Come work at CDSS where. ..

People come First! CDSS

PS 423 (11/13)

CALIFORNIA

BUSINESS SERVICES BUREAU soan s

MAILING MACHINES OPERATOR | - $2,384 - $3,229

Are you doing the same work day in and day out? Are you looking
for work that is challenging and rewarding? Are you looking for a
profession where you can help make a positive change? If so, read on!

EMPLOYMENT OPPORTUNITY

The Business Services Bureau has an opening for a Mailing Machines Operator | (MMO I).
Under the supervision of the Office Services Supervisor |, the MMO | will use multi-function
equipment to process large volumes of outgoing mail for delivery to the United States
Postal Service or other mail couriers. The MMO | must have a strong background in mail
distribution services and be familiar with postage meter and mailing machines. The MMO |
must also have excellent interpersonal communication skills and have the ability to lift and
move up to 50 pounds without or with assistance on a daily basis.

Applicants must provide a typed Examination/Employment Application STD 678, a cover
letter and resume. Applications received without a cover letter and resume will be rejected.

Who may apply: Eligible candidates are state employees who are currently working in this
classification, have lateral transfer eligibility, have current list eligibility in this classification
and former state employees who have permissive reinstatement rights. Applicants must
submit an Examination/Employment Application STD 678 (with original signature) and
clearly indicate the basis of their eligibility. Appointment is subject to SROA and state
surplus policies. Surplus candidates must submit a copy of their surplus status letter.

If you are interested and would like to be part of the CDSS mission to make a
difference in the life of a child, a family or an elderly person, please submit your
application to:

Contact Information:

Christine Collingsworth (916) 651-9969
Business Services Bureau
744 P Street MS 8-4-180
Sacramento, CA 95814 —




STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services

DUTY STATEMENT

EMPLOYEE NAME:

CLASSIFICATION: POSITION NUMBER:

Mailing Machines Operator | 800-641-1779-910

DIVISION/BRANCH/REGION: (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT: (UNDERLINE ALL THAT APPLY)
Administration/Management and Staff Services Branch Business Services Bureau/Shipping and Receiving Services
SUPERVISOR’S NAME: SUPERVISOR'S CLASS:

Vacant Office Services Supervisor |

SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

L Designated under Conflict of Interest Code.

I Duties require participation in the DMV Pull Notice Program.

L Requires repetitive movement of heavy objects.

U Performs other duties requiring high physical demand. (Explain below)

None

LI Other (Explain below)

| certify that this duty statement represents an accurate | have read this duty statement and agree that it represents the
description of the essential functions of this position. duties | am assigned.

SUPERVISOR'S SIGNATURE DATE EMPLOYEE'S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

O None L Supervisor L Lead Person 0 Team Leader

FOR SUPERVISORY POSITIONS ONLY: Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY: Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:

To procure and provide essential products and services to management and staff of the California Department of
Social Services (CDSS) and to the Department's clients.
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CONCEPT OF POSITION:

Under close supervision of the Office Services Supervisor |, and in accordance with established procedures,
incumbent performs duties related to the processing of large volumes of outgoing United States Postal Service and
other carrier mail; learns to operate the machinery required in the work; and performs other related work. Incumbent
may perform in a lead capacity over less experienced or clerical employees.

A. RESPONSIBILITIES OF POSITION:

40% Regularly operate machines, such as letter folders and inserters, in processing of large volumes of outgoing
United States Postal Service and parcel carrier mail. Monitors and regulates work flow of mass mailing jobs.
Maintains the proper sequence of materials during production and adequate stock of needed supplies in
inventory. Ensures production quality and quantity to meet operational deadlines and ensure security of
sensitive information. Calibrates machines for different types and sizes of materials. Performs troubleshooting,
routine preventive maintenance and minor repairs and adjustments to equipment. Occasionally operates a

small forklift or pallet jack to move supplies and completed mail.

35% Utilizes postage meter and scale to calculate and affix appropriate full rate and discounted postage. Possesses
knowledge of postal regulations, rates and procedures related to the processing of mail. Ensures outgoing mail

pieces leave in final form with proper postage affixed.

10% Utilize customized shipping systems to determine most cost-effective and appropriate means for transport and
delivery. Prepares outgoing parcels for pick up by contracted carriers. Processes incoming deliveries into

custody from various carriers.

10% Maintain records of production and postage cost and produces reports. Assists customers to identify
appropriate means of shipping to achieve desired delivery result. Assists with other mailroom duties, such as

throwing mail, delivering to interior routes, shipping of payroll, as needed.

5% Performs other duties as assigned.
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B. SUPERVISION RECEIVED:

The MMO | is directly supervised by the Officer Services Supervisor | and completes assignments as instructed and
within guidelines.

C. ADMINISTRATIVE RESPONSIBILITY:

None

D. PERSONAL CONTACTS:

The MMO I has daily contact with all levels of Department staff and personnel of other state agencies.

E. ACTIONS AND CONSEQUENCES:

The MMO | is required to exercise tact and diplomacy. Failure to follow instructions or use good judgment in
handling incoming and outgoing mail can cause a delay in the delivery of mail or missed statutory deadlines. The

release of confidential information to unauthorized persons may result in action according to applicable Government
Code.

F. OTHER INFORMATION:

The MMO | must have excellent interpersonal communications skills. Must retain a good working relationship with
customers and co-workers. The incumbent must have the ability to lift and move up to 50 pounds and stand for a
long period on a daily basis. The MMO | must observe safety rules to prevent injury.
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