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Job Descriptions
Job Title: Mailroom Clerk
Job Summary
Engages in the reception, unsealing and organizing the incoming mails and prepares them for the executive team. Receives electronic mails and responds to the incoming mails with appropriate details from his or her manager. Seals, stamps, serializes and mails the outgoing mails.
Job Duties
Performs duties within or outside the firms premises which are in accordance with the assigned functions within the organization and which may include, but are not limited to, any combination of the following:
· Wraps packages or bundles by hand, or by using tying machines or computers.
· Verifies that items are addressed correctly, marked with the proper postage, and in suitable condition for processing which might include mailing them out.
· Removes containers of sorted mail or parcels and transfers them to designated areas according to established procedures of the firm.
· Sorts and routes or directs incoming mail and collects outgoing mails using carts as necessary.
· Affixes postage to packages or letters by hand even or stamp materials using postage meters.
· Determines the manner in which mails are to be sent and prepares them for delivery to mailing facilities.
· Accepts and checks containers of mail or parcels from large volume mailers, couriers, and contractors working with the firm.
· Seals or opens envelopes by hand or by using machines and tools.
· Weighs packages or letters to determine postage costs needed using weighing scales and rate charts.
· Operates embossing machines or typewriters to make corrections, additions and changes to address plates.
· Receives mails from different departments of the firm and sends them to the required destinations either electronically or through postage.
· Communicates the details of emails to various departments through telephone and through forwarding emails.
· Forwards incoming mails to the appropriate departments of the firm for fulfillment of the requirements and demands of the mails.
Job Requirements
· College-level course work or graduation from an accredited university or college or even two-year or four-year college or university degree in secretarial services or office management or clerical work.
· A minimum of three years of professional related experience in secretarial duties and office related functions or even clerical duties.
· Any combination of educational qualifications through training and experience that provide knowledge and skills to meet the functions that go with the job.
· Knowledge of principles and processes for providing customer and personal services; including customer needs assessment, meeting quality standards for services and evaluating customer satisfaction.
· Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.
· Knowledge of arithmetic, algebra, geometry, calculus, statistics and their applications.
· Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules and the democratic political process that can affect the firm.
· Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, stenography and transcription, designing forms, and other office procedures and terminology.
· Knowledge of relevant equipment, policies, procedures, and strategies to promote effective local, state, or national security operations for the protection of people, data, property, and institutions.
· Knowledge of principles and methods for moving people or goods by air, rail, sea, or road, including the relative costs and benefits.
· Knowledge of circuit boards, processors, chips, electronic equipment, and computer hardware and software, including applications and programming.
· Knowledge of various types and functions of typing machines and typewriters.
· Skills in using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
· Skill in monitoring or assessing performance of self, other individuals or organizations to make improvements or take corrective action.
· Skill in reading comprehension and understanding written sentences and paragraphs in work related documents.
· Skill in communicating or speaking to others to convey information effectively.
· Skill in managing one's own time and the time of others.
· Skill in active listening by giving full attention to what other people are saying, taking time to understand the points being made, asking questions as appropriate and not interrupting at inappropriate times.
· Skill in adjusting actions in relation to others' actions.
· Skill in judgment and decision making by considering the relative costs and benefits of potential actions to choose the most appropriate one.
· Watching gauges, dials or other indicators to make sure a machine is working properly.
· Ability to communicate verbally and in writing, with contractors, consultants, employees, and other departments.
·  Ability to listen to and understand information and ideas presented through spoken words and sentences.
· Ability to read and communicate information through written sentences and words.
· Ability to generate or use different sets of rules for combining or grouping things in different ways.
· The ability to make precisely coordinated movements of the fingers of one or both hands to grasp, manipulate, or assemble small objects such as mouse and keyboards.
· Ability to arrange things or actions in a certain order or pattern according to a specific rule or set of rules.
· Ability to read and understand information and ideas presented in writing.
· Ability to carryout calculations to determine appropriate mailing costs.
· The work involves walking, talking, hearing, using hands to handle, feel or operate objects, tools, or controls, and reaching with hands and arms.
· Sharp vision abilities required by this job include close vision and the ability to adjust focus especially when using computer to be able to see information in incoming emails properly.
· This job requires one to push, pull, lift, and/or carry up to 20 pounds of mails or carts.
