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STATE MAIL/SUPPLY SERVICES MANAGER
DESCRIPTION:  Under administrative direction, plans, organizes, directs and controls the operations of the central mail/material, shipping/receiving, and supply services functions for state government, and supervises the assigned staff of these units.  Prepares and oversees operational and postage budgets, and mail expenditures and billing activities.  Develops and administers service contracts and operational policies and procedures statewide.  Responds to inquiries and complaints regarding services rendered and material shipped and received; 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.)

Assesses mailing/material, shipping/receiving and supply service needs for all state agencies.  Determines most cost effective means of meeting these needs.  Coordinates the purchase or lease of equipment with vendors including the selection of equipment.
Develops and conducts training on the processes and delivery of mail/material, shipping/receiving, and office supply services, as well as changes in policies, procedures, postage rates, and federal and commercial courier practices.  Prepares and distributes bi-monthly newsletters to state agencies.
Establishes and manages the statewide postage by phone accounts function including evaluation of equipment and location, calculation of individual account budgets, and monitoring of account balances to ensure proper usage and availability of postage funds.
Confers and develops options and recommendations with agency officials and business representatives about the operational or equipment needs of, improvements to, and plans for the central functions managed.

Monitors state agency supply purchases from contracts to ensure authorized spending of state funds.

Oversees, prepares, and/or authorizes billings, invoices, reports, contracts, and records concerning budgetary status, cost savings, mailing and other operational expenses, commercial vendor services and products, and status of functions managed.

Prepares biennial budget and annual budget status for the central mail and supply bureau operations.  Monitors the budgets for both operations.

Answers inquiries from state agency management, vendor representatives, employees, other government officials, and the public on central mail/material, shipping/receiving, and supply services policies and processes, and related state and federal statutes and regulations.

Plans, organizes, and coordinates operations and activities of the central mail/material, shipping/receiving, and supply services functions to ensure customer service needs are met and attain operational goals.

Conducts initial and cross training of staff in all operational policies, procedures, and equipment to ensure their consistent application and staff availability for all work units.

CENTRAL MAIL/SUPPLY SERVICES MANAGER (continued)

Evaluates applications and interviews applicants and recommends new hires.  Monitors work load and requests hiring of temporary or work detail employees, as needed.

Monitors and evaluates job performance and prepares annual performance reports of assigned staff to justify personnel actions such as counseling or disciplinary actions.

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 policies and practices governing central mail/material, shipping/receiving, and supply services operations; state fiscal and personnel rules and practices; the types and capabilities of mail/material, shipping/receiving, and supply handling equipment and machinery..  

Ability to:  make revenue and expenditure forecasts; plan and prepare budgets; plan and direct the functions and activities of central/interagency service operations.

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

Knowledge of:  the various mail and package classes and levels of services used by the United States Postal Service and other commercial carriers; the general practices for mail processing and material freighting; billing and other recordkeeping systems; general management principles and office administration practices.

Ability to:  communicate orally and in writing with others to exchange information and promote adoption of a specific course of action; supervise and train assigned staff; schedule workloads and establish courier routing schedules; apply established standards and available information to make appropriate decisions.

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 education, training and/or experience that will enable an applicant to possess the require knowledge, skills, and abilities.  A general qualification guideline is post high school coursework in business or office management or related field of study and experience in a mail/material services and/or shipping/receiving operations with responsibility for coordinating the work of others.

