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Job Title:

Mail Clerk 

Position #:

159 & 160
Department:

Support Services

Reports To:

Director of PBM & Support Services
FLSA Status:
Non-Exempt
Effective Date:
07/08

Revised Date:
Job Summary:

This position is responsible for timely and accurate distribution and dispatching of all incoming, outgoing, departmental mail, and preparing such documents for daily scanning.  This position is responsible for providing back-up telephone support as assigned. This position also actively collaborates with other team member in service and quality assurance initiatives to assist the department in fully contributing to the success of the department.
Essential Duties and Responsibilities:

1. Mail Duties

1.1. Receives all incoming mail, interdepartmental mail, notices, and memoranda.

1.2. Date stamps and sorts mail according to appropriate destination.

1.3. Distributes to appropriate department.
1.4. Collects, sorts, and weighs all outgoing mail.

1.5. Affixes appropriate postage using postage meter or other appropriate means.
1.6. Delivers incoming faxes and transmittal reports.
1.7. Picks up and delivers mail on courier route.
1.8. Runs and distributes end of month postage report and clears postage meter
1.9. Notifies proper person of low postage/verification/reset.
2. Scanning
2.1. Batches claims for scanning
2.2. Prepares other documents for scanning.
3. Prepares and distributes COBRA, refund, void, and stop-loss checks.
4. Identifies active or termed member eligibility
5. Serves as backup to receptionist. 

5.1. Answers multi-line telephone and routes calls.

5.2. Greets all visitors courteously, determines their needs, and ensures they are directed to the proper person and/or office.
5.3. Keeps sign-in register for visitors and contract workers in the buildings.
6. Customer Service

6.1. Acts as a role model in demonstrating the core values in customer service delivery. 

6.2. Provides timely and thorough follow up with, internal and external customers.

6.3. Appropriately escalates difficult issues up the chain of command.

7. Quality Assurance

7.1. Serves on committees, work groups, and/or process improvement teams, as assigned, to assist in improving quality/customer satisfaction.
7.2. Recognizes and alerts appropriate supervisor of trends within their scope of responsibility that fall outside of quality parameters.
7.3. Performs self quality monitoring in order to develop and execute plans to meet established goals.

7.4. Provides ongoing feedback to help optimize quality performance.

7.5. Collaborates with others and cross-departmentally to improve or streamline procedures.

7.6. Develops new or improves current internal processes to improve quality

8. This job description in no way states or implies that these are the only duties to be performed by this employee.  The employee will be required to follow any other instructions and to perform any other duties requested by his/her supervisor.

Minimum Qualifications:

· H.S. Diploma or equivalent

· Minimum of 6 months experience in clerical or customer service

· Previous mail processing and/or phone receptionist experience preferred 
· Working knowledge of computers and software including but not limited to Microsoft Office products

· Proficient typing skills

· Demonstrated organizational skills, and detail oriented 

· Must hold a valid Montana driver’s license and proof of auto insurance.
· Demonstrated ability to work independently, prioritize workloads multi-task and manage priorities in order to meet deadlines

Physical Demands & Working Conditions:

Work is indoors in an office environment with moderate noise.  Physical effort involving regular lifting of up to 25 pounds and occasional lifting of up to 75 pounds is required.  Work involves regular periods of sitting, reaching with hands and arms, using hands to finger, handle or feel, and talking and hearing.  Work involves occasional climbing or balancing and stooping, kneeling, or crouching.  Work involves exposure to outdoor weather conditions.  Normal vision abilities required.  Driving is required.
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