Courier

SUMMARY: 

Provides pick-up and delivery service for various departments around campus/or between campus branches. Maintains appropriate logs and records, and performs various routine clerical functions as specifically instructed.

DUTIES AND RESPONSIBILITIES: 

1. Transports various items to and from various locations and vendors, ensuring proper care of items handled during transport.

2. Provides and/or arranges for appropriate maintenance of department vehicle(s).

3. Prepares and maintains accurate transportation logs, vehicle fuel consumption logs, and other data as required.

4. Assists in moving and setting up materials, equipment, and furniture, as appropriate to the requirements of the position.

5. Delivers medical specimens as appropriate to the position, following safety, environmental, and infection control methods.

6. Attends meetings as required.

7. May perform clerical duties such as typing, making copies, and distributing mail as required.

8. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
Valid New Mexico driver’s license. 

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to follow routine verbal and written instructions.

· Ability to record and/or log equipment operational status.

· Ability to understand and follow safety procedures.

· Ability to lift up to 25 lbs.

· May be required to have a personal vehicle with insurance.

