAILROOM CLERK

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for sorting all incoming and interoffice mail for distribution and dispatching outgoing mail.  Responsible for organizing and aiding Employees in effectively utilizing the Mailroom by performing the following duties.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Responsible for insuring that interoffice mail is delivered and Postal mail is picked up at the Post Office.

· Stamps outgoing mail for postal pickup and for afternoon drop off at the post office.

· Sort mail by destination and type such as returned letters, adjustments, bills, orders, and payments.

· Re-addresses undeliverable mail bearing incomplete or incorrect addresses.

· Examines outgoing mail for appearance and seals envelopes by hand or machine.

· Folds letter or circulars and inserts in envelopes.

· Distributes and collects mail.

· Weighs mail to determine that postage is correct. 

· Keep records of registered mail.

· Responsible for keeping the copy and facsimile machines running. 

· Responsible for sorting and distributing facsimiles received.

· Orders supplies for the mailroom as needed. 

· Responsible for maintaining a consistent, regular attendance record.

QUALIFICATION REQUIREMENTS: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


EDUCATION and/or EXPERIENCE:

High School diploma or GED preferred; or up to one month related experience or training; or equivalent combination of education and experience.
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LANGUAGE SKILLS:


Ability to read and comprehend simple instructions, short correspondence, and memos.  
Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization. 


MATHEMATICAL SKILLS:

Ability to add and subtract two digit numbers and to multiply and divide with 10’s and 100’s.  Ability to perform these operations using units of American money and weight measurement, volume, and distance. 


REASONING ABILITY:

Ability to apply commonsense understanding to carry out simple one-or two-step instructions.  Ability to deal with standardized situations with only occasional or no variables.


PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an Employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the Employee is regularly required to talk or hear.  The Employee frequently is required to stand; walk; sit; use hands to finger; handle, or feel objects, tools, or controls; and reach with hands and arms. 

The Employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT:

The work environment characteristics described here are representative of those an Employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


The noise level in the work environment is usually moderate to loud.
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