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Basic Purpose:
Under supervision of the Business Office Supervisor, is responsible for the timely and accurate distribution and dispatching of incoming, outgoing, and department mail. Additionally responsible for all departments' photocopying and distribution as instructed.


Job Summary:
The employee in this classification is responsible for handling and processing all mail. This includes sorting incoming mail, interdepartmental mail, notices, and memorandums for accurate and timely distribution. The Mailroom Clerk will also process outgoing mail, pick up department mail, and ready patient billings. The employee will work under the direct supervision of the Business Office Supervisor. The employee will operate the postage meter, mail folding and inserting machine, and photocopying machine, in addition to routine office equipment. The employee's work setting will normally be the mailroom and Business Office although employee will be out in the hospital several times each day to distribute mail and must be familiar with the hospital layout.


Essential Functions:
1. Daily receives all incoming mail, interdepartmental mail, notices, and memoranda; sorts according to appropriate destination; distributes to all hospital departments.

2. Daily sorts and weighs all outgoing mail; affixes appropriate postage using postage meter; transports to mail receptacle outside building.

3. Sorts and folds all patient bills and statements using mail inserting machine; weighs for mailing; processes with outgoing mail.

4. Receives documents to be photocopied from all hospital personnel; photocopies and returns to department or sorts and distributes as instructed. Maintains photocopy equipment and supplies.

5. Files all paid-out patient account ledgers in storage files.

6. Takes postage meter to post office to replenish postage as needed.

7. Stocks supplies for equipment in mailroom.

The preceding examples are representative of the assignments performed by the position and are not intended to be all-inclusive.


Additional Responsibilities:
1. Performs additional Business Office duties as instructed and assigned.

2. Additional assignments within the Business Office will be routinely assigned by the supervisor. 

3. Additional routine tasks include the responsibility to perform photocopying work for all departments and return or distribute as instructed in an accurate manner. 


Knowledge, Skills, and Abilities:
1. Knowledge of proper machine operation on a variety of related machines.

2. Knowledge of hospital department locations and organizational structure.

3. Knowledge of current postage rates and regulations.

4. Ability to accurately sort and distribute large amounts of mail.

5. Ability to communicate effectively in oral situations.

6. Ability to read and understand written and oral instructions.

7. Ability to organize tasks and time to ensure timely completion of all projects.


Experience, Education, and Training:
Any combination of experience, education, or training that would provide the level of knowledge, skill, and ability required is acceptable.

