Job Description

Logistics Manager


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Description:

• Maintain mailing schedule and reports progress daily to Production.

• Oversee scheduling of Post Office personnel based on workload.

• Oversee scheduling of all outbound mail vehicles.

• Advises on Postal issues.

• Trains employees on postal regulations, paperwork preparation and scheduling.

• Oversee loading of mail trucks.

• Maintain detailed knowledge of pertinent postal regulations and changes.

• Act as liaison between St Ives and the post office.

• Verify mail weight and quantities.

• Advise material handlers on staging locations for mailing.

• Prepares daily mailing list and forward to the weigher.

• Oversee layout OK’s, tape previewing and sample make up.

• Maintain a working relationship with all vendors and suppliers.

• Maintain mailing equipment inventory.

• Administer performance appraisals and write ups.

• Review employee time cards for accuracy on a daily basis..

Qualifications:


• Some college courses in business or related field.

• Experience in postal issues and mailing requirements.

• At least five years of supervisory experience.

	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



