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	Assist in handling mail

	Successful assessment of the unit proves that the learner has achieved the national occupational standard to assist in handling mail
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Assist in handling mail


This unit is about assisting with checking, sorting, distributing and despatching incoming or outgoing mail or packages.
This unit has three outcomes:
Outcome 1

Know how to receive, distribute and collect mail or packages to meet organisational procedures
Outcome 2

Know how to identify and refer problems
Outcome 3
Be able to assist with receiving, distributing and collecting mail or packages
You will use the following specific skills:

•
Checking

•
Decision making

•
Prioritising

•
Problem solving
Assist in handling mail


Evidence
This space is to record the evidence you need to do to complete this unit. The criteria that you should be able to complete are within the learning outcomes.
	No.
	Method*
	Summary of evidence or 
portfolio reference
	Assessor initials

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Photocopy if required
*Assessment method key: O Observation; PD Professional discussion; Q Questioning; WP Work product; WT Witness testimony; Oth Other
Be able to assist with receiving, distributing and collecting mail or packages (Outcome 3)
	What you must do


	You must show that you can perform consistently to the same standard. This will be assessed by your assessor using various methods which must include observation of your performance.

	Shaded numbers must be observed

	1

	2

	3

	4


	1
	Assist with: 
				
	a) receiving and checking mail or packages

	(
	(
	(
	(

	b) sorting incoming mail or 

packages
	(
	(
	(
	(

	c) identifying and referring unwanted junk mail or damaged items

	(
	(
	(
	(

	d) identifying and referring suspicious items

	(
	(
	(
	(

	e) distributing mail

	(
	(
	(
	(

	f) collecting and sorting outgoing mail

	(
	(
	(
	(

	2
	Refer any problems to the appropriate colleague, if appropriate

	(
	(
	(
	(


	
	
	


	What you must know

	Evidence for this section can be collected in a variety of ways. Your assessor will discuss with you how to collect and record this information.

Know how to receive, distribute and collect mail or packages to meet organisational procedures (Outcome 1)
Ref.
Describe the purpose of receiving, distributing and collecting mail or packages within agreed timescales

State organisational procedures for receiving, distributing and collecting mail or packages

K1  K
State the names, roles and locations of individuals and teams to whom mail is distributed




	Know how to identify and refer problems (Outcome 2)
	Ref.

	K2  K
	State the problems that may occur with mail and packages
	

	K3 
	State when to refer problems
	


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	



