
  

 

 

 
PRINCE GEORGE COUNTY, VIRGINIA 

December 2007 

 

 COURIER / STOCK CLERK 

 

 FLSA Status: Non-Exempt 

 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs responsible semiskilled work in delivering interoffice and U.S. Postal Service mail, messages, supplies and 

other materials; does related work as required.  Work is performed under general supervision. 

 

This is medium work requiring the exertion of 50 pounds of force occasionally, up to 20 pounds of force frequently, 

and up to 10 pounds of force constantly to move objects; work requires climbing, balancing, stooping, kneeling, 

crouching, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, and repetitive motions; vocal 

communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to 

perceive information at normal spoken word levels; visual acuity is required for visual inspection involving small 

defects and/or small parts, operation of machines, determining the accuracy and thoroughness of work, and 

observing general surroundings and activities; the worker is subject to inside and outside environmental conditions, 

and atmospheric conditions.  

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Collecting and distributing mail; inventorying, ordering and storing cleaning materials and supplies; opening 

and locking of buildings as needed; organizing the recycling of materials in the courthouse complex; responding 

to emergency clean-up during work hours. 

Collect incoming mail from the post office each day and deliver to the to the appropriate offices. 

Collect and distribute interoffice mail to designated departments. 

Deliver outgoing mail to the post office each day. 

Inventory, order and store cleaning materials and restroom supplies.  

Deliver supplies to County facilities off-site. 

Organize recycling of materials; remove recyclable materials from the County office buildings. 

Arrange rooms for special meetings and activities; check and straighten rooms following meetings. 

Check and secure all doors; turn off lights at the end of the workday. 

Lower flags at the end of day; fold and store as appropriate. 

Clean grounds around recycling containers in parking area; empty trash within the County buildings/grounds. 

Respond for emergency clean-up in the County complex; clean peripheral buildings as needed. 

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

General knowledge of postal regulations; thorough knowledge of various building and department locations; 

considerable skill in developing and maintaining good customer relations; thorough knowledge of appropriate 

mixing and storage of cleaning materials; ability to establish and maintain effective working relationships with 

associates and the general public. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from high school and some experience in 

mailroom and storeroom operations. 

 

SPECIAL REQUIREMENTS 

Possession of a valid appropriate driver’s license valid in the Commonwealth of Virginia. 


