Courier and Mailroom Assistant JOB DESCRIPTION

Title Courier & Mail Room Assistant  
Post Number: 110147



Department: Customer and Property

Division: Facilities Management

Section: Mail Room / Courier

1. Job Purpose & Objectives

To maintain internal communications between BCP Council departments and establishments, providing a courier delivery service of mail, library books and other items. To assist with the smooth running of the Civic Centre Mailroom together with associated office administration/reporting functions in the Mail room.
2. Main Duties & Responsibilities

Sort and collate all internal and external Mail for onward delivery to agreed drop off points as appropriate and in accordance with any Service Level Agreements
Deliver & collect mail and other items around the borough by van  

Ensure that incoming and outgoing mail is processed in accordance with
priority

Collate and frank mail for in time for agreed Royal Mail Collection deadlines
Submission of Sales orders and general administrative tasks 
Process mail using mail room equipment (Franking machine, folder inserters, letter opener etc.)
Cover other roles within the Facilities team as required
3. Supervisory / Managerial responsibility

n/a
4. Communication/Contacts

Other FM team members, staff and visitors, contractors, members of the public and Councillors  

5. Career Path linked to this post

n/a
6. Additional Information
The role requires the Courier and Mailroom Assistant to wear uniform and personal protective equipment which will be provided, to have the ability to lift, bend, stretch, stand, carry boxes/sacks/furniture. To work overtime when required to cover heavy work periods including elections other FM commitments.

NB: The aim of the job description is to indicate the general purpose and level of responsibility of the post. Please be aware that duties may vary from time to time without changing their character or general level of responsibility. Duties may be subject to periodic review by the Business Unit Head or nominated representative (in consultation with the postholder) to reflect the changing work composition of the business.





This is an outline job description only and the post holder will be expected to undertake the duties commensurate within the range and grade of the post or any lesser duties as directed by the Head of Business Unit.








