JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
______________________________________________________​__________________​________

POSITION:
Mail Technician
Organization Group:  Associate

DEPARTMENT:
Technical Services
Level:  A

EFFECTIVE:
January 31, 2014
FLSA Status:  Non-exempt
____________​_______________________________________​____________________

This Job Description identifies the major responsibilities of this job. 

▪▪ I.
POSITION PURPOSE
The purpose of the Mail Technician is to provide accurate and timely circulation of incoming and outgoing mail and to provide excellent customer service to both internal and external customers.
▪▪ II.
RELATIONSHIPS
The Mail Technician reports to the Director of Technical Services and Collection Development. This position works closely with other Mailroom staff and interacts with employees across the District.  The Mail Clerk maintains working relationships with mail couriers, shipping companies and vendors associated with materials movement.  The position provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.

▪▪ III.
PRIMARY DUTIES AND RESPONSIBILITIES
Quickly and accurately sorts daily incoming mail and distributes to staff in a friendly manner throughout the library.

Dependably collects out-going mail from all departments; sort’s mail for internal delivery, courier pick-up, and out-going mail daily.

Builds and maintains good working relationships with outside vendors, couriers and shipping companies.

Uses ILS system to process materials.

Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.

Participates in regularly scheduled department meetings.  Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all information that is pertinent to PCCLD.

Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll and personnel employee access systems.

▪▪(IV.
  OTHER DUTIES AND RESPONSIBILITIES

May serve on library committees as a department representative.

Performs other duties as needed.

  ▪▪ IV.
QUALIFICATIONS
Education and Experience:  High School diploma, GED or equivalent is required. Demonstrated ability to perform alphabetical, numerical, and subject filing is preferred.

Skills and Abilities:    
Requires computer skills for use of email, internet, electronic timekeeping, on-line work order system, and employee access database.
Accurate alphabetical, numerical and subject filing skills, with the ability to organize and pay attention to detail. 

Ability to maintain confidentiality.

Good communication skills with the ability to listen and resolve issues.  Understands and explains library policies and procedures. 
Ability to work effectively as a contributing team member.
Ability to multi-task and follow tasks through to completion.

Requires ability and willingness to function and participate in departmental group/team situations and environment. 
Ability to function under flexible and changing conditions.  
Physical Requirements:

The job is physically demanding requiring the ability to do repetitive work including hours of standing, bending, squatting, reaching, lifting, pushing and pulling.  Must be able to lift objects weighing up to 50 pounds and push - pull a fully loaded book cart weighing up to 200 pounds.

Other Requirements:  Must successfully complete and pass a criminal background check.

Equal Opportunity Employer.
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