
Job Code: 5673 Title: Shipping, Receiving and Mailroom Clerk II

Department: University Business Services Job Grade: 17

Job Family Administrative Support Job Sub-Family Administrative Operations

FLSA Classification: Non-Exempt Version: 1.0

Hiring Range Min: $25,590 Hiring Range Mid: $33,267

    

Screening Committee? No MVR Check? Yes

Budget Authority? No Campus Security
Authority? No

Created By: Erica Campos Morales Created Date: 2017/03/06

JOB DESCRIPTION

BASIC POSITION INFORMATION

JOB SUMMARY

The Shipping, Receiving and Mailroom Clerk II serves as a lead clerk in the daily mail room operations. Processes all incoming and outgoing mail and
packages and other materials, reconciles postal accounts, monitors dock and processes and maintains record of outgoing recycling materials.

DUTIES

• Processes mail/packages by receiving, sorting, delivering, tracking and returning
 • Reconciles university's express and USPS permit mail accounts and preparing the documentation to charge departments' cost centers and reconciles

monthly spoil postage for refund
 • Monitors incoming vendors and dock parking to ensure authorized parking and provides customer service. 

 • Prepares recycling materials by gathering, sorting, inspecting and arranging pick-ups

MARGINAL DUTIES

• Drives or operates University vehicles
 • Performs all duties as assigned

SUPERVISORY RESPONSIBILITIES

Direct Reports: Supervises part-time employees

Delegation of Work: Assigns work of part-time employees

Supervision Given: Trains and provides feedback on performance, and adjust work hours if applicable

QUALIFICATIONS

Required Education: High school diploma or GED

Required Experience: Minimum of three (3) years of job-related experience

License/Certification: Valid driver’s license

PREFERRED QUALIFICATIONS



Forklift and Electric Pallet Jack Certifications is an asset
 Knowledge of charging accounts and balancing outgoing express shipments

KNOWLEDGE, SKILLS, AND ABILITIES

Knowledge: • Knowledge of United States Postal Service Operations and understanding of mail products
 • Knowledge of trends, issues, and accepted practices relevant to the position

Skills: • Conflict resolutions skills
 • Candidates must have strong analytical and problem solving skills, as well as excellent interpersonal and communication

skills

Abilities: • Ability to solve problems
 • Ability to effectively communicate with a wide range of individuals and constituencies in a diverse community

WORK LOCATION AND PHYSICAL DEMANDS

Primary Work Location: Working conditions are normally interior area within a dock environment and office. Frequently working in dock area

Physical Demands: Ability to lift, carry and pull up to 50 pounds; ability to push up to 10 pounds; ability to climb, stoop and crouch, reach,
handle, speak, hear and see ; 10% of time spent sitting, 45% of time standing, 45% of time walking

 
This position is exposed to the weather elements such as cold/heat/noise/dust/wet/dry conditions. Minimal exposure to
hazards.

 
Position responsible for operating the following machines: delivery vehicles, postage metered machine, folding machine,
baler and electric pallet jacks

Position Specific Competencies

Title and Definition

 
Commitment to Excellence - UHD
* Demonstrates a commitment to competently perform his/her job duties and responsibilities within established time frames. *
Continuously strives to improve work performance. * Accepts responsibility for his/her commitments to the university. * Contributes to
the success of the university by consistently providing quality results in the performance of his/her job duties and responsibilities.

 
Communicates Effectively
* Communicates clearly, concisely, and with courtesy. * Carefully listens to customer or thoroughly reads correspondence, and uses
good judgment to respond appropriately. (Customers can be students, external constituents, employees, or university guests.) *
Communicates requests for further action or resources to appropriate individuals with tact.

 
Dependability
* Takes responsibility to accomplish job assignments within reasonable deadlines. * Willing to accept new projects and/or
commitments. * Does due diligence to complete projects within specified timeframes and/or fulfill commitments. * Arrives to work on
time prepared and ready to contribute.

 
Equipment Operation
* Demonstrates the essential skills required to use equipment and tools needed to perform job duties and responsibilities. * Follows
maintenance and operation procedures and safety rules to minimize equipment malfunctions and prevent personal injuries.

 
Flexibility
* Willingly adjusts to changing work assignments or conditions. * Open to changes in operational procedures, technology, and/or
organizational structure. * Views changes as opportunities for learning and professional development. * Displays a positive attitude to
encourage others. * Promptly responds to changes in work priorities and/or unexpected circumstances or situations.

 
Integrity
* Demonstrates high ethical standards of conduct in the performance of his/her job duties and responsibilities. * Accepts
responsibility for his/her actions. * Respects and complies with department and university policies, procedures, and work rules.

 
Proficiency



* Possesses required job skills and knowledge. * Demonstrates the ability to apply those skills and knowledge to competently
perform his/her job duties and assignments.

 
Respect and Cooperation
* Treats others with courtesy, respect, and dignity in the workplace. * Promotes cooperation through open and honest
communications and consideration of others ideas, thoughts, and opinions.


