

Campus Mailroom Supervisor
Reports to: Vice President for Student Life
Classification: Part-time Non Exempt
Description:
The Mailroom Supervisor is responsible for the collection, distribution, and dissemination of all mail from the United State Postal Service (USPS), United Parcel Service (UPS), Federal Express Ground & Express (Fedex), and other carriers as applicable.
Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Excellent organizational skills.
· The ability to work well under pressure and able to meet deadlines.
· Strong attention to detail.
· Strong computer skills including Microsoft Excel and Microsoft Word.
· Initiative, self-direction and time management skills.
· A customer service-oriented attitude.
Responsibilities:
· Sort and case all incoming mail for students, faculty, and staff.   
· Meter all outgoing mail and track postage expenditures of metered mail.
· Maintain UPS and FEDEX accounts for official outgoing shipments.
· Stay current USPS rates, rate-changes, and regulations.
· Maintain and monitor use of USPS Trust Accounts at the local Post Office.
· Make required written reports to the Business Office.
· Coordinate repair and maintenance of mail metering systems.
· Requisition funds and supplies in a timely manner to maintain uninterrupted operations.
· Supervise and monitor the performance of assigned Work Study students.
· Other duties and responsibilities as needed.
Essential Job Functions: 
· Must be able to push, pull, and lift a minimum of 50 pounds.

· Must be able walk up and down stairs.

· Be able to stand and move about regularly.

· Be able to sit for long periods of time.

Education/Experience:  
· High school diploma required.
· Familiar with postal regulations
· Prior experience preferred.

