
JOB DESCRIPTION

POSITION TITLE



Mail Center Supervisor

REPORTS TO:


            Assistant Treasurer

PRIMARY FUNCTION:
Oversee a quality Mail Center operation, including the processing and distribution of incoming, outgoing and campus mail, as well as package/heavy parcel delivery.

AREAS OF RESPONSIBILITY:
1. Meter and prepare outgoing US Mail throughout the day, having it ready for pick-up by USPS employees at 2:30 p.m.

2. Coordinate delivery and pick-up of all campus and outgoing mail and Package/Heavy Parcel delivery.

3. Process and distribute daily business reply and postage due mail.  Sort and bundle presorted mailings as required and process official USPS website mailing statements as well as presorted mail accounting spreadsheets.

4. Close out electronic mail machine accounting system daily and at end of month.  Balance and close out deposit account spreadsheets monthly and provide reports of the charges to the Business Office.  Maintain communication with three area Postmasters and two Presorted Mail vendors regarding deposit account balances and presorted mail charges.

5. Hire, train, schedule and supervise part-time student workers during the school year and one full time summer worker.  Process monthly student worker timesheets.  Cross-train Post Office personnel and Print Center personnel to maintain the efficient operation of the Mail Center.

6. Maintain knowledge of current postal regulations to assist college faculty, staff and students with any mail-related questions that may arise.  

7. Provide technical advice and recommendations as equipment leases expire, or as new technologies become available to increase efficiencies of the Mail Center.  Request equipment service as necessary from Vendor Technical Support.  Maintain an adequate inventory of Mail Center supplies.

SUPERVISORY RESPONSIBILITIES: 
Hire, train, schedule and supervise student workers as Mail Assistants. 

CONTACTS:
Potentially all members of the college community – students, faculty and staff, including each department/office and each student organization.                                             USPS personnel, presorted mail vendor staff and representatives of firms providing mail metering machines and other hardware.

EDUCATION: 
Essential:
             High school diploma or equivalent.

EXPERIENCE:
Essential:
Prior employment in a mail center. 


Desirable:
Prior experience in operating a postage meter machine.


KNOWLEDGE, SKILLS, ABILITIES: 

Must be accurate and detail oriented, confidentiality a must, aptitude to work with numbers and basic accounting, management and computer skills, self-starter requiring minimal direct supervision.

PHYSICAL DEMANDS:
Must be able to lift 25-100 pounds.  Must be able to stand for long periods of time.

WORKING ENVIRONMENT:
Noise: Print Center equipment, Post Office operations and that generated by students using P.O. boxes.  Adverse weather (precipitation) and ground (ice and snow) conditions can make mail delivery and pick-up uncomfortable or dangerous. 

WORK SCHEDULE:
FTE: 1.0


Term: Full Year

                                                                        Shift: Campus Office Hours

APPROVAL:                                                 

DATE:






