Job Description

Fulfillment Mail Clerk I


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Primary Job Function:

While working under the close direction of the Warehouse/Fulfillment Shift Supervisor or the person in charge, the Fulfillment Mail Clerk I works on fulfilling orders and performing tasks related to becoming a trained Mail Clerk. The person in this position assists with performing the operational functions of the Warehouse/Fulfillment Department, meeting both quality and quantity requirements.

Job Duties:


An employee placed on this job will spend approximately 70% of her/his time engaged in the following activities:

1. Identifying and locating the items required on each shipment order, referring to the Location Report as needed.

   
2. Selecting books and moving them to the processing/packing area.

   
3. Selecting packaging materials.

   
4. Packaging books, labeling cartons, and stamping or labeling the method of shipment on the cartons.

   
5. Preparing shipping documents.

   
6. Placing completed orders on the conveyor.

   
7. Scanning and/or recording inventory information for use in the inventory control system. 

The balance of the assigned employee's normal work time will be spent performing a variety of tasks including:

   
1. Utilizing the electric dolly for .5 hour to 1.5 hours daily.

   
2. Assisting with East Dock receiving responsibilities.

   
3. Assisting with stockhandling.

   
4. Acquiring a thorough understanding of the current Postage Machine System.

   
5. Providing assistance on In-process mailers.

   
6. Assisting with general clean-up, maintenance and organization as directed.

   
7. Communicating, cooperating and functioning productively as a Warehouse/Fulfillment team member.

8. "Going Where the Work Is" and working on job assignments in other departments as instructed.

General Job Prerequisites:


This position requires familiarity with a keyboard, the ability to read, write, perform mathematical computations, the use of designated measuring devices, and the ability to record collected data. A high school diploma or its equivalent evidencing the ability to perform the duties and tasks set forth above is required. The Fulfillment Mail Clerk I must also possess the physical dexterity to perform the duties described above, and must be able to withstand the heat and humidity of the Warehouse during summer months. Additionally, the Fulfillment Mail Clerk I must be licensed to handle and drive specific material handling equipment before becoming a Fulfillment Mail Clerk II. Further, it should be understood that all jobs at The company have been described and evaluated through a formal system of job evaluation. As such, this is a beginning position in the Warehouse/Fulfillment Department, where there are other jobs more difficult and requiring greater skills, additional education, and/or on the job experience. The company's system recognizes one's ability to perform the basic job duties. This, along with additional training, could lead to a more difficult and higher evaluated job. However, a person's demonstrated ability to perform on the job is key to any potential advancement.
	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



