STATE OF NEBRASKA
CLASS CODE:
S03332


CLASS SPECIFICATION
SALARY GRADE:
334


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


MAIL/MATERIAL WORKER

DESCRIPTION:  Under general supervision, at a partial service processing point for a predominate amount of time, receives, distributes, stores, and dispatches mail, material and/or merchandise.  Operates various types and degrees of equipment and vehicles to handle mail, material, and/or merchandise; 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.)

Opens and sorts incoming mail (e.g., interagency, posted), material and/or merchandise and distributes to the appropriate unit, office, or recipient.

Attaches or affixes date/time, destination/storage and other information to mail (e.g., interagency, posted), material and/or merchandise to provide record of receipt and assure proper handling and delivery.

Inspects and compares items received to shipping/purchase documents or other records (e.g., invoices, manifests) to verify the appropriate type, quantity and quality of items has been received and to ensure the proper distribution of these items.  May return unsatisfactory items to the shipper or vendor.

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

Operates and maintains a variety of office equipment and machinery (e.g., automatic stampers, photocopiers, calculators, mail opening equipment, pallet jacks, dollies and carts).  Operates and checks maintenance of vans or automobiles as needed.

Enters the number, kind and time of items received and dispatched into a record keeping system.  Records senders’ and recipients’ addresses and other information into manual and automated databases.

Delivers and picks up mail (e.g., interagency, posted), material and/or merchandise to/from collection points (e.g., state agency offices, other public agencies, postal/commercial carriers and other businesses) to ensure timely collection and delivery of such items.

Records information required by postal regulations and/or agency policies to keep track of quantity of items distributed and collected and of special conditions (e.g., insured, certified, registered, express, damaged) that occurred.

Orders and receives material and merchandise to assure adequate inventory is available.  Stores and issues supplies and equipment to assure items are properly stored and distributed.

May open and inspect inmate mail, other than privileged, confidential, or personal mail, for illegal contraband or other unauthorized items and report this material to the proper authorities; may remove all cash and cash equivalents from legal offender mail; may record receipt and disposal of money received and contraband detected, within established regulations and policies.

MAIL/MATERIAL WORKER (continued)

May fill out, on a daily basis, vehicle, mileage and time logs and other work forms to keep track of vehicle usage and maintenance schedules.

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, procedures and manuals regarding distribution or retention of mail, material, and merchandise; United States Postal Service/commercial carrier regulations and policies.  

Ability to:  operate postage equipment/material handling machinery; apply postal/commercial carrier charts to specific processing situations; understand, apply and explain agency procedures and practices; detect contraband; instruct other workers in assigned duties.

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 mathematics to calculate arithmetical solutions; basic mailing and material shipping and receiving practices.

Ability to:  understand and apply verbal and written instructions and office/vendor operational manuals; communicate verbally and in writing with customers, vendors and other employees to exchange information; keep accurate, complete and legible work logs and records; operate various office equipment and vehicles; type/key-in data/codes and file/sort items being processed; adhere to time schedules and deadlines; arrange items or information in numerical or alphabetical order; follow established item distribution practices and routes; move or lift heavy mail/material bags and packages.

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.

SPECIAL NOTE

Specific positions in this class may require an employee to possess a valid Nebraska driver’s license or provide a substitute licensed driver.

