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DEFINITION 

Plans and operates, individually, the day-to-day activities of a small mail room, and/or oversees clerks or 
mail clerks in the operation of a large mail room, or individually maintains the highly complex records, 
books, charts, accounts, etc., of a major mail processing unit; operates in a high security high volume 
mailing operation of negotiable items; or performs mail processing activities in an adult correctional 
facility; performs related work as required. 
 

The Work Examples and Competencies listed are for illustrative purposes only and not intended 
to be the primary basis for position classification decisions. 

 
WORK EXAMPLES 

Assists supervisor by instructing employees, answering questions and distributing, balancing and 
checking work; may make suggestions on appointments, promotions, performance and reassignments. 

Plans and operates individually the daily activities of a small mail processing unit. 

Operates and maintains a variety of mail processing machinery and related office equipment, i.e., 
postage metering machine, letter opener, postage scales, strapping machine, folding machine, photo 
copier, adding machine, etc. 

Opens and inspects inmate mail for illegal contraband items or unauthorized correspondence and upon 
discovery notifies proper institutional personnel; prepares written reports on incidents observed, if 
required by policy. 

Reads resident mail if approved and authorized by proper institutional authority and refers questionable 
mail to higher authorities for handling. 

Maintains security in a high volume mailing operation of negotiable items. 

Hands out and delivers resident mail; collects signed receipts from residents for packages received and 
verifies by examination of resident identification cards. 

Assists staff and residents in the preparation of certified or registered mail forms, disposal of contraband 
merchandise and the return of unsatisfactory merchandise received. 

Maintains loose-leaf manuals and related reference materials to keep abreast of current changes in 
postal rates and regulations as published by the federal government; uses such manuals in solving 
unusual mailing situations, i.e., special handling, insured mail, registered and certified mail, overseas 
rates by air or water, etc. 

Plans pick up and delivery schedules within the agency; operates a truck, van or automobile. 

Maintains, as a major responsibility, complex and detailed records, charts, accounts, books, etc., 
concerning monies received, postage on hand, postage due, incoming and outgoing registered and 
certified mail, data regarding the amount and kinds of mail processed, postage meter machine heads; 
signs for certain deliveries from the federal post office. 
 
COMPETENCIES REQUIRED 

Knowledge of the methods of handling and distributing incoming mail, and the processing of outgoing 
mail. 

Knowledge of the operation and maintenance of standard mail processing machines and related office 
machines. 
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Knowledge of general office procedures and practices; records maintenance, and elementary 
bookkeeping. 

Knowledge of correctional institutional policies and procedures governing security, contraband and safety. 

Ability to understand, use, and maintain directories, guides, and references related to postal rules, 
regulations and current changes. 

Ability to oversee and manage the personnel and processes involved in a mail-processing unit. 

Ability to lift and carry heavy mailbags, boxes, and packages up to 70 pounds. 

Ability to operate motor vehicle. 

Displays high standards of ethical conduct.  Exhibits honesty and integrity.  Refrains from theft-related, 
dishonest or unethical behavior. 

Works and communicates with internal and external clients and customers to meet their needs in a polite, 
courteous, and cooperative manner.  Committed to quality service. 

Displays a high level of initiative, effort and commitment towards completing assignments efficiently.  
Works with minimal supervision.  Demonstrates responsible behavior and attention to detail. 

Responds appropriately to supervision.  Makes an effort to follow policy and cooperate with supervisors. 

Aligns behavior with the needs, priorities and goals of the organization. 

Encourages and facilitates cooperation, pride, trust, and group identity.  Fosters commitment and team 
spirit. 

Expresses information to individuals or groups effectively, taking into account the audience and nature of 
the information.  Listens to others and responds appropriately. 
 
EDUCATION, EXPERIENCE, AND SPECIAL REQUIREMENTS 

One year of work experience in mail processing work; 

OR 

employees with current continuous experience in the state executive branch that includes experience 
equal to six months of work as a Mail Clerk 1. 
 
NOTE: 

Some positions may require the possession of a valid Iowa Driver's License. 
 
NOTE: 

Prior to employment, applicants being considered for selected positions will be required to undergo a 
thorough background investigation and evaluation (including fingerprint searches) for arrest and 
conviction records that would indicate an individual could not serve effectively in a capacity involving 
financial trust. 
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