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Seasonal Mail Room Assistant 
 
Duties/Responsibilities: 

 Process incoming mail, boxes and packages and inform employees and 
departments of deliveries, using COVID safe practices; 

 Deliver all mail, boxes and packages to departments or individuals, using 
COVID safe practices;  

 Present a positive, efficient, professional and pleasant image of The Santa 
Fe Opera, by telephone and in-person, to the general public, staff, Board 
and contributors; 

 As back-up; answer in-coming telephone calls at the main switchboard, 
transferring calls to appropriate staff members 

 Administration: perform extensive data entry and reporting and as needed, 
create staff ID’s and car tags; 

 Maintain neat and organized workspace in the office area, copier room 
and mailroom. 

 
Education/Experience:  Any combination of education and experience providing 
the required skill and knowledge for successful performance would be qualifying.  
Typical qualifications would be: 

1). Diploma or equivalency degree from accredited high school with   
course work in business administration, theater, or a closely-related field;  
2). One (1) years’ experience performing responsible general mailroom, 
reception and administrative work. 

 
Knowledge:   

 Familiarity with mail room process, shipments and deliveries; 

 Experience in working with the public: customer service or reception; 

 Principles and practices of business administration and organization; 

 Experience in database entry. 
 

 
Skills: 

 Must be able to move large items and lift 10-40+ lbs;  

 Able to follow COVID safe practices at all times; wearing a mask and 
gloves the entire day, using sanitization products (sprays and devices) 
and cleaning areas (door handles, tables, computers, etc) and following 
COVID rules is required;  

 Ability to multi-task and conduct high-volume work. 

 Experience with data entry: accurate typing and word processing 
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 Experience in driving a small golf cart, using safety guidelines; 

 Clear communication, both verbal and written, with diverse audience; 

 Able to establish positive working relationships with variety of others. 
 
Hours/Restrictions:  Scheduled:  Monday – Friday 9:00 a.m. to 5:00 p.m.  
This is a seasonal, non-benefited, non-exempt position. 
  
The position will begin April 26– August 29, 2021. 


