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CITY OF GLENDALE 
 
TITLE: Courier  CLASS CODE: 104 
 
REPORTS TO: Management Assistant GRADE: 13  
 
DEPARTMENT: Library  FLSA: N 
 
JOB SPECIFICATION DATE: July 1, 2005 bwg  
 

 
JOB SUMMARY: 
 
Transports books, mail, materials, cash deposits, and supplies between the main library, branch 
libraries, and city hall on a daily basis and to other libraries throughout the valley on an as-needed 
basis. 

 
ESSENTIAL FUNCTIONS: 
 
1. Operates an automobile, small truck or delivery van to transport books, mail, cash deposits, 

materials and supplies to designated facilities on a daily basis. 
2. Runs postage for overdue notices, publicity mailings and interlibrary loan books and 

materials. 
 
SECONDARY FUNCTIONS: 
 
3. Performs light building maintenance duties, including checking tables, cabinets and lights for 

any items needing repair; assemble furniture and equipment. 
4. Performs other related duties as assigned. 
 
KNOWLEDGE, SKILLS, ABILITIES: 
 
Knowledge of: 

 
Principles and practices of safe motor vehicle operation; traffic laws, ordinances, and rules 
involved in motor vehicle operation; 
Geography of the community. 
 

Ability to:   
Drive a 3/4 ton utility van according to Arizona law. 
Lift and carry crates filled with books.  
Assemble and/or move library furniture and equipment.  
Operate the postage machine.  
Conduct light building maintenance, including checking tables, cabinets, and lights for any 
items needing repair. 
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WORKING CONDITIONS: 
 
Seldom sedentary and includes walking or moving.  Work sometimes involves climbing 
elevations; requires moderate muscular exertion and lifting. 
Moderate exposure to dust, grease, noise, inclement weather, temperature extremes and unpleasant 
but not hazardous odors. 
 
MINIMUM QUALIFICATIONS: 
 
A high school diploma or GED certification, and one (1) year experience operating motor vehicles 
heavier than ordinary passenger vehicles and performing light building maintenance. 
Any equivalent combination of training and experience, which provides the required knowledge, 
skills, and abilities, is qualifying. 
 
SPECIAL REQUIREMENTS: 
 
Valid Arizona driver’s license and acceptable driving record. 
 


