
STD POSITION DESCRIPTION U. S. Postal Service 

BULK MAIL CLERK, PS-05 

Accepts, classifies, and coarputes the chargeable postage on 
second- or third-class mail matter or both. 

IES PUWI) IBILITIm 

1. Determines the correct classification on second- and third- 
class and all other mail matter mailed under a permit, 
computes the postage to be charged, and determines if 
sufficient deposit has been made by the mailer to cover the 
cost of mailing. 

2, Completes the necessary reports and submits them to the 
accounting unit. 

3. Maintains records of permit holders, deposits, withdrawals, 
and miscellaneous information incident to the processing of 
second- and third-class matter. 

4. Accepts and makes simple distribution of second- and third- 
class mail. 

5 .  Accepts precancelled and metered matter mailed in bulk 
quantities, and verifies if proper postage has been paid. 118 

6 .  Advises customers as to proper mailing procedures. 

7, In addition, may perform any of the following duties: 
accept other classes of mail and receipts for such matter, 
if necessary; separate and distribute mail; open and dump 
sacks and pouches; provide service at a public window. 

Supervisor of unit to which assigned, 

Senior Qualified 

BARGxmmG UNIT 

CLERK 

KEY POSITION 
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