	Unit Title: Handle mail

	URN: D/506/1813
	
	

	Credit Value: 3
	
	

	Level: 2
	
	

	

	
	Assessment Method
	Evidence Ref.

Page number, Method
	Assessor Decision 

Sign and Date

	You must be able to: 

	1. Understand how to deal with mail.

	1.1 Explain how to deal with “junk” mail.
	
	
	

	1.2 Describe what to do in the event of problems arising when dealing with incoming or outgoing mail.
	
	
	

	1.3 Describe how to operate a franking machine.
	
	
	

	1.4 Explain how to prepare packages for distribution.
	
	
	

	1.5 State organisational policies and procedures on mail handling, security and the use of courier services.
	
	
	

	1.6 Explain the process for reporting suspicious or damaged items in accordance with organisational procedures.
	
	
	

	2. Be able to deal with incoming mail.

	2.1 Sort incoming mail in line with organisational procedures.
	
	
	

	2.2 Distribute incoming mail and packages to the right people according to the agreed schedule.
	
	
	

	2.3 Deal with incorrectly addressed and “junk” mail in accordance with organisational procedures.
	
	
	

	3. Be able to deal with outgoing mail.
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	3.1 Organise the collection of outgoing mail and packages on time.
	
	
	

	3.2 Identify the best option for dispatching mail according to the required degree of urgency, size and value of the item.
	
	
	

	3.3 Dispatch outgoing mail on time.
	
	
	




Learner declaration of authenticity:


I declare that the work presented for this unit is entirely my own work.








Learner signature:							Date:





Assessor sign off of completed unit:


I confirm that the learner has met the requirements for all assessment criteria demonstrating knowledge and skills for this unit. 








Assessor name:








Signature:								Date:











