TN~

BELLINGHAM TECHNICAL COLLEGE

2023-2024
Work Study Position Description

3028 Lindbergh Ave. Bellingham, WA 98225 « (360)752-8351  fax (360)752-7151 « FinAid@BTC.edu

Department: __Purchasing

Position Title: Mailroom/Warehouse Wo
Bellingham Technical College

Address: 3028 Lindbergh Ave. Bellingham, 98229

Site Supervisor Phone: (360) 752 - 8567
Supervisor Phone: (360) 752 - 8342
Site Supervisor/Lead: Annie Johnson

Site Supervisor Signature:
Supervisor: Melisa Nelson

Supervisor Signature:

Schedule Guidelines:

Work Study students may not exceed the award.

Most awards accommodate 10 hours per week dependent upon
the student’s Federal Budget.

10 minute break per 3+ hr shift.
After 5hrs, Y.-hour lunch required.

l. EDUCATIONAL BENEFITS TO BE DERIVED BY STUDENTS IN THIS JOB:

Helper will be asked to:

(1) Learn the process of proper and timely delivery of mail and/or packages throughout areas of campus;

(2) Prioritize work tasks;

(3) Identify problems and/or conflicts on the job and offer alternative solutions;
(4) Communicate with others on campus (co-workers, staff, faculty, students, and general public) in a pleasant and professional manner;

(5) Work with others from diverse social and cultural backgrounds.

1. SUMMARY OF JOB:

Mailroom/Warehouse worker will work on Mailroom and Shipping & Receiving projects that will
include manual labor and clerical work in shipping, receiving, storing, and issuing warehouse
stock. Receive and dispense purchased Items using a manual or automated inventory system;
process incoming mail//packages/freight, delivery of mail and packages campus-wide; assist
with surplus activities; process and file packing sips and other documents.



1. MINIMUM QUALIFICATIONS:

(1) Demonstrate ability to follow oral and written instructions;

(2) Knowledge of basic computer skills and familiarity with MS Office software;

(3) Be self motivated to perform work in a neat, complete, accurate, and professional manner;
(4) Be a safe and responsible driver; and

(5) Have punctual attendance and advise supervisor/lead in advance of any conflicts with planned work schedule or iliness.
Report on time for scheduled shifts and end shift on time.
1V.  AVAILABILITY REQUIREMENTS OR EXPECTATIONS:

(1) Be able to work a consistent schedule based on their class schedule with limited deviations.
(2) Be able to complete assigned tasks within their daily work schedule.

V. TYPICAL EQUIPMENT USED:

Hand trucks, pallet jacks, electric cart, computers, scanners, phones. Possible postage equipment
ONLY under direct-supervision by lead or supervisor.

VI. PHYSICAL REQUIREMENTS:

Sitting: x | Walking: x | Bend at waist: X | Crawling:
Standing: X Climbing Ladders X Kneeling/squatting: X Reach above shoulder: X
Stairs:

Pushing/pulling: X Lifting (up to 50 Ibs.): Carrying: Repetitive arm/hand

movements:

VII. ADDITIONAL NOTES/:

Training and guidance provided may include: General safety guidelines for proper methods of lifting
and use of hand trucks and pallet jacks. Driving of small electric utility carts as needed for work.
Effective communication skills. Organizational systems used in the Mailroom area.

********************Financial Ald Offlce Use Only********************

Job Title: Mailroom/Stockroom Helper  pgpartment; Purchasing Rate of Pay: $_16-37  /hour

Job Class Code: WS 2765 Work Study Administrator: Joy Hicks, JHicks@BTC.Edu, 360-752-8460

Compensation & Work Schedule:

Effective 07.01.2023 , the hourly pay rate is $ 16.37
Additional benefits include some paid sick leave in accordance with Washington State law and Initiative 1-1433.

Sick leave is accrued at 1 hour for every 40 hours worked. Employee Assistance Program (EAP), a free counseling &
referral program. Potential flexible schedule. No additional benefits.
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