HIDALGO COUNTY
County Commissioners 
Job Title:
Courier II


FLSA Status:
         Non-Exempt


Dept No:
115-017


Civil Service Status:
Non-Exempt


General Job Description:
Under the direction of the Commissioner’s Court Administrator, this position is responsible for running errands and for delivering mail or other packages to and from various County offices or locations. May perform clerical or other administrative or technical duties as assigned.
Examples of Work Performed: 
1. Picks up mail and delivers to offices within the Department of Budget and Management and to other County Offices or locations.
2. Collects and distributes supplies within and between departments in the administration building.

3. Takes packages or other documents between and within county buildings.

4. Operates a motor vehicle to complete or carryout assigned errands. 

5. Performs other duties as assigned. 

Minimum Qualifications:

1. High School diploma or equivalent.
2. Ability to follow verbal and written instructions.
3. Ability to maintain confidentiality as appropriate. 
 Certificates, Licenses, and Certifications:

1. Employee must have a current valid Texas Motor Vehicle Operator’s License and must have liability insurance.
2. Must be able to be insured by the County’s Insurance carrier.
 KSA’s (Knowledge. Skills, and Abilities):
1. Regular work attendance is essential.
2. Incumbent must arrive at work on time, prepared to perform assigned duties and work assigned schedule.

3. Must have the ability to work well with others.

4.  Must be able to perform the essential functions of the position in a safe manner.
DECISION MAKING – The duties and tasks of this position are simple and repetitive. Incumbent must make motor vehicle operation decisions to insure the safe and proper transportation of materials handled. Refers questions and problems to higher levels of authority. 
PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

While performing the duties of this job, the employee is required to talk or hear.  The employee is required to stand.    The employee is required to walk; sit; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or balance; stoop, and kneel. 
The employee must occasionally lift and/or move over twenty-five (25) pounds.  Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus.
WORK ENVIRONMENT:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. 

The noise level in the work environment is usually moderate.
SAFETY REQUIREMENTS:
Maintain physical condition appropriate to the performance of assigned duties and responsibilities which may include the following:

1. Sitting for extended periods of time.
2. Operating assigned equipment.
ACCIDENT PREVENTION PROGRAM:

Required to follow all departments’ safety regulations.
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