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SUMMARY

Under the superv1s1bn of the clerk in charge of the mail room, provides
messenger services for various sections of- the post; and performs other

duties.

DUTIES

(1) Provides messenger services in accordance w1th estab11shed

procedures and work schedules by:

- delivering and ¢ollecting outside the7Chancery;fitems and

material such as invitations, messages, travel tickets,

U mail, ‘periodica1s, parce1s, supp]ies and'movie material,

assisting in c]ear1ng and co]]ect1ng parcéls at Customs,’

taking reg1stered-ma}l packages -and the postage meter to’

the local Post Office,

sorting material,for deiivery according to 1ocations‘on

established delivery routes, within the chancery,

delivering files, memoranda, mail and other material to

sections and staff, using a hand cart when large
quantities are involved,

co]1ecting materia1 at.deliveryipCihtslfcr circulationto

other locations or for return'to central registry,

co]]ect1ng ‘unclassified ma1] at prescr1bed 1ntervals for
processing and d1spatch. :
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