SERVICES CLERK
DEFINITION

Under general supervision, to perform a variety of mailroom functions in the receipt, processing and delivery of mail and to perform related work as assigned.

EXAMPLES OF DUTIES

Deliver and collect mail from different City, County and State Offices; sort mail and run it through the computerized postage meter machine; sort and prepare mail for delivery to the Post Office and mail house (vendor); maintain a record of the previous day’s output in order to generate bill back charges to departments; assist in loading and unloading paper and other supplies; replace ink cartridges and labeling tape when necessary; sign for pick-up receipts from designated departments and delivery to the County Treasurer’s Office; take the daily totals of mail output and complete tally sheet for outside vendor to pick up; provide maintenance and general care of the van to keep it in proper running condition; and perform other duties as assigned.

EMPLOYMENT STANDARDS

Education and Experience:  Must be able to read and write and have one year of training and experience using computerized mailroom equipment.  Preference will be given to candidates with one year of experience and/or training related to supplies and inventory control.

Knowledge, Skills and Abilities:  Knowledge of mailroom procedures and practices; effective oral and written communication skills; ability to learn the layout of different offices in the City-County Building and location of annexes; ability to carryout oral and written directions; ability to do arithmetic computations; ability to sort and file alphabetically and numerically; ability to keep simple records and follow a prescribed routine; ability to learn the procedures and regulations governing the receipt, disbursal and sending of mail; ability to work independently with minimal supervision and the ability to interact well with others; and the ability to lift up to fifty (50) pounds unassisted and heavier loads with assistance.

Special Requirements:  Must have (or be eligible for) a valid Wisconsin Driver's License and have a good driving record.  Candidates who reach the final selection stage will be subject to a thorough driving record background check.
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