Job Description 

Date                                             
Job Title Mailroom Technician  
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

2%
	     

	
Standing:
33%
	     

	
Walking:
65%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	     

	D.
	Fine Manipulation
	
	     

	E.
	Reaching
	
	Supplies on shelving

	F.
	Bend
	
	     

	G.
	Kneel
	
	Equipment cleaning/repair

	H.
	Squat
	
	     

	I.
	Climb
	
	Stairs

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	Incoming freight

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Process incoming/outgoing mail. Shipping and receiving.
Essential Functions of the Job:
Will pick up and drop off mail at the U.S. Post Office and other courrier (UPS, FedEx, etc.) locations. Will utilize equipment to sort and open mail. Deliver mail to internal customers utilizing a cart. Will take printed materials from the printer and stage on a table. Will place printed materials onto the scanner. Will monitor mail being processed by the mail proccessor (sorts and stuffs envelopes). Will make adjustments to the equipment to allow for additional inserts. Will stock the machine with envelopes and inserts. Will take stuffed envelopes and run through a postage machine. Will place mail on final sorter (automated) to separate by zip code. Will load mail totes into a passenger vehicle for delivery to the post office. 
Types of Machines, Tools, Special Equipment:

Automated mail inserter (scans, and stuffs envelopes), postage machine, automated sorter, carts, dollies, mail totes, personal computer. 
Vehicles or Moving Equipment Operated:

Passenger vehicle.
