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Job Title:  Bulk Mailing and Bookings Coordinator 

Department:  Central Stores 

Reports To:  Manager 

Jobs Reporting: None 

Salary Grade: USG 6 

Effective Date: August 2023 

 

Primary Purpose 

The Bulk Mailing and Bookings Coordinator is responsible for coordinating UW services, day to day 
service offerings and invoicing and booking services for approved university spaces used by the university 
community.  The incumbent also operates the university bulk mailing house.  They are responsible for 
estimating, processing, and billing multiple projects for internal and external clients.  They deal extensively 
with vendors and Canada post to facilitate timely delivery of bulk mail items from campus.  
 

Key Accountabilities 

Bulk Mailing (Oversized and Letter mail) 

• Processes large volume mailings following Canada Post guidelines.  The Bulk Mailing and Bookings 
Coordinator will process over 1 million pieces of oversized mail per year. 

• Proficient with the Canada Post Electronic Statement of mailing program 

• Operates and performs minor maintenance on stuffing machines.  

• Provides direction and training on various insertion machines to staff and students assisting during 
high volume periods. 

• Processes non machinable items manually  

• Manages the University’s inventory of Stage 3s and view books for the registrar’s office.  These are 
distributed throughout campus and mailed to every high school in Canada.    

Confidential letter Insertion 

• Processes all hard copy checks, invoices, T4s, registrar refusals for the university community using 
a defined chain of custody to ensure confidentiality and prevent loss.  The BMS will process over 
100000 pieces of confidential mail per year.   

Bulk Mailing Machine Operator 

• The incumbent is responsible for the setup, operation and minor maintenance of multiple pieces of 
mail processing equipment.  Included are the PHL Office Mailer, Label-Aire print and apply, Neopost 
MemJet, Ilapak Poly Bagger, HS 65 Strapping Machine (2), Bantam Paper counter and 4 Surefeed 
inserters. 

• The incumbent is responsible for training and monitoring other staff and students on these machines 
during high volume times.  

Canadian Math Competition  

• Responsible for the processing of the Canadian Math Competition for mailing.  There are 7 different 
Math Competition mailings, each of which are unique and time sensitive.  Every order must be 
picked individually by hand, inserted, labelled and then matched to the corresponding shipping label.    

• Works extensively with the shipping coordinator to ensure packages arrive at their destination 
before contest deadlines.   

• Manages the math competition inventory.  

• Resolves labelling and packaging issues  
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Scheduling and Room Bookings 
• Coordinate the bookings of Registrar’s classrooms while following booking guidelines 
• Coordinate with UW Police to unlock and lock doors for evening/weekend bookings and 

communicate special bookings such as firepits and other outdoor spaces. Communicate specific 
concerns related to potentially high-risk bookings. 

• Coordinate with IST for electronic locks for weekend/special bookings 
• Liaise with Information Technology Management Services for Audio/Visual technician support 
• Liaise with Catering Services for catering of food/alcohol 
• Liaise with Computer Science for event bookings within Davis Centre 
• Liaise with Waterloo Undergraduate Student Association for student club bookings 
• Maintain bookings of conference rooms assigned to SRADM (Senior Administration) in Outlook 

calendar 
• Coordinate services for off campus bookings 
• Work with the Conference Centre in the booking of space during the conference season 

Inventory Control and Distribution 
• Manage the inventory of bookings items.  (white boards, tables, chairs etc) 
• Receive and process bookings requests for on campus events 
• Coordinate with Truck Section (Central Stores) to have items delivered and returned in a timely 
manner 
• Prepare cost estimates for invoicing and to follow up on outstanding accounts 
• Manage the purchase of inventory needs, either replacement or new offerings in conjunction 
with existing Central Stores procurement processes and approvals 

Customer Service 

• Commits to positive interactions with all customers and provides appropriate level of assistance 
regardless of situation or location. 

•  Ensures customer inquiries are handled in a professional, timely manner; and incases when 
customers should be redirected to other staff, the incumbent will ensure the redirection is complete 
and that the customer is not left without service 

 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required. 
 

Required Qualifications  
 

Education 

• Post-secondary preferred, grade 12 or equivalent experience. 

Experience 

• 3-5 years’ experience in a bulk mailing material management facility 

• Experience with Canada Post software and guidelines 

Knowledge/Skills/Abilities 

• Knowledge of space capacities and availability, university services, policies and procedures is 
required 

• Proficiency in MS Word and Excel 

• Knowledge of Canada Post regulations 

• Experience using Neopost Mail Metering Machine and NeoMas is an asset 

• Excellent written and verbal communication skills 

• Strong interpersonal and relationship-building skills 
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• Excellent organizational skills with the ability to prioritize to meet customer deadlines 

• Demonstrated ability to regularly lift up to 75 

• Proficient lift truck operator 

 
Nature and Scope  
• Contacts: High level of customer service with internal and external clients.  High level of interaction 

with Canada Post, equipment vendors and service technicians. The incumbent maintains excellent 
relationships with customers (staff, faculty, and students) to ensure positive positioning for the 
department. 

• Level of Responsibility: Needs to coordinate with multiple sections in Central Stores and 
departments on campus to ensure events are booked and items are in place. Mentors and trains staff 
and student assistants in  the safe operation of equipment within the bulk mailing area.  

• Decision-Making Authority: Estimates, pricing, daily and weekly prioritization of workload, according 
to customer and business unit deadlines. Sets timelines for deliveries and returns, while working within 
available inventory quantities   

• Physical and Sensory Demands: Must be able to lift up to 75 pounds.  Must be able to perform 
repetitive lifting.  The position requires high attention to detail in a distracting environment...   

• Working Environment: Mailroom based with limited exposure to the elements.    Must be able to 
meet constant deadlines, react quickly to changes in daily routine and work extended hours during 
peak times.  


