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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00412

	Pay Grade:
	5

	Title:
	Postal Services Coordinator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Postal Services Coordinator is responsible for overseeing and supervising the provision of Canada Post services to the University community. Provides a full service Post Office outlet offering postage, courier service, registered mail, money orders, student loans, box rentals, packaging material and other products.

	Purpose and Key Functions:
	· Extend courteous and attentive service to all customers using Canada Post ensuring complaints and inquiries are handled in a professional and timely manner.  

· Maintain confidentiality of box holder and student loan application records.

· Decipher rate charts for various services offered.

· Operate the cash register at the Canada Post desk.

· Gather and compile information required to prepare reports.

· Fill out various forms including those for student loans, daily batch headers, and Canada Post forms as they relate to operational issues.

· Complete bi-monthly money order reports. 

· Balance money order amounts and fees.

· Apply additional fees to services offered as per Canada Post regulations.

· Calculate the area of parcels in order to determine the correct shipping costs.

· Calculate exchange rates for international money orders.

· Consult Canada Post manuals when necessary to ensure service standards are being met. 

· Train new full-time and part-time staff as required.

· Oversee the scheduling of full and part-time workers.

· Act as liaison between Canada Post and customers.

· Handle incorrectly processed mail ensuring the negative impact to customers is minimal.

· Perform customer service tasks including but not limited to product returns, defective product exchanges, rainchecks, bookclubs and buybacks.

· Greet and actively engage customers on the sales floor.

· Ensure an adequate stock of supplies for the post office and place orders.

	Supervision:
	Supervise and direct the activities of up to 4 continuing employees.

	Requirements:
	Secondary School diploma.

Requires a minimum of 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


