
JOB DESCRIPTION

POSITION TITLE

Post Office Clerk




REPORTS TO:

Director of Auxiliary Operations
PRIMARY FUNCTION: 
Handle all incoming mail/outgoing mail and assist post office customers for the St. Olaf campus.

AREAS OF RESPONSIBILITY:


1. 
Assist customers by weighing letters and packages, selling stamps and postage, certifying and insuring mail, and answering questions.  Assist with campus mail placement and packaging specifications.

2. 
Sort/stuff/distribute express, certified, registered, insured, first class and on-campus mail/packages for approximately 4,000 people.  Assist individual departments stuffing po’s.

3. 
Arrange for Federal Express and UPS pickups and sign for all UPS, RPS, Air Born, Speedy, Airport and Federal Express deliveries.  Handle all UPS incoming and outgoing by checking, weighing, sorting, billing, recording on paper and computer.  Provide business office with all monthly department charges.

4.
 Keep required records (logs and signatures of receipt) for incoming and outgoing certified, registered, insured, UPS and express deliveries.   

5. Maintain the post office and mailboxes.  Bring morning mail up from library dock and outgoing afternoon mail to the food service dock.

6. Open and close post office window and machines.  Conduct end of day inventory, counting checks and money, making deposits, and keeping track of daily accounts in the books.

SUPERVISORY RESPONSIBILITIES: 
Assist in the supervision and scheduling of student workers.  Verify time sheets and turn in monthly.

CONTACTS:
Students, faculty, staff, and parents.

EDUCATION: 
Essential:
High School Diploma or GED.


Desirable:
N/A

EXPERIENCE:
Essential:
None.


Desirable:
Previous experience with postal regulations and/or shipping companies.

KNOWLEDGE, SKILLS, ABILITIES:


· Good public relations and oral communication skills.

· Basic math skills and the ability to make correct change.

· Basic computer skills.

· Must be able to work effectively despite constant interruptions and performing multiple tasks at any given time.  

· Must be able to work with a diverse range of constituents (students, faculty, staff and general public).

PHYSICAL DEMANDS:


· Ability to lift/move up to 50 pounds on a regular basis (up to 100 pounds occasionally).  

· Ability to stand for long periods of time, to stoop, to reach, to bend at waist.

WORKING ENVIRONMENT:
Exposure to packages containing hazardous materials.

WORK SCHEDULE:
FTE: Variable




Term:Variable




Shift:Variable 


APPROVAL:                                                
Steve Abbott
DATE:




July 2009