· The noise level in the work environment is usually moderately quiet therefore, high level hearing capabilities is required.
· The work involves moving from one point to another to collect or deliver mails and therefore, walking capabilities are a plus.
Salary range for Mailroom Clerk in San Diego for a large law firm would be $22.17 to $23.41 per hour or $48100 to $48700 per year (Careeronestop, 2019).

Job Title: Human Resources Manager
Job Summary
Coordinates the hiring and recruitment of employees and advices managers on various issues that deal with human resources at the facility and provides advice to the managers. Acts as a link between employees and management and formulates programs of training and development of employees. Determines and structures the compensation of employees of the facility by applying appropriate laws and regulations that govern the same.
Job Duties
The human resource manager performs duties that include but are not limited to the following or combination of the following functions.
· Serves as a link between management and employees by handling questions, interpreting and administering contracts and helping resolve work-related problems.
· Advises managers on organizational policy matters such as equal employment opportunity and sexual harassment, and recommend needed changes.
· Analyzes and modifies compensation and benefits policies to establish competitive programs and ensure compliance with legal requirements.
· Carries out complex or difficult staffing duties including dealing with understaffing, refereeing disputes, firing employees and administering disciplinary procedures.
· Represents the organization at personnel-related hearings and investigations.
· Negotiates bargaining agreements and helps in interpretation of labor contracts.
· Plans, directs, supervises, and coordinates work activities of subordinates and staff relating to employment, compensation, labor relations as well as employee relations.
· Prepares personnel forecasts to project employment needs.
· Provides current and prospective employees with information about policies, job duties, working conditions, wages, opportunities for promotion and employee benefits.
· Identifies staff vacancies and recruits, interviews and selects applicants to fill up the vacant positions in the organization.
Job Requirements
· A bachelor’s degree in Human Resource management and personnel administration or a master’s degree in Human Resource management from an accredited University.
· At least 3 years of professional experience in human resource management and personnel administration in a known organization.
· Knowledge of principles and procedures for personnel recruitment, selection, training, compensation and benefits, labor relations and negotiation, and personnel information systems.
· Knowledge of business and management principles involved in strategic planning, resource allocation, human resources modeling, leadership technique, production methods, and coordination of people and resources.
· Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.
· Knowledge of laws, legal codes, court procedures, precedents, government regulations, executive orders, agency rules, and the democratic political process.
· Knowledge of principles and methods for curriculum and training design, teaching and instruction for individuals and groups, and the measurement of training effects.
· Knowledge of human behavior and performance; individual differences in ability, personality, and interests; learning and motivation; psychological research methods; and the assessment and treatment of behavioral and affective disorders.
·  Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, stenography and transcription, designing forms, and other office procedures and terminology.
· Knowledge of media production, communication, and dissemination techniques and methods. This includes alternative ways to inform and entertain via written, oral, and visual media.
· Skill in active listening to what other people are saying, taking time to understand the points being made, asking questions as appropriate, and not interrupting at inappropriate times.
· Skill in effective verbal communication to others to convey information effectively.
· Skill in reading and understanding written sentences and paragraphs in work related documents such as application letters from prospective employees.
· Skill in identifying complex problems and reviewing related information to develop and evaluate options and implement solutions.
· Skill in coordinating other people.
· Skill in negotiation and bargaining on behalf of others.
· Skill in communicating effectively through written text.
· Ability to listen to and understand information and ideas presented through spoken words and sentences.
· Ability to communicate information and ideas in speaking for others to understand.
· Ability to read and understand information and ideas presented in writing.
· Ability to apply general rules to specific problems to produce answers that make sense.
· Ability to communicate information and ideas in writing so others will understand.
· Ability to combine pieces of information to form general rules or conclusions.
· Ability to tell when something is wrong or is likely to go wrong.
· The work requires walking around the compound and observing how the employees are performing their duties.
· The job requires high audibility to be able to address a group of people whenever there are hearings or employee meetings or briefings.
· Proper eyesight for seeing and evaluating the job performance of both prospective and current employees is required in this job.
· The job requires flexing or arms and fingers and adjusting vision focus especially when reviewing data on computer screens.
The salary range for a human resource manager in Scottsdale, AZ would be $65040 to $54060 per year or $31.25 to $25.99 per hour (Careeronestop, 2019).
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