
STD POSITION DESCRIPTION U . S . Postal Service 

MAIL PROCESSING CLERK, PS-05 

FUNCTIONAL PURPOSE 

Performs a variety of clerk duties required to process mail using automated mail processing 
equipment or manual methods of sortatiaa and distribution . 

DUTIES AND RESPONSIBILITIES 

1- . Makes one or yore sortations of outgoing and/or incoming mail using the appropriate 
sort program or manual distribution scheme . 

2 . On a rotation basis, performs all of the following duties : loads mail onto automated 
equipment . culling out non- processable items ; eaters sort plan and starts equipment : 
monitors flaw of mail to ensure continuous feed ; sweeps separated mail frog bind 
stackers : and stops equipment when distribution run or operation is completed . Runs 
machine reports, clears jays and contacts maintenance far assistance when required . 

3 . Prepares work area, ensuring all necessary support equipment and materials, including 
labels, trays, and other containers, are in place . 

4 . Roves sorted mail foam bins or separations and places into appropriate trays or 
containers for further processing or dispatch based on knowledge of operating plans and 
dispatch schedules, or at the instruction of supervisors or expediters ; may riffle or 
verify mail to ensue sortation accuracy as needed . 

5 . In addition, may perform any of the following duties : provide service at public window 
for non-financial transactions : maintain records of mails : examine balances in advance 
deposit accounts ; and record and bill mail requiring special service . 

6 . Uses established safe work methods . procedures and safety precautions . 

7 . Performs other fob related tasks fn support of primary duties . 

SUPERVISION 

Supervisor, Distribution Operations : Supervisor, Customer Services, or other designated 
supervisor 

SELECTION Ft's 

BARGAINING UNIT 

CLERK 

(End of Document) 

Document Date : 04.25-02 SPU Number : SP-2046 Occupation Cads : 2315.006.3 

Page : 


