Mailroom Attendant

SUMMARY:

Under general supervision, assist with all mailroom duties, including processing and sorting mail, and serving as a courier.

DUTIES AND RESPONSIBILITIES:

1. Handling and posting mail.

2. Processing packages.

3. Forwarding mail.

4. Posting approved fliers and memos.

5. Dispensing mail and packages.

6. Relaying mail and packages between offices and buildings.

7. Attends all meetings and training seminars.

8. May need to work on an on-call or emergency basis.

9. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:

Current UNM student.

GPA 2.0.

Must be able to lift 25 lbs.

Must be able to walk or stand for 4 hours at a time.

