Job Description

Mailing Jogger


	Company Name
	

	Employee Name
	     

	Reports to: 
	Mailing Supervisor

	Hire Date
	     

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

	Status
	


Job Summary:

The Mailing Crew Leader is able to run the mailing department in the absence of the supervisor

Lean Expectation (Each employment year):


A. Level One:

• Feed and tie pieces from mailing machine.  Requires lifting 10-15 lb. bundles and some bending and reaching.

• Move skids as required in and out of area with hand jack.  Keep skids elevated/lowered to appropriate ergonomic work level.

B. Level Two:

• Zip sort, label bags and bag product for mailing more than 50% of the time per Covalent.  The bags average 40 lbs., but may weigh up to 70 lbs.  Requires lifting, bending, and reaching.

• Fill out mailing slips for each zip code and check off mailing lists to insure that no routes are missed

C. Work in other departments as necessary

D. Follows all required safety procedures such as: PPE's, Ergonomics, Chemical Hazards, etc.  Performs job in a manner that protects the health and safety of all employees.

Job Qualifications:


• Must have the ability to lift between floor and shoulder heights

• Accurate with numbers

• Hand and eye coordination

• For level two - completed at least six months at the top of the jogger level one scale,  unless special consideration recommended by supervisor

	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



