
 
 
Position: Mailroom Clerk (Part-time) 
Location: Northampton, MA 
Compensation: $9 per hour 

Hours: Part-time position averaging 20 hours per week with additional hours required 
during peak times of the year 

 

About CISabroad 

CISabroad, the Center for International Studies, is a study abroad organization based in 
Northampton, MA dedicated to developing and promoting unique study abroad 
opportunities for students. CISabroad works in the following countries: Australia, China, 
Costa Rica, Czech Republic, Ecuador, England, France, Ghana, Ireland, Italy, Mexico, New 
Zealand, Peru, Scotland, Spain, South Africa, Thailand and USA-Hawaii. We are a known for 
our culturally engaging programs, high quality of service, affordable pricing and our 
sustainable mission.  Learn more about us at www.cisabroad.com. 
 

Position Description 
 

The Mailroom Clerk supports the mission and growth of CISabroad and it’s affiliate 
organizations by coordinating the mailings to ensure that materials are delivered promptly 
while maintaining a reliable system for identifying inventory needs.  
 

The Mailroom Clerk will strive to maximize efficient use of resources while simultaneously 
eliminating errors of under-inventorying.  The Mailroom Clerk works directly under the 
Office Manager, under the direction of the Office Coordinator.  This position supports 
CISabroad’s mailroom operations as well as other partners’ operations.  The Mailroom 
Clerk is responsible for: 
 

 Ensure successful, on-time delivery of materials 
 Monitor organized inventory and request orders as needed 
 Maintains database of addresses to minimize shipping errors 
 Coordinates mailings to consolidate shipments 
 Trains seasonal help on operations, as needed 
 Other duties as assigned 

 

Key Skills 
 Exceptional verbal and written communication skills 
 Outgoing and energetic personality 
 Able to work independently 
 Strong listening skills 
 Good manual dexterity 
 Ability to pay attention to detail 
 Strong organizational skills 

http://www.cisabroad.com/


 
 

 Dependable 
 Wicked awesome sense of humor 

Position Requirements  

 High school diploma 
 Time studying, traveling or living overseas, a plus 
 Ability to stand for long periods of time, and lift up to 75 pounds 

Work Environment 

 Historic building located in the heart of Northampton- right off of Main Street and 
down the street from Smith College (on bus line.) 

 Fun, interactive, dynamic environment 

Application and selection process 

Please submit the following as your application:  
 Resume 
 Cover letter indicating relevant skills, experience, motivation for applying, and if you 

like dogs 
 Two professional, personal or academic references 
 Work availability 

 

Completed applications should be sent jobs@cisabroad.com with ‘Your New Mailroom 
Clerk’ in the subject line. Qualified candidates will be contacted for an interview.  
 

mailto:jobs@cisabroad.com

