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   FLSA STATUS: 

   Non-Exempt 

CLASSIFICATION SUMMARY:  Responsible for collecting, sorting, scanning, and delivering 

mail and packages to various locations throughout the college campus and/or the post office.  
Incumbents are responsible for weighing and affixing appropriate postage; receiving and 
tracking shipments; scheduling equipment maintenance; and ordering supplies as needed. 
Responsible for running reports and billing information; providing input on ordering and 
purchasing of equipment and supplies 

 

TYPICAL CLASSIFICATION ESSENTIAL DUTIES: (These duties are a representative sample; 

position assignments may vary.) 
 

 Illustrative only – not inclusive of every task assigned to a position. 

1. Oversees the daily activities of the campus postal operations including 
shipping and receiving functions 

  

 2. Picks up, sorts, and distributes mail and packages to various locations. 

  
3. Creates and maintains records to assist in tracking inventory, account funds, 

package delivery, and storage of supplies and equipment. 
  

 4. Receives, unloads, checks-in and organizes shipments from warehouse 
locations; operates various equipment to assist with tasks. 

  
5. Weighs and affixes postage and shipping labels for outgoing mail and parcels. 
  

6. Performs basic office duties such as ordering supplies, operating hand-held 
devices, and providing customer service. 

  
7. Prepares and reviews reports regarding monthly postage accounting, 

inventory, and postage accounts. 
  

8. Performs routine maintenance of equipment and schedules equipment repair 
as needed. 

  
9. Performs other duties as assigned. 
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Training and Experience (positions in this class typically require): 

High School Diploma or G.E.D. and two years of mail handling or related experience; or an 
equivalent combination of education and experience sufficient to successfully perform the 
essential duties of the job such as those listed above. 
 

Licensing Requirements (positions in this class typically require): 

Licensing Requirements (legally required):  

 Valid Driver's License. 
 

Knowledge (position requirements at entry): 

Knowledge of: 

 Customer Service principles; 

 Postal rules and regulations; 

 Shipping and Receiving procedures; 

 Computer operation and routine software applications. 
 

Skills (position requirements at entry): 

Skill in: 

 Applying postal rules and regulations; 

 Using a variety of equipment assist in sorting, distributing, or processing mail; 

 Operating a computer and related software; 

 Applying customer service principles; 

 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the 
general public, etc. sufficient to exchange or convey information and to receive work 
direction. 

 

Physical Requirements:   

Positions in this class typically require: stooping, crouching, reaching, standing, walking, pushing, 
pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions. 
 
Medium Work: Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force 
frequently, and/or up to 10 pounds of force constantly to move objects. 
 
Incumbents may be subjected to fumes, odors, dusts, gases, extreme temperatures, work space 
restrictions, and intense noises. 

 

 

NOTE:   

The above job classification is intended to represent only the key areas of responsibilities; specific 
position assignments will vary depending on the business needs of the department. 
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Classification History:  

Created 8/8/07  
 

 
 
 
 

_____________________________________ ______________________________  
Signature of Employee    Date  
 
 
_____________________________________ ______________________________  
Signature of Supervisor    Date 
 


