SANTACLARACOUNTOFFICBFEDUCATION

CLASSITLE:POSTABERVICESSSISTANT

BASIGUNCTION:

Underthe supervisionof the Supervisor WarehousingServicesreceives sorts,batches processesand
distributesincomingand outgoing mail; performs duties while following postal regulationsand federal
standardsmaintainsavarietyof records,includingrecordsrelatedto mailfrom both U.S.andinter office
processesuchascertified, expressand specialdeliverymail.

REPRESENTATMETIES:

Thefollowingdutiesare examplesof assignmentperformedbyincumbentsin this classification.It isnot
atotally comprehensivdist of duties,nor isit restrictiveregardingob assignments.

ESSENTIAWUTIES:

Performsdutiesin receiving,sorting, batching,processingand distributingincomingand outgoing mail;
performsdutieswhile following postalregulationsandfederalstandards.

Processemailandpackagesiunsitemsthroughthe postagemachine determinesclasstype andrelated
cost;recommendscosteffectivemethodsfor processingnail.

Maintainsvariousrecords,includingthoserelatingto mail from both U.S.andinter office processesuch
ascertified, expressand specialdeliverymail.

Sortsincomingmail from varioussourcedgo the appropriateslots,binsand sacksjoadsthe mail cartand
deliversmailto assigneduildings distributesanddeliversmail and packagego the internaldepartment
inboxesandretrievesoutgoingmail.

Performscustomerserviceduties and respondsto questionson different servicesadviseson ratesand
regulations helpswith packagingsignsfor incomingparcelsand obtainssignaturesvhenrequired.

Assistswith turning in depositsand handlingcash.

Orderssuppliesas neededincludingmailing supplies,envelopes priority
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