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THE C OUN TY  OF S OLA NO
CLA SS  DESCRIP TI O N, 1999

C OU RI ER

D EFIN I TI ON 

U nder  gener al s upervision, provides  carr ier  and deliver y s er vices  for County departments ;
per for ms  r elated duties  as  r equir ed.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This class  is  char acter ized by the r es ponsibility to pick up and deliver supplies , mail and
equipment f or  County depar tments.  I ncumbents  ar e ass igned a specific s cheduled r oute, or
have a var ied s chedule, and may ass ist w ith mail s ervice and/or  s tor er oom tasks.  I t is
dis tinguis hed f r om the Inventor y Clerk by the latter’ s ass ignment of  maintaining, ver ifying,
and r esear ching exis ting s tock.

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. P rovides  carr ier  and deliver y s er vices ; picks  up equipment, s upplies  and/or  mail
( including cash, checks  and stamps)  and makes  deliver ies  to des ignated destinations ;
trans por ts  cash receipts to County Treas urer and/or  local banks  f or depos it.

2. P repar es  equipment and/or  supplies f or  deliver y; r etr ieves  and ins pects  items fr om
s torage; r ecords  dis bur sement in mas ter f ile; packs  items for  transpor t; loads  and
unloads vehicle; delivers  equipment and/or supplies  to des ignated destination.

3. M aintains inventor y r ecor ds; r ecords  incoming and outgoing equipment and supplies  in
mas ter  f iles; updates  mas ter  f ile as  new  or der s ar e r eques ted and received utilizing
establis hed guidelines; collects, s hreds  and dis pos es  of  conf idential documents.

4. P repar es  outgoing depar tment mail; s or ts , w eighs , aff ixes pos tage and makes  deliver ies 
to Pos t Of f ice; sorts  and deliver s inter off ice mail and supplies by motor ized electric car t
or motor ized vehicle.

5. Receives , unpacks and s helves mater ials and equipment; ver if ies  accuracy and
condition of mater ials received; recor ds  and/or repor ts  discr epancies/damage in
s hipments; fills  r equis itions w ith items  fr om stor eroom; maintains  clean and orderly
s torer oom.
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6. Assembles, moves, and makes minor repairs on equipment as necessary; moves,
replaces and exchanges desks, lights, filing cabinets and other standard office
equipment; maintains or directs maintenance of equipment.

7. Operates a van to deliver materials.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

H igh s chool diploma or GED  pref er red; supplemented by two ( 2) months previous  w ork
exper ience that demonstrates  poss es s ion of and competency in the r equis ite knowledge and
abilities.

K NO WLEDG E/A BI LI TIES

K nowledge of local ar ea s treets .

S kill in dr iving in urban and r ur al ar eas  in var ious types  of  w eather and tr af fic conditions.

A bility to read and inter pret r oad maps; lift and move heavy items ; or ganize and pr ior itize
w or k ass ignments ; per form routine s ervicing of  delivery vehicles; plan dr iving r outes  to
meet delivery s chedules ; adjus t ass igned route and schedule to increas e eff iciency in
courier ser vice; communicate ef fectively both verbally and in w riting; maintain accur ate
r ecor ds and document actions  taken; es tablish and maintain cooper ative working
r elationships ; demons tr ates tact and diplomacy; maintain conf identiality of  infor mation;
ass emble, r epair  and/or  ar range f or  the ass embly and repair of of f ice equipment.

S PECI A L REQ UI REM EN TS 

P os ses sion of  or  ability to obtain a valid Class  I I I Calif or nia dr iver ’ s license is  r equir ed.

S UP PLEMENTA L IN F ORMA TIO N

I ndependent travel is  r equir ed.
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ADA COMPLIANCE

Physical A b ilit y: Tasks involve the ability to exert very heavy physical effort in very
heavy work, typically involving some combination of climbing and balancing, stooping,
kneeling, crouching, and crawling, and the lifting, carrying, pushing, and/or pulling of
heavy objects and materials (up to 100 pounds) and occasionally very heavy items (100
pounds or over).  Tasks may also include the ability to operate a motor vehicle that
maintains physical requirements as established by the California Department of Motor
Vehicles and complies with the Americans with Disabilities Act.

S en sory Req uirem en ts : S ome tas ks require visual per ception and dis cr imination. Some
tasks require oral communications ability.

Environm en t al Fact ors : Tasks may risk exposure to temperature extremes, smoke, dusts,
pollen, wetness/humidity and traffic hazards.

________________________
Human Resources Director

________________________
Date

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act, Solano County w ill provide r easonable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations with the employer .


