Supervisors — Mail and Message Distribution Occupations

Supervisors of mail and message distribution occupations oversee the receipt, sorting, and delivery
of correspondence, packages, and internal communications within an organization. They ensure
timely and accurate distribution, manage staff performance, and maintain operational efficiency
and compliance with organizational standards.

Duties and Powers:
e Supervise and coordinate the work of mail and message distribution staff.
e Assign tasks, monitor workflow, and ensure timely delivery of mail and messages.

e Oversee the sorting, processing, and routing of incoming and outgoing correspondence and
packages.

e Maintain records of mail and message transactions, including tracking and reporting.

e Develop and implement procedures to improve efficiency and accuracy.

e Provide training, guidance, and performance evaluations for staff.

o Ensure compliance with organizational policies, confidentiality, and security standards.
e Coordinate with internal departments, courier services, and external agencies.

e Manage equipment and resources used in mail handling and distribution.

e Recommend improvements in distribution processes and operational practices.



