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FINAL TASK LISTING

                                                      CLASS:  Mailing Machine Operator I
     NOTE:  Each position within this classification may perform some or all of these tasks.

	Task #
	Task



	1. 
	Checks permit account balances with the USPS to make sure there is adequate funds in the account to release permit mailing utilizing telephones under the direction of the Mailing Machine Supervisor I.

	2. 
	Generates USPS paperwork (i.e. , postage, postage receipts, printouts, sort lists, qualification reports, job summary, cass, postage statements) in order for the crew to provide accurate information to a mailing machine, the customer, and OSP accounting utilizing a computer, samples of mail jobs, printer, etc. following OSP procedures under the direction of the Mailing Machine Supervisor I.

	3. 
	Inspects all permit mailers in order to insure that the correct process is being utilized for large and small mailings in compliance with the Domestic Mail Manual using a mail quality customer account representative under the direction of the Mailing Machine Supervisor I. 

	4. 
	Organizes the sorting area for all permit mailers in order to provide timely and accurate processing of outgoing permit mail in accordance with OSP policies under the direction of the Mailing Machine Supervisor I.

	5. 
	Coordinates the sorting operation for all permit mailer in order to provide timely and accurate processing of outgoing permit mail in accordance with OSP policies under the direction of the Mailing Machine Supervisor I.

	6. 
	Maintains the sorting area for all permit mailers in order to provide timely and accurate processing of outgoing permit mail in accordance with OSP policies and OSP Safety procedures under the direction of the Mailing Machine Supervisor I.

	7. 
	Posts permit mailer jobs that have not been worked using the Kaizan Board in order to track the progress of jobs through OSP under the direction of the Mailing Machine Supervisor I.

	8. 
	Prepares outgoing mail and packages daily in order to meet the customer’s request using labels, postage meters, scales, mailing inserters, ink jet labeling systems, paper labeling systems, mail sorting equipment , folding machine and etc. in compliance with the OSP job tickets.                      

	9. 
	Processes large volumes of outgoing USPS, UPS-MI and UPS mail in order to meet customer’s requests using labels, postage meters, scales, mailing inserters, ink jet labeling systems, paper labeling systems, mail sorting equipment , folding machine, UPS computers, and etc. in compliance with the OSP job tickets.          

	10. 
	Returns residual products and the mailing label disks to the customer using IMS, USPS, UPS, etc. in compliance with the OSP job tickets.

	11. 
	Types correspondence for the USPS to gain an exception with the post Office using the computer, good writing skills, correct grammar and spelling under the direction of the Mailing Machine Supervisor I.

	12. 
	Communicates with Supervisor in order that management will be aware of possible changes in staffing needs of permit mailers using computers, telephone, in person, etc.

	13. 
	Maintains an inventory of postal mailing supplies by phone to the USPS for the Bindery Unit, the Inserters and all of Mass Mailing in order to transport finished materials to the USPS under the direction of the Mailing Machine 

Supervisor I.

	14. 
	Calibrates all types of mailing equipment for different types and sizes of material to run the machines properly utilizing a variety of tools under the direction of the Mailing Machine Supervisor I.

	15. 
	Performs maintenance and minor repairs on all types of mailing equipment to maintain proper production levels utilizing a variety of tools under the direction of the Mailing Machine Supervisor I. 

	16. 
	Operates a small forklift by moving supplies and processed mail to proper staging areas under the direction of the Mailing Machine Supervisor I.

	17. 
	Maintains records of cost and production by time, postage charges, and materials using a worksheet under the direction of the Mailing Machine Supervisor I.
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