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JOB DESCRIPTION




DatE Revised: April 2018
	Job Title: Printing and Mailing Services Associate 
	Classification Level: 2

	Department:   Printing and Mailing Services

	Reports to:  Director, Printing and Mailing Services

	Directly Supervises: Work-Study Students
	FLSA Status:  Non-exempt, Part time , 12-months


PRIMARY PURPOSE OF THIS JOB:
The Printing and Mailing Services Associate will perform a variety of tasks to support the daily operations of print, mail, and courier services provided to the University community.  
ESSENTIAL FUNCTIONS: (other duties may be assigned)
1. Provide excellent customer service.  Use tact and diplomacy when dealing with customers (i.e. staff, faculty, students, outside vendors, etc.).  Interface with representatives from various constituencies including but not limited, to the U.S. Postal Service, Federal Express, United Parcel Services, and various other vendors.
2. Operate and Maintain Package Tracking System.
3. Sell postage stamps, postcards, and stamped envelopes.  Issue money orders.  Register, insure, weigh, and compute mailing costs of letters and parcels.  Sort mail according to inter-departmental destination and insert into designated slots.  Return undeliverable mail bearing incomplete or incorrect address and determine appropriate destination, type and priority.  Examine outgoing mail for appearance and seal envelope by hand or machine.  Operate postage meter machine.  Stamp outgoing mail by hand or with postage meter.  Distribute and collect mail.  Weigh and measure mail to determine postage is correct.  Record registered mail. Prepare daily reports of U.S. Postal business. 

4. Deliver mail and related items.  Record, sort and deliver courier service deliveries such as UPS, FED EX, etc.  Run errands as required.  Travel to delivery site on foot or by delivery vehicle.  Log items received and delivered as required.  Obtain signatures or receipts (electronic or hard copy) articles delivered as required. Handle university and print shop deliveries on established schedule and on an as needed basis.  Load vehicles, ensuring goods are loaded correctly. Plan routes for pick up and drop off of items to assure efficient use of time and equipment. 
5. Service vehicle driven including, but not limited to, cleaning, checking fluid levels and replenishing fuel.  Monitor maintenance schedule.
6. Supervise student workers. Carry out supervisor responsibilities in accordance with the organization's policies and applicable laws. Includes interviewing, hiring, and training employees; planning assigning and directing work; appraising performance rewarding and disciplining employees; addressing complaints and resolving problems.
7. Provide support to Printing Services.  Aid in all facets of the bindery operations, including but not limited to, cutting, folding, collating, booklet making, shrink wrapping, binding, drilling, and packing.  Provide assistance to production equipment operators.  
8. Maintain clean, orderly, and safe work area including cleaning of equipment and surroundings including Campus Post Office, Print Shop and Loading Dock.
9. Advise the Director of Print and Mail as to any issues and/or changes in procedures.
10. Other duties as assigned.

RELATED DUTIES:
· Provide computer support including but not limited to data entry and proofreading.
· Some diverse hours are required at peak times during year.
· Upholds and promotes the Mission and Philosophy of the University and the Sisters of Mercy.

· Preserves honesty and integrity in the professional affairs of the University; adheres to high standards of ethical practices and conduct.

REQUIREMENTS: (Equivalent combinations of education, licenses, certifications and/or experience may be considered)
Education

· High school diploma or GED.  

Experience

· Experience working as a courier and/or in a post office or print shop preferred.
· Experience using related computer programs would be helpful.
Licenses/Certifications

· Current and valid PA driver’s license.
Work-Related Knowledge

· Knowledge of federal postal procedures would be helpful.
KNOWLEDGE, SKILLS, AND ABILITIES typically required to perform the essential functions of this position.
Problem-Solving/Decision-Making Skills
· Identify problems, inform others, and provide information to assist with solving the problem.
Verbal Communication Skills

· Use verbal skills to communicate with co-workers or customers.
Written Communication Skills

· Complete and maintain documentation/records, to effectively convey ideas and information both in written and oral form.  
Math Skills
· Addition, subtraction, multiplication, division, percentages, ratios.  

Computer Skills: Required to successfully complete essential functions of the job.
· Internet and email

· Spreadsheet Software

· Word processing Software

Tools & Equipment (Other than general office equipment):
· General Office Equipment 
· Postal meter machines preferred
· Bindery machines preferred
CONTACTS typically incurred while performing the essential functions of this position.
· Coworkers within the same department

· Coworkers in other departments

· Mid-management level employees

· Executive management level employees

· Customers of the organization

· Members of the general public

· Vendors/suppliers/service providers

MENTAL DEMANDS typically required to perform the essential functions of this position.
· High Level of Record Keeping – Enter, transcribe, record, store or maintain information in written or electronic/magnetic form.  

· High Pressure for Results – Complete job duties in a timely and efficient manner under demanding working conditions.  Appropriate use of emotions; level-headed under pressure.

· Independent Judgment and Discretion - Accountable for comparing and evaluating possible course of conduct and acting/making a decision (without immediate director or supervision) after various solutions have been considered.  More than use of skill in applying well-established techniques, procedures or specific standards described in manuals or other sources.

· Organize and Prioritize – Organize information, processes and/or prioritize work to meet demands/deadlines.
· Manage Multiple Projects/Tasks – Work on multiple projects/tasks concurrently, in order to meet varied deadlines.  May work for multiple bosses.

· Respond to Angry/Upset Individuals – Appropriate respond to unpleasant, angry or anxious individuals as part of the job requirements.
· Read, Comprehend and Follow Instructions/Work  Orders – Listen to and understand information and ideas presented through spoken or written form.
· Relate to Others – Regular day-to-day contact with internal/external customers.

PHYSICAL DEMANDS typically required to perform the essential functions of this position.
	CONSTANTLY
(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY
(up to 25% time on job)

	· Ability to use both hands
· Ability to walk

· Ability to carry up to 35 lbs.
· Ability to lift up to 35 lbs.
· Ability to communicate orally

· Ability to hear conversation

	· Ability to stand
· Ability to sit
· Ability to reach at high or low level
· Ability to operate truck/motor vehicle
· Specific visual requirements

· Use of depth perception

· Use of color vision

· Ability to communicate orally

· Ability to hear conversation
	· Ability to stoop
· Ability to kneel
· Ability to crawl
· Ability to lift up to 50 lbs.
· Ability to carry up to 50 lbs.



WORKING CONDITIONS under which the essential functions of this position are typically performed.
	CONSTANTLY
(more than 75% time on job)
	FREQUENTLY

(25 – 75% time on job)
	OCCASIONALLY
(up to 25% time on job)

	
	· Work inside and outside

· Work in cold below 55°
· Work with machinery with moving parts
	· 


PERSONAL PROTECTIVE EQUIPMENT typically required to perform the essential functions of this position.
· This position typically does not require the use of Personal Protective Equipment.  

To perform this job successfully, an individual must be able to perform each essential function satisfactorily, with or without reasonable accommodation.  The list of requirements, duties, and responsibilities is not exhaustive but is representative of the current job.  The knowledge, skills and/or abilities listed are typically required to perform this job successfully.  Reasonable accommodations may be made to enable otherwise qualified individuals with disabilities to satisfactorily perform the essential functions.  Management reserves the right to revise the job description and to require that other tasks be performed when the circumstances of the job change (for example: emergencies, changes in personnel, workload, or technical development). 
I have read the above position description and understand the requirements set forth therein.  I acknowledge that I can perform the essential functions of this position with or without reasonable accommodation.

Employee’s Signature:






Date:


Supervisor’s Signature:






Date:


Human Resources Review 

Signature:






Date:
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