STATE OF NEBRASKA
CLASS CODE:
V03120

CLASS SPECIFICATION
SALARY GRADE:
8

EST: 11/97 - REV: 00/00
OVERTIME STATUS:
N
GAME AND PARKS MERCHANDISING AND MAIL SPECIALIST

DESCRIPTION:  Under limited supervision, supervises and coordinates activities engaged in incoming and outgoing shipments of merchandise and mail; reports to the Game and Parks Division Administrator; 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.)

Plans, organizes, and supervises the work of subordinates in the overall operation of the mail and shipping   room to ensure attainment of work goals and consistent application of administrative and technical policies, procedures, and standards.

Completes retail transactions for the sale of merchandise.

Computes and records postal and shipping expenses to provide a record of activities and costs, and complies with state and federal mailing laws, rules, and regulations.

Mails and ships both single and bulk items by mail or other carriers as determined by least cost.

Sorts and routes mail with in the agency.

Maintains records on shipping notices, bills of lading, invoices, orders, and other records to determine cost and priorities.

Maintains stock merchandise levels and inventories of printed materials and reorders to authorized levels.

Selects carrier and class from regular bulk, automated bar coded bulk, presort, automated presort, first class, standardized third class, second class, and bound printed matter.

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

Knowledge of:  operation and routine maintenance of electronic office machinery inherent to merchandising and mail room operations; the principles and practices of supervision and training; the organizational structure, procedures, and overall programs of agency merchandising and mail services.

Ability to:  develop and update procedures for completing retail transactions and the shipment of merchandise.

GAME AND PARKS MERCHANDISING AND MAIL SPECIALIST  (continued)

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

Knowledge of:  rules, policies, and procedures pertinent to shipping and mailing; operation of an incoming and outgoing mailroom; operation of electronic mail handling equipment; domestic mail merchandising.

Ability to:  supervise the activities of subordinate staff; communicate orally and in writing with agency staff, and other agencies and governmental staff; read, understand, and apply office regulations, and procedures and instructions; calculate solutions to arithmetic problems involving addition, subtraction, multiplication, division and percentages.

Skill in:  creating, maintaining, and updating extensive computerized mailing lists.

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.)

Experience in mailroom and/or shipping operations with responsibility for the supervision and collection, sorting and routing of incoming and outgoing mail, merchandise, and parcels, and operating equipment inherent to mail room or shipping operations.

