8300
MAI L PROCESSI NG OPERATOR 2

Nat ure of Work

Under general supervision, perforns conplex mail processing
rel ated tasks using automated equi pnment. Operates autonated
inserting and bursting equi pnment used for processing mail. My
perform functions of a Conputer Operator 1 on a fill-in basis.
Shift work and/or irregular hours nmay be required. Perforns
rel ated work as required.

Di stingui shing Characteristics

At this level, the equipnent is nore conplex and the incunbents
are, for the nost part, responsible for planning their daily work
schedul es and job duties and users needs.

Exanpl es of Work

Sets up and operates an inserter, folder, and burster.

Lifts heavy boxes.

Ensures the quality of the user docunents through the stages of

preparation; retrieves ripped or torn docunents to return to
user; refers to the proper authority for making corrections.

Mai ntains daily reports to docunent the nunber and type of jobs
bei ng prepar ed.

Trai ns new enpl oyees and co-workers in setting up and operating
each piece of equipnment and in conpleting the required reports
and charts.

Logs jobs in and out; notifies users that data is ready for
pi ck-up; handles the distribution and mailing of docunments
directly to the public.

Keeps records of all docunents rel eased fromthe area.

| dentifies equi pnment mal functions and notifies vendors of
equi pnent probl ens; uses alternative resources to conplete job
on tine.

Performs routine mai ntenance and cl eaning duties of equi pnent
and work space.

May perfornms supervisory duties during supervisor's absence.

Know edge, Skills and Abilities
Know edge of Departnent functions.
Know edge of United State Postal Service regulations and
mai | i ng procedures.
Know edge of the operation of the data processing unit.
Ability to Iift heavy boxes/bags.
Ability to maintain records.
Ability to operate a variety of mailing-related equi pnent.
Ability to follow detailed oral and witten instructions.
Ability to train other enployees in the operation of the work
unit.
Ability to establish and nmaintain effective working
rel ati onships with other workers and users.



8300
MAI L PROCESSI NG OPERATOR 2 ( CONT' D)
M ni mum Qual i fications

TRAI NI NG Graduation froma standard hi gh school or the
equi val ent .

EXPERI ENCE Si x nonths of full-time or part-tinme equival ent
pai d experience in operating nmail processing equi prment.

Est abl i shed: 3/21/96
Ef fective: 7/16/96



