
UNIVERSITY OF SOUTHERN CALIFORNIA

Director, Mailing and Material Management Services (MMMS)

Job Code: 155035

OT Eligible:

Comp Approval:

Directs day-to-day operations of Mailing and Material Management Services (MMMS) business 
units. Directly or indirectly manages all MMMS staff, and determines organizational structure, 
reporting relationships, and short- and long-term goals. Designs and maintains MMMS policies, 
procedures and performance standards. Develops and manages department budgets and makes 
resource allocation decisions. Responsible for maintenance and optimization of automated and 
manual equipment, vehicle fleet, and systems required to facilitate operations.

JOB SUMMARY:

JOB ACCOUNTABILITIES:

*E/M/NA % TIME

No

2/27/2020

______ Directs day-to-day operations of Mailing and Material Management Services 
(MMMS) business units: mail sortation and distribution, storage management, 
material management and distribution, retail sales of postal and shipping products, 
and sustainable management/sales of excess university property. Sets protocol 
and standards for accounting and customer service, and is responsible for 
operational efficiency and process improvements across the organization.

______

______ Responsible for maintenance and optimization of automated and manual 
equipment, vehicle fleet, and technology, ensuring system currency and efficiency. 
Develops and manages department budgets and makes resource allocation 
decisions. Directs the development, marketing, and promotional strategies for 
MMMS retail and services. Creates innovative business solutions while proactively 
developing and managing cross-functional relationships to enhance MMMS 
services.

______

______ Responsible for MMMS warehouse operating model design, process flow and 
capacity. Directs MMMS service delivery, logistics and productivity reporting to 
reduce the number of touch points for customer mail/materials. Designs short- and 
long-term strategies and training, ensuring optimal levels of productivity, safety, 
regulatory compliance, and customer service. Develops and maintains MMMS 
policies, procedures and standards. Implements cost-reduction measures service 
changes as necessary.

______

______ Directly or indirectly manages all MMMS staff and determines organizational 
structure, reporting relationships and short- and long-term goals based on 
established service goals. Oversees the performance evaluations process for all 
MMMS staff, creating avenues for exchanging and analyzing feedback.

______

*Select E (ESSENTIAL), M (MARGINAL) or NA (NON-APPLICABLE) to denote importance of 

each job function to position.

Performs other related duties as assigned or requested.  The university reserves 
the right to add or change duties at any time.

EMERGENCY RESPONSE/RECOVERY:

Essential: No
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JOB QUALIFICATIONS:

SIGNATURES:

Employee: _____________________________________  Date:_____________________________

Supervisor: ____________________________________  Date:_____________________________

The above statements are intended to describe the general nature and level of work being 

performed.  They are not intended to be construed as an exhaustive list of all responsibilities, 

duties and skills required of personnel so classified.

The University of Southern California is an Equal Opportunity Employer

In the event of an emergency, the employee holding this position is required to 
“report to duty” in accordance with the university’s Emergency Operations Plan 
and/or the employee’s department’s emergency response and/or recovery 
plans.  Familiarity with those plans and regular training to implement those 
plans is required.  During or immediately following an emergency, the employee 
will be notified to assist in the emergency response efforts, and mobilize other 
staff members if needed.

Yes

Supervises:  Level:

Manages through multiple layers of subordinate supervisors.

Supervises employees and/or student workers.

Minimum Education:

Bachelor's degree

Combined experience/education as substitute for minimum education

Minimum Experience:

7 years

Preferred Education:

Master's degree

Preferred Experience:

10 years

Minimum Field of Expertise:

Management experience. Seven years’ experience in logistics and material management, 
with some in a management/leadership role. Demonstrated experience leading an 
organization in large, complex environments. Exceptional written and oral communication 
skills, and demonstrated attention to detail. Proven success in cross-functional 
collaborations. Demonstrated interpersonal skills, able to maintain professional demeanor 
and remain courteous in all interactions.


