Credit Union of Denver

Job Description
Title:

Facilities Support Specialist (Part-Time)
Status:

Non-Exempt

Reports to:
Facilities Manager
Position Purpose:

To process incoming and outgoing US mail, UPS, FedEx and interoffice mail in an expeditious manner which will facilitate timely receipt by staff and credit union membership. To coordinate and ensure that an adequate inventory of credit union internal forms and other supplies remains available as needed. To maintain credit union buildings, grounds and other property directly or through vendors.
Essential Duties:

1. Sort, process and distribute both incoming and outgoing US mail, UPS, FedEx and interoffice mail in a timely and efficient manner. 
2. Drive company vehicle to post office and to CUD branches daily in order to distribute mail and other supplies. Drive company vehicle to accomplish other errands as necessary.
3. Maintain equipment logs and coordinate periodic maintenance for CUD vehicle, generator, copiers, fax machines and postage machine. 
4. Perform light building and grounds maintenance, including snow removal, on an as-needed basis.
5. Organize and box daily teller work, label boxes and input into secure database. Coordinate with CUD staff to identify records which need to be shipped to storage on a monthly basis. Coordinate retrieval of boxed records when requested by CUD staff.
6. Ensure company breakrooms are fully stocked with medical supplies, paper goods and coffee/tea products. Maintain inventory logs for products stocked in breakrooms and boardroom. Ensure timely orders for additional supplies.
7. Inspect lighting on a daily basis and replace burned out bulbs. Schedule required repairs as needed.
8. Maintain daily log of postage charges to LPL. Prepare monthly postage invoices for LPL.
9. Perform monthly inspections of fire extinguishers to ensure they are operational. Maintain inspection logs and schedule annual inspections.
10. Perform monthly elevator emergency phone checks and fire door procedures. Maintain log to comply with fire department requirements.

11. Review and approve weekly department supply orders ensuring adherence to CUD guidelines.
12. Monitor business reply mail account balances and timely requesting replenishment. Ensure annual fees for this service are timely submitted to post office.

13. Maintain current and up to date Facilities Department written job procedures. 
14. Maintain an inventory tracking system to ensure printed goods (forms, envelopes) are in sufficient supply and available to CUD departments. Ensure that product to be reordered meets current CUD marketing and ecommerce guidelines with regard to graphics.
15.  Perform periodic reviews to determine that CUD products are being ordered in the most cost effective manner. 
16. Responsible for compliance with the Fair and Accurate Credit Transactions Act (FACTA), the Bank Secrecy Act (BSA) and the Anti-Money Laundering Act, including monitoring for any illegal activity as it applies to this position.

Other Duties:

1. Continuously cross train with other Facilities Department positions to ensure smooth transitions during periods of absences or vacation by other team members.

2. Other duties as assigned.

Job Qualifications:
	Education:
	A high school education or equivalent.


	Work experience:
	One month to twelve months of similar or related experience. Computer experience required.


	Knowledge:
	Knowledge of postal procedures, office supplies, general maintenance/repairs, grounds maintenance, inventory control, web-based supply ordering, office machine/equipment operation.


	Skills and mental abilities: (with or without accommodation)
	Driving ability (valid driver’s license and motor vehicle driving record required), verbal and written communication skills, diplomacy and tact, PC skills using Microsoft Word, Excel and Outlook.


	Material and equipment used:
	PC, photocopiers, fax machine, telephone/voicemail system, automobile, 10-key calculator, equipment dolly, postal meter and scale.



	Work environment:
	Office, stock room, mailroom and automobile.



	Physical activity and abilities: 

(with or without accommodation)
	Requires manual coordination and vision to operate company vehicle, PC, and 

office equipment. Hearing necessary to receive and reply to vendors and 

employees. Ability to speak clearly in order to communicate with employees and vendors in person and on the telephone. Must be able to stand, stoop, reach, climb, and lift up to 50 lbs. Mobility needed to frequently move to areas within and outside of the facility.


Credit Union of Denver is an Equal Opportunity Employer.
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