
 

 

CITY OF NICHOLASVILLE 

POSITION DESCRIPTION 

 

Class Title:   Courier 

 

Dept/Div:  Administration/General Government 

 

Supervisor: City Clerk 

 

Supervises:   None 

 

Grade:  20 

 

Class Characteristics:  Under general direction, serves as 

courier for the city; receives, sorts and delivers mail for 

all departments; answers phone at City Hall; assist other 

departmental personnel as assigned or requested; performs 

related work as required. 

 

General Duties and Responsibilities: 

 

 Essential: 

 

 1. Receives, sorts and delivers mail and internal 

memorandums to all departments; picks up and delivers 

outgoing mail to post office. 

 2.   Picks up and delivers parts, supplies, and other 

purchases as scheduled or requested. 

 3.   Picks up and delivers documents as requested. 

 4.   Makes scheduled stops at court house, City 

Attorneys office, banks, etc, to pick up or deliver 

documents, licenses, supplies, etc. 

 5.   Responsible for licensing all City owned 

vehicles. 

 6.   Answers phone at City Hall as scheduled or 

needed; answers phone for other departments as requested. 

 7.   Goes to other buildings/offices and assists when 

requested. 

 8.   Accompanies administrative personnel with bank 

deposits daily. 

 9.   Assists in safety requirements for all 

departments as needed. 

    10.   Inspects fire extinguisher for safety. 

 

 Non-essential:  Reports for duty during inclement 

weather, breaks in utility services, etc. 

   



 

 

MINIMUM QUALIFICATIONS 

 

Training and Experience:  Graduation from high school or 

equivalent supplemented by two years related work 

experience. 

 

Special Knowledge, Skills and Abilities:   

 

  Knowledge: 

 

 1.   Knowledge of City government departments, offices 

and personnel. 

 2.   Knowledge of City operations. 

 3.   Knowledge of City streets. 

 4.   Knowledge of City ordinances, rules and 

regulations. 

 5.   Knowledge of modern office terminology, 

practices, procedures and equipment. 

 6.   Knowledge of safety requirements in operating 

vehicle during all weather conditions. 

 7.   Basic knowledge of safety policies. 

 8.   Knowledge of where and when to pick up documents, 

how to handle documents after they are picked up, and where 

to deliver the documents. 

 

 Skills: 

 

 1.   Communication skills. 

 2.   Skill in working with personnel throughout the 

City government. 

 

 Abilities: 

 

 1.   Ability to work with personnel throughout the 

City government, personnel throughout County government, 

vendors, etc. 

 2.   Ability to assist the public with general 

questions. 

 3.   Ability to carry out assignments without 

supervision. 

 4.   Ability to establish and maintain effective 

working relationship with officers and employees, and the 

general public. 

 5.   Ability to establish priorities. 

 6.   Dependable, self-confident, honest and available. 

 

ADDITIONAL INFORMATION 



 

 

 

 Instructions:  Instructions are somewhat general; many 

aspects of work are covered specifically, but must use some 

of own judgment. 

 

 Processes:  Must occasionally consider different 

courses of action, or deviate from standard procedures, to 

get job done. 

 

 Review of Work:  Completed work is generally not 

reviewed. 

 

 Analytical Requirements:  Problems require analysis 

based on precedent. 

 

 Physical Requirements of the Job:  Work is typically 

performed indoors sitting at a desk or table; must lift 

object weighing more than 25 pounds as a requirement of the 

job. 

 

 Tools and/or Equipment Used:  Vehicle, general office 

equipment (telephone, printer, copier, etc.). 

 

 Contacts:  Frequent public and internal contacts 

requiring tact and diplomacy are requirements of the job.  

This position requires handling confidential city funds and 

finances, therefore applicant must not posses a criminal 

conviction for theft or crimes against persons. 

 

 Confidential Information:  Regular use of confidential 

information is a requirement of the job. 

 

 Mental Effort:  Moderate 

 

 Interruptions:  Frequent 

 

 Special Licensing Requirements:  Must posses and 

maintain a valid drivers license issued by the Commonwealth 

of Kentucky. 

 

 Certification Requirements:  None 

 

 Additional Requirements:  None 

 

 Overtime Provision:  Non-exempt 
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