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SUMMARY

Results-driven Mail Processing Specialist with S+ years of experience in the Postal Service Worker field, possessing a strong
background in mail sorting, processing, and delivery. Proven track record of increasing efficiency by 25% and reducing errors

by 30% through process improvements and team collaboration.

SKILLS

Other Skills: Mail Sorting (90), Process Improvement (80), Team Collaboration (85), Time Management (90),

Customer Service (80)

EXPERIENCE
Mail Processing Specialist Jan 2018 - Present
US Postal Service New York, NY

Processed and sorted mail for delivery to residential and commercial customers, ensuring timely and accurate delivery. Collaborated

with team members to resolve issues and improve processes.

* Sorted and processed an average of 10,000 pieces of mail per day, achieving a 95% accuracy rate

* Implemented process improvements that increased efficiency by 20% and reduced errors by 25%

* Trained and mentored new employees, resulting in a 30% reduction in training time and a 25% increase in productivity

* Coordinated with other departments to resolve mail delivery issues and improve customer satisfaction

Mail Handler Jun 2015 - Dec 2017
FedEx Los Angeles, CA
Sorted and processed mail and packages for delivery to residential and commercial customers, ensuring timely and accurate delivery.
* Sorted and processed an average of 5,000 pieces of mail per day, achieving a 90% accuracy rate

* Assisted in the training and development of new employees, resulting in a 20% reduction in training time and a 15% increase in

productivity

* Collaborated with other departments to resolve mail delivery issues and improve customer satisfaction

PROJECTS

Mail Processing Efficiency Project Jan 2020 - Jun 2020
Project Lead

Developed and implemented process improvements to increase mail processing efficiency and reduce errors.
£

Microsoft Excel * Microsoft Access



EDUCATION

Bachelor's Jun 2015
University of California, Los Angeles Los Angeles, CA
Business Administration GPA:3.2
CERTIFICATES

Mail Processing Certification

US Postal Service
Jan 2018

Certification in mail processing and sorting

AWARDS

Employee of the Month
US Postal Service
Jun 2019

Award for outstanding performance and contributions to the team

LANGUAGES

English Spanish
Native Intermediate
STRENGTHS

Attention to Detail — Strong attention to detail, with a high level of accuracy in mail sorting and processing

Teamwork — Ability to work effectively in a team environment, with strong communication and collaboration skills

HOBBIES

Reading Hiking



