STATE OF NEBRASKA
CLASS CODE:
S03331


CLASS SPECIFICATION
SALARY GRADE:
332


EST: 11/00  - REV: 00/00
OVERTIME STATUS:
N


MAIL/MATERIAL COURIER

DESCRIPTION:  Under general supervision, for a predominate amount of time, picks up, stores or sorts and drops off mail/messages and other material.  May operate routine office equipment to handle and/or keep secure mail and other items; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Picks up incoming mail, material and/or merchandise from established collection points or recipients and sorts and/or stores the items into designated categories or locations.

Sorts and bundles/packages items prior to distributing/dispatching to various state agency locations, other public agencies, postal/commercial carriers or other businesses.

Carries and drops off mail, material and/or merchandise to postal/commercial carriers or other intended recipients separated by postal/delivery status and by destination or recipient.  May obtain signed receipts from the recipients for special delivery items.

Operates routine office equipment and machinery (e.g., automatic stampers, dollies, photocopiers, and carts.

May fill out, on a daily basis, time logs and other work forms to keep track of quantity of items distributed and collected and of special conditions (e.g., insured, certified, registered, express, damaged or lost items) that occurred.

May plan routes for pick up and drop off of mail and other items to assure efficient use of time and equipment.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  state government policies, practices and manuals regarding distribution or retention of mail, material, and merchandise.  

Ability to:  operate office equipment and machinery; understand and apply agency procedures and practices; file and sort items being processed; arrange items and record data about these items in proper manner; follow established distribution practices and routes.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of:  spelling and basic arithmetic; basic office practices.

Ability to:  understand and apply verbal and written instructions; communicate verbally and in writing with customers and other employees to exchange information; keep accurate and complete work logs and records; learn to operate routine office equipment; adhere to time schedules and deadlines.

MAIL/MATERIAL COURIER (continued)
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that enables an applicant to possess the required knowledge, skills, and abilities.

