
 SALEM-KEIZER PUBLIC SCHOOLS JOB DESCRIPTION 
 
 
 
 8/10 MAIL AND DISTRIBUTION COORDINATOR 2.3.9 
 
 Effective Date Job Title Index 
 
 
PURPOSE 
 
To improve student achievement by conducting all microcomputer functions including the areas 
of maintaining current applications, developing new processes/applications and maintaining 
current equipment to meet the needs of district staff in regard to directing the distribution of all 
interdepartmental mail, USPS mail, print and the processing of all outgoing USPS mail. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Receives direction from an assigned supervisor.  The Coordinator works independently with a 
supervisor giving occasional instruction, advice and decisions.  Work is reviewed occasionally 
while in progress and upon completion. 
 
Exercises functional and technical guidance over assigned technical and clerical personnel. 
 
ESSENTIAL FUNCTIONS OF THE JOB- May include, but are not limited to, the following: 
 
Setting up and operating high speed inserting, OCR sorting equipment or high speed ink-jet 
addressing and in-line tabbing equipment using techniques that meet postal and Federal mail 
processing regulations. 
 
Prioritizing schedules and running on-going projects within set deadlines. 
 
Programming, setting up, and operating equipment that reads scan marks to match documents 
from multiple feeders. 
 
Maintaining and reconciling all transactions for accounting systems. 
 
Performing quality control on all matching jobs, checking that the scan marks retain their 
synchronization. 
 
Generating and maintaining audit reports. 
 
Interpreting standing or pending postal regulations and their impact on district mail flow and/or 
the district postage budget.  
 
Insuring that all district mail complies with regulations to insure the continued use of the districts 
mail permit as nonprofit. 
 
Working cooperatively with customers and providing assistance in person, on the phone, and in 
writing to develop cost effective solutions to mailing projects. 
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Salem-Keizer Public Schools 
Mail and Distribution Coordinator (continued) 

Converting and processing customer provided electronic address files for use in district 
equipment. 
 
Developing database queries, reports, and forms to sort mailing lists by delivery point codes, 
carrier route, duplicate addresses, multiple delivery points; and 24J, Inter-Service District 
delivery locations. 
 
Testing new hardware and software applications pertaining to mail. 
 
Supporting site LANs following district standards under direction of TIS Network Administration. 
 
Installing new hardware and software applications, and upgrading and adjusting applications to 
meet user needs. 
 
Training users in basic hardware and software operation. 
 
Performing file maintenance activities such as backing-up automated files, transferring files 
between computer systems and implementing file naming and archiving standards. 
 
Diagnosing hardware problems and recommend replacement or repair of failing component(s). 
 
Performing work in a manner that complies with District Policies, Federal Postal Regulations, 
State of Oregon rules/laws, United Parcel Service, Federal Express, or Mid Valley regulations. 
 
Assisting with the support of desktop application software. 
 
Maintaining regular and consistent attendance and punctuality. 
 
Performing related duties consistent with job description and assignment. 
 
MINIMUM QUALIFICATIONS 
Knowledge of: 
 
Basic principles of accounting. 
 
General knowledge of computers and mailing software programs. 
 
Knowledge of standard mail services equipment as it relates to addressing, inserting, scanning 
and posting of mail. 
 
Knowledge and use of IBM and MAC platforms, including MS-DOS, Microsoft Windows and a 
variety of office software applications. 
 
Software installation and basic trouble shooting techniques. 
 
Database software such as Microsoft Access, Filemaker Pro, Fox Pro, and Microsoft SQL 
Server. 
 
Principles and practices of address standards as it relates to USPS automation discounts. 
 
Standards and practices of USPS presort programs such as 3/5 digit, automation, enhanced 
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Salem-Keizer Public Schools 
Mail and Distribution Coordinator (continued) 

carrier route Line of Travel (LOT), etc. 
 
Knowledge and understanding of postal regulations as it pertains to nonprofit eligibility. 
 
Ability to: 
 
Learn, use, maintain, and modify existing programs used for mailroom processing and 
documentation. 
 
Analyze and solve problems, understand and use technical manuals, plan and prioritize 
workload requirements. 
 
Maintain microcomputer controlled mailing equipment. 
 
Maintain addressing, tabbing, metering and inserting equipment. 
 
Communicate technical concepts to non-technical audiences. 
 
Troubleshoot and correct mail sorting software problems. 
 
Manipulate electronic mailing lists (Database and non-database lists) to a readable format for 
mail sorting software. 
 
Maintain effective working relationships with other staff, students, and the general public. 
 
Communicate clearly and concisely, both orally and in writing. 
 
Experience and Training: 
Any combination of experience and training that would likely provide the required knowledge 
and abilities is appropriate.  A representative way to obtain the knowledge and abilities would 
be: 
 
Experience: 
Three years of experience using; computer software, hardware and peripherals, database 
software to record, manipulate, and report on large amounts of information, mail-sorting 
software to CASS certify and sort electronic mailing lists, Addressing Certification System (ACS) 
service to correct mailing address, USPS presort programs 3/5 digit, Automation, Enhanced 
carrier route LOT and Enhanced carrier route automation, etc. 
 
Training: 
Two year college degree with academic course work in electronics, computer science or related 
field. 
 
Special Requirements: 
Possession of or ability to obtain a valid Oregon Driver’s License 
 
Work Environment:   
Climate controlled office settings with temperatures ranging from mild to moderate cold/heat. 
Exposure noise levels from moderate to loud and occasional to frequent time periods. 
Occasional need to work in production environment or do a delivery if driver is absent. 
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Salem-Keizer Public Schools 
Mail and Distribution Coordinator (continued) 

Physical Requirements 
On feet 10% of day, with bending, lifting, standing, twisting, walking and kneeling.  Must be able 
to lift 70-pounds.  Meet strict delivery deadlines.  Safety equipment is available to be used.   
Hearing and speaking, to exchange information; seeing to perform assigned duties; sitting for 
extended periods of time; dexterity of hands and fingers to operate equipment; kneeling, bending 
at the waist, and reaching overhead, above the shoulders and horizontally, to retrieve and store 
files, reports and supplies; lifting light objects. 
 
Salem-Keizer School District is an equal opportunity employer. 
 
Position:   Mail and Distribution Coordinator  
 
I am willing and able to perform the duties of this job: 
 
Signature:       Date:    
 
Print Name :         
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