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Decision Making Degree
Accountable for the coordination and scheduling of mail room staff at multiple sites while

ensuring centralized mail operations are handled in accordance with accepted practices.

Exercises discretion when deciding the best alternatives for delivering mail and supplies. 30
Education Degree
Grade 12.

2.0

Experience Degree
Twenty-four (24) months previous related mail experience. Six (6) months on the job to

develop coordination/administrative skills and become familiar with department policies and

procedures. 6.0
Independent Judgement Degree
Ensures mail operations in accordance with standard practice or established procedure.

Exercises judgement when establishing efficient mail handling processes.

3.5

Working Relationships Degree
Requires appropriate tact when communicating with other departments and outside agencies.

Uses discretion when tracking/rerouting mail for discharged patients.

3.0
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Job Title SeniorPostalClerk

Code 112
Impact of Action Degree
Lostor delayedmail maydelaysucceedingervicesandcauseembarrassmerand
inconveniencdo clients/patients/residenémdotherdepartments/agencielcorrectbilling due
to inaccurateecordkeepingmay resultin complaintsandlost financialrecoveries.
2.0
Leadership and/or Supervision Degree
Providedimited directionto the mail roomstaff by assigningvork, checkingresultsand
controllingcosts. Schedulesindreplacestaff.
3.0
Physical Demands Degree
Occasionaphysicaleffort lifting files andmaterial,driving andusingvariousoffice equipment
requiringaccuratecoordinationof fine movementsvith periodsof heavylifting.
15
Sensory Demands Degree
Regularsensoryeffort schedulingstaff, listeningto staff, sortingmail, meteringmail,
processinglepartmenthargesandcomputemwork.
2.0
Environment Degree
Occasionaminor exposureo interruptionsdust,travelandunpredictableveights.
2.0






