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STD JOB DESCRIPTION

1.

DELIVERY/SALES SERVICES & DISTR ASSOC (P7-06)
OCCUPATION CODE: 2320-0007

FUNCTIONAL PURPOSE:
Performs distribution and a variety of sales and customer support
services for products. Delivers and collects mail on foot or by vehicle

under varying conditions in any area.

DUTIES AND RESPONSIBILITIES:

Performs a variety of sales and customer services at a retail
window. Rents post office boxes, receives rental payments, conducts
reference checks, and completes related forms.

Provides sales and customer service support by greeting customers and
explaining store layout. Promotes products based on customer needs
and provides additional information about product features,
incentives, and services to the public.

Maintains appearance of retail area by setting up, arranging, and
replenishing displays, selling areas, work stations, storage areas
and merchandise racks. Checks and sets post office stamp-vending
machines and postage meters.

Conducts product inventories by counting items on hand. Verifies
and records sales floor inventory; brings inventory discrepancies and
reports to the attention of the appropriate supervisor.

Delivers and collects mail on foot or by vehicle under varying
conditions in any area; maintains pleasant and effective public
relations with customers and others.

Distributes primary and one or more secondary schemes of incoming
mail by delivery point based on a knowledge of the distribution
scheme established for the office, branch or station.

NOTES:Distribution is defined as the sorting of mail to carrier
routes, cities, states, foreign countries, post office boxes, or
other separatation; and may require knowledge of a distribution
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