RHODES University

MAIL ROOM

There are two outside mail boxes; internal and external boxes.  Mail collected from these boxes are from the Rhodes Community.

Duties:

08h30 to 11h00: Mail is received and sorted, external mail is sorted and franked ,ready for delivery to the Post Office by 10h30. Incoming mail is collected from the Post Office at 10h30.
Mail collected from the Post Office is opened by two staff members to ensure proper control is exercised, and sorted according to groups, registered mail, priority mail and insured parcels are written up in a register, all other mail is placed into the departments pigeon holes for collection. Departmental mail is then collected by staff or messengers from 11h00 onwards. On occasion messengers from the departments collect mail at 15h00.

Mail Room Messengers each have their own delivery and collection points on a specified route. Certified mail delivered is signed for in a register, mail collected at the various offices is recorded in a book.  The mail is delivered to various destinations internally and externally and signed for at each point.

The mail received at the mail room is delivered to the above departments/offices twice a day and all outgoing mail is collected e.g. parcels, registered mail, priority mail, normal mail and insured parcels, which are signed for in a register.
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