DRAFT

Job Family: 43-0000  Office and Administrative Support

Occupational Group:  43-5020  Office and Administrative Support

OCCUPATION PROFILE

JOB FAMILY:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATIONAL GROUP:
OFFICE AND ADMINISTRATIVE SUPPORT

OCCUPATION:
COURIERS AND MESSENGERS


43-5021

BROADBAND LEVELS:

Level 1 – Pay Band 001

DESCRIPTION

This is work picking up and carrying messages, documents, packages, and other items between offices or departments within an establishment or to other business concerns, traveling by foot, bicycle, motorcycle, automobile, or public conveyance.

EXAMPLES OF WORK

Delivers messages and items, such as documents, packages, and food, between establishment departments, and to other establishments and private homes.

Receives message or materials to be delivered, and information on recipient, such as name, address, and telephone number.

Walks, rides bicycle, drives vehicle, or uses public conveyance to reach destination to deliver message or materials, in person.

Calls by telephone to deliver verbal messages.

Records information, such as items received and delivered, and recipient's replies to message.

Obtains signature, receipt, or payment from recipient for articles delivered.

Monitors fluid levels and replenishes fuel to maintain delivery vehicle.

EXAMPLES OF JOB CHARACTERISTICS

	Performing General Physical Activities
	Performing physical activities that require moving one's whole body, such as in climbing, lifting, balancing, walking, stooping, where the activities often also require considerable use of the arms and legs, such as in the physical handling of materials.

	Communicating With Persons Outside Of the Organization
	Communicating with persons outside the organization, representing the organization to customers, the public, government, and other external sources. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.

	Getting Information Needed to do the Job
	Observing, receiving, and otherwise obtaining information from all relevant sources.

	Operating Vehicles or Equipment
	Running, maneuvering, navigating, or driving vehicles or mechanized equipment, such as forklifts, passenger vehicles, aircraft, or water craft.

	Documenting/Recording Information
	Entering, transcribing, recording, storing, or maintaining information in either written form or by electronic/magnetic recording.

	Handling and Moving Objects
	Using one's own hands and arms in handling, installing, forming, positioning, and moving materials, or in manipulating things, including the use of keyboards.

	Communicating With Other Workers
	Providing information to supervisors, fellow workers, and subordinates. This information can be exchanged face-to-face, in writing, or via telephone/electronic transfer.


EXAMPLES OF KNOWLEDGE, SKILLS AND ABILITIES

	Reading Comprehension
	Understanding written sentences and paragraphs in work related documents



	Active Listening
	Listening to what other people are saying and asking questions as appropriate



	Idea Generation
	Generating a number of different approaches to problems



	Writing
	Communicating effectively with others in writing as indicated by the needs of the audience



	Speaking
	Talking to others to effectively convey information



	Equipment Maintenance
	Performing routine maintenance and determining when and what kind of maintenance is needed



	Identification of Key Causes
	Identifying the things that must be changed to achieve a goal



	Idea Evaluation
	Evaluating the likely success of an idea in relation to the demands of the situation



	Service Orientation
	Actively looking for ways to help people



	Social Perceptiveness
	Being aware of others' reactions and understanding why they react the way they do



	Transportation
	Knowledge of principles and methods for moving people or goods by air, rail, sea, or road, including their relative costs, advantages, and limitations



	Geography
	Knowledge of various methods for describing the location and distribution of land, sea, and air masses including their physical locations, relationships, and characteristics



	Telecommunications
	Knowledge of transmission, broadcasting, switching, control, and operation of telecommunications systems



	English Language
	Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar



	Customer and Personal Service
	Knowledge of principles and processes for providing customer and personal services including needs assessment techniques, quality service standards, alternative delivery systems, and customer satisfaction evaluation techniques


LICENSURE, CERTIFICATION OR REGISTRATION REQUIREMENTS

EFFECTIVE:
07/01/2002
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