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Job Descriptions
I. JOB DESCRIPTION 1
	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
The employee in this position will perform the following duties within and outside the premises of the organization but for the benefit of the organization. The duties will however not be limited to the ones outlined below
· Covers packages either by hand or machine or tools that go along with the mailing work
· Checks and verifies that all the outgoing mails and packages are well addressed and ensuring that the postal addresses are well indicated.
· Moves containers of already sorted mails and packages in accordance with the laid down rules and procedures of the organization.
· Collects both incoming and outgoing mails and directs all the incoming mails and packages to the appropriate destinations and departments.
· Attaches postage stamps to outgoing ails and packages appropriately.
· Determines the channel to be used for mailing and prepares for the fulfillment of the mauling process for both envelopes and other packages.
· Inspects and accepts of rejects mail containers as well as big-volumed mail packages.
· Seals or opens envelopes by hand or by using machines and tools.
· Determines the cost of postage by weighing the packages for outward mails.
· Operates machines such as computers and typewriters in processing information and communication to the relevant departments.
· Collects packages from the firm departments and sends them to the appropriate addresses on behalf of the organization following the set procedures and regulations.
· Communicates details of both incoming mails from both known and unknown senders to the relevant departments of the firm.
· Directs incoming emails to the relevant destinations to aid in the appropriate fulfillment of the demands and requirements of the incoming emails or for response to the message.
Job Requirements
· A degree from any accredited university or proof of graduation from such an institution or even from an accredited college in clerical practice or even secretarial related course., which should have been covered in at least 2 years of studies.
· A minimum of three years of professional related experience in secretarial duties and office related functions or even clerical duties.
· Proof of training program in clerical functions and accompanying experience of at least 2 years of practicing clerical work.
· Knowledge of principles that govern the provision of customer services as well as provision of personal services and knowledge of principles of meeting the quality standards of a law organization
· Knowledge of the structure of the English language which includes the language, sentence structures and spelling of English words and legal terminologies.
· Knowledge of basic mathematics and arithmetic that can allow simple and fairly complex computations.
· Knowledge of various legal codes, procedures used in courts, regulations governing various legal processes, various local and federal laws and any political connotations that can affect the operations of the firm.
· Knowledge of both clerical as well as administrative procedures including process such as word processing, organizing and arranging files and other folders having records, transcribing audio information from tapes or even designing things such as forms for use in various offices.
· Knowledge of the different policies and equipment as well as strategies that can be used for protection of people’s data and property and that can be used to ensure national security.
· Knowledge of the various methods of moving mails and packages as well as people such as use of airplanes, road, railway, etc.
· Knowledge of computer hardware and software including things such as malware, spyware, microchips, computer processors among others.
· Knowledge of various types and functions of typing machines and typewriters.
· Skill in using logical reasoning in determining the best solution or alternative for various situations.
· Skill in examining the performance of others as well as performance of self to be able to take appropriate corrective measure for realization or organizational goals.
· Skill in reading and comprehending written information both including single words, sentences and paragraphs.
· Skill in communicating verbally to other people.
· Skill in time management for both self and others.
· Skill in active listening and appropriate use of both non-verbal cues.
· Skill in adapting and adjusting to new situations and changes in routine.
· Skill in making informed judgement by considering the repercussions of decisions.
· Skill in determining the functionality of various machines through observation.
· Ability to perform both verbal and non-verbal communication
· Ability to listen actively and interrupt necessarily in a conversation.
· Ability to read written information and communicate it through written sentences and words.
· Ability to use fingers and hands to perform job functions such as typing on a computer keyboard or typewriter.
· Ability to arrange records and files as well as folders using the provided criterial and procedure.
· Ability to do calculations using calculators to determine appropriate mailing costs.
· The work of a Mailroom Clerk involves walking, talking, hearing, using hands to carry and handle or even feel objects, tools and packets.
· Acute vision is needed for this work because it involves determining the correct addresses, names and departments.
· The noise level in the work environment is usually moderately quiet therefore, a high-level hearing capability is required.
· Pushing, sometimes lifting and even carrying with hands as well as pulling carts is required in this job and this requires physical fitness.
· The job requires movement from one point to another to collect or deliver mails and therefore, walking capabilities are a plus.
The 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).

II. JOB DESCRIPTION 2
	JOB TITLE
	Human Resource 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 a combination of the following job duties:
· Links between employees and the employer or the management and handles interpretations of issues and policies and also administers contracts and helps in offering solutions for problems related to work.
· Advices the management regarding sensitive issues such as harassment of employees and the policies regarding employee rights and offering equal opportunities to both current and prospective employees.
· Examines and rectifies compensation plans and ensures compliance with the legal provisions and requirements regarding compensation and befits policies.
· Addresses staffing issues and carries out duties related to staffing such as settling existing disputes, dismissing employees and hiring employees as well as setting disciplinary procedures for employees.
· Attends personnel meetings on behalf of the organization.
· Interprets any legal contracts and provisions and helps I negotiation and bargaining of agreements related to employee and their compensation.
· Plans and coordinates as well as supervises all subordinates under him in activities and functions related to employees’ dismissal or hiring as well as their compensation and relation with the organization.
· Prepares plans and goals to be meat by the Human Resource Department in conjunction with management.
· Provided relevant information pertaining to employment and labor regulations and policies to both current and prospective employees including information about working conditions, exiting promotion opportunities, benefits for employees and even wages.
· Identifies any staff vacant positions and engages in recruitment, interviewing and selection of 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 the fundamental principles that govern processes of recruiting, selecting, hiring and training human resources as well as carrying out their compensation and observing labor relations in an organization.
· Knowledge of principles of business management and long-term organizational planning, allocation or both financial and human resources, development and deployment of techniques of leadership.
· Knowledge of the correct structure of the English language pertaining to words, sentences and paragraphs.
· Knowledge of rules, local and federal laws and regulations pertaining to human resource management in organizations and human.
· Knowledge of the human rights and how to uphold them in an organization.
· Knowledge of training principles for human resources and knowledge of development of human resource training programs and curriculum.
· Knowledge of psychological aspects and factors that affect human functionalities such as personalities, interests, behaviour and their motivations.
· Knowledge of both clerical as well as administrative procedures including process such as word processing, organizing and arranging files and other folders having records, transcribing audio information from tapes or even designing things such as forms for use in various offices.
· Knowledge of various techniques of media production and dissemination such as ways of informing through entertaining pieces of writing.
· Skill in active listening and appropriate use of both non-verbal cues.
· Skill in communicating verbally through speaking to others for appropriate passage of information.
· Skill in reading and comprehending written work in both single words or sentences and paragraphs.
· Skill in problem solving through examination of the complexities of the problem situation.
· Skill in organizing and directing as well as coordinating other people.
· Skill in negotiation and bargaining for the benefit of others.
· Skill in communicating effectively through writing.
· Ability to communicate verbally effectively for others to understand.
· Ability to read and comprehend written information.
· Ability to apply logic in problem solving.
· Ability to combine several pieces of information or data to come up with rules and conclusions.
· Ability sense danger and take corrective action.
· 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 examining as well as evaluating the job performance of both prospective and current employees is required in this job.
· [bookmark: _GoBack]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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