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Job Announcement

Job Title: Mailroom & Copy Center Assistant Manager
Department: Campus Store Operations

Reports To:  Tracy Mitchell, Director of Campus Store Operations
Pay Status: Non-Exempt

Position Status: Full Time Approved By:  Jenni Shepard, VP Athletics/Student Life

Position Summary:

The Mailroom & Copy Assistant is responsible for all functions pertaining to the Mailroom and TMU
copy center.

e Responsible for receiving, processing, and distribution of U.S. Postal Service mail and
packages for all TMU resident students, faculty, and staff.

Responsible in the administration of TMU mailboxes.

Responsible in the coordination and mailing of bulk mailings.

USPS, UPS and FedEx delivery processing and shipping.

Assists in all Copy Center responsibilities.

Incoming shipping processing, notification, and distribution.

Additional Responsibilities:

e Other duties and responsibilities as assigned.

e Copy & creation of Lab Manuals and Note Sets.

e Aid & assist Business Office statement processing & mailing.
Submitting monthly departmental postal charging reports to the Director.

Knowledge, Skills, and Abilities:

Basic working knowledge of computer word processors and spreadsheets (Microsoft Office). Ability to
read and comprehend simple instructions, correspondence, and memos. Must have a valid GA driver’s
license with a good driving record. Works inside & outside approximately 50/50. Must be able to
routinely lift 30lbs. Must be able to walk between buildings and climb stairs on a routine basis. Must be
able to stand & work with hands for extended periods of time processing mail or binding Lab Manuals,
etc.

Minimum Education & Experience Requirements:



High school diploma or GED. Preferably six months to one-year related experience but will train.

Application Submission Process:
Please submit completed TMU application and resume to:

Tracy Mitchell, Director of Campus Store Operations
tmitchell@tmu.edu

or

Truett McConnell University

Attn: Tracy Mitchell, Director of Campus Store Operations
100 Alumni Dr., Cleveland, GA 30528

Deadline to submit resumes: Until Filled.

Truett McConnell University does not illegally discriminate against any individual for reasons of race,
color, national origin, age, disability, or veteran status; however, the University may discriminate on
religious grounds in its employment practices in order to fulfill its mission. It is the policy preference of
Truett McConnell University to hire employees who are Christians, active in their churches and
supportive of the goals of the University. Preferences in hiring exist for persons of the Southern Baptist
faith. The University is also committed to building a more ethnic and racially diverse faculty.



