Clerk Upgrades Coming in March

Effective March 18, 2006 all Air Records Processors, PS-05 will be
upgraded to Level 6, all TACS Time and Attendance Clerks, PS-05 will be
upgraded to Level 6 and all Ramp Clerks, PS-06 will be upgraded to Level
7. In addition, all Bulk Mail Clerks, PS-05 will be upgraded to Level 6 Bulk
Mail Clerk.

None of the incumbents who hold duty assignments under these position
descriptions will have their duty assignments reposted since the upgrades
were part of a negotiated and ratified extension to the Collective Bargaining
Agreement.

Affect of Bulk Mail Clerk Upgrade on Window Clerks

Their Standard Position Description states that a Bulk Mail Clerk “accepts,
classifies, and computes the chargeable postage on second- or third-class
mail matter or both.”

Bulk Mail Clerks, who normally work in Bulk Mail Acceptance Units, must
attend a three-week training and testing regimen at the Academy in Norman,
Oklahoma in order to become the successful bidder.

The Postal Service has also recognized in its Business Mail Acceptance
Training for Associate Offices Study Guide Course #23201-09 that “there
are thousands of Postal Workers whose duties and responsibilities
include the acceptance of business mailings but who are not required to
attend the Academy.”

The Standard Position Description of all Sales and Services
Associates(SSA), PS-05, Sales, all Services and Distribution
Associates(SS&DA), PS-05 and all Lead Sales and Services
Associates(LSSA), PS-06 states they “may verify presort and bulk
mailings of all classifications, computing and maintaining on a current
basis mailers’ credit balances.”

Effective March 16, 2006, any employees who performs these duties will be
performing Level 6 work when they accept and verify business mailings.



The Postal Service and the Clerk Division entered into a series of Questions
and Answers on how to apply the National Agreement after the effective
date of the upgrade in order to preclude grievances over higher level work
assignments and to provide for the establishment of mixed duty assignments
with work in two separate pay levels.

The Q& A was signed on January 3, 2006 and states that any employee who
performs the duties of bulk mail acceptance must be compensated at the PS
Level 6 rate.

The parties also agreed that while upgrades for SSAs and SS&DAs will not
be automatic as they are for Bulk Mail Clerks, they have also agreed that
“(ELM), Section 233.3 contains the criteria regarding mixed duty
assignments. Those criteria must be applied to determine if a particular
duty assignment should be abolished and the newly created duty
assignment posted at Level 6.”

The ELM at Part 233.3 requires that a duty assignment be posted at the
higher level, in this case Level 6 either:
e “when a full-time employee is regularly scheduled every
workday” to perform the higher level bulk mail duties, or:
¢ “when a full-time employee . .. performs the work of two separate
positions in different grades . .. on intermittent days . . . the
employee is placed in the position in which more than 50 percent
of the time is spent. If the time is equally divided, the employee is
placed in the higher grade position.”

Simply put, if the SSA is accepting bulk mailings on a daily basis,
regardless of the amount of time spent daily, the duty assignment should be
posted as a newly established Level 6 LSSA.

If the SSA is accepting bulk mailings intermittently, but at least 20 hours per
week, the duty assignment should also be posted as a newly established
Level 6 LSSA.

If the SSA is accepting bulk mailings intermittently but less that 20 hours
per week, they should be paid higher level pay for time actually spent on the
bulk mailings.



The parties further agreed in the Q&A that when these duty assignments are
upgraded by application of 233.3 of the ELM they “will be upgraded to the
position of Lead Sales and Services Associate, Level, PS-06.”

Training

The parties also agreed in the Q& A for employees who work in a Bulk Mail
Unit that, as in the past, all Bulk Mail Clerks must attend and pass the two-
week Bulk Mail Academy Training Program in Norman, Oklahoma. In
addition “employees who relieve [in Bulk Mail Acceptance Units] ... are
also required to take this core training program in its entirety.” In
addition, “for the purposes of this training program a relief assignment
is an assignment in which handling business mail in a relief capacity is
indicated in the bid posting.”

For employees not working or relieving in a Bulk Mail Acceptance Unit but
are performing bulk mail acceptance duties 20 or more hours per week they
must also attend the Bulk Mail Academy Program in Norman.

If they are working less than 20 hours per week with bulk mailings they are
to receive the eight full hours of training described in the Business Mail

Acceptance Training for Associate Offices Course 23201-09. This training
may be either self-taught or instructor led. There is no pas/fail examination.

Posting

It is incumbent upon all locals to look closely at all window duty
assignments to ensure that clerks are compensated at Level 6 when they are
performing bulk mail acceptance duties. It is also imperative to ensure that
when upgrades to Level 6 are indicated by application of 233.3 of the ELM
the newly created Level 6 duty assignments are posted for bid. It is
important to remember that senior employees did not have an opportunity to
bid on these higher level duty assignments and some may want an
opportunity to increase their pay level for retirement of other purposes.
Posting a duty assignment for bid is nothing but the contractual application
of seniority and nothing is more important to a Union the seniority for its
members.



Updated Questions and Answers

Bulk Mail Clerk PS-5
To
Bulk Mail Clerk PS-6

Position Description Upgrade

Mixed Duty Assignments

1) Will the existing Bulk Mail Clerk, PS-5, position description be upgraded to the
position of Bulk Mail Clerk, PS-6, or to the position of Bulk Mail Technician, PS-6, as a
result of the 2005 extension to the 2000-2003 National Agreement between the USPS
and APWU dated September 12, 2005.

The Bulk Mail Clerk, PS-5, position description will be upgraded to Bulk Mail
Clerk, PS-6, effective March 18, 2006.

2) Will the duty assignment of employees encumbered in the Bulk Mail Clerk, PS-5,
position description, be posted for bid as a result of the upgrade?

No. Employees encumbered in Bulk Mail Clerk, PS-5, duty assignments will be
upgraded fo Bulk Mail Clerk, PS-6.

3) Do Sales & Services Associates, PS-5; Sales, Services & Distribution Associates,
PS-5; and Lead Sales & Services Associates, PS-6, perform bulk mail duties?

Although bulk mail duties are contained in each of these position descriptions,
not all incumbents in duty assignments with these position descriptions perform
bulk mail duties. Dependent upon the specific duty assignment, some of the
incumbents may be performing bulk mail duties. These position descriptions
currently state, “May verify presort and bulk mailing of all classifications,
computing and maintaining on a current basis mailers’ credit balances.”

4) Will the duty assignment of clerks encumbered under Sales & Services Associate,
PS-5; and Sales, Services, & Distribution Associate, PS-5 positions; be automatically
upgraded to PS-67

No. Employee and Labor Relations Manual (ELM), Section 233.3, contains
criteria regarding mixed duty assignments. Those criteria must be applied to
determine if a particular duty assignment should be abolished and the newly
created duty assignment posted at Level 6.

“Updated March 2006~ 1



5) Will the position of PS-5 clerks encumbered in duty assignments containing relief
duties for Bulk Mail Clerk, PS-6, be automatically upgraded to PS-6?

No. Employee and Labor Relations Manual (ELM), Section 233.3, contains
criteria regarding mixed duty assignments. Those criteria must be applied to
determine if a particular duty assignment should be abolished and the newly
created duty assignment posted at Level 6.

6) What are the criteria for upgrade and pay regarding mixed duty assignments?

Employee and Labor Relations Manual (ELM), Section 233.3, contains criteria
regarding mixed duty assignments. Those criteria must be applied to determine
if a particular duty assignment should be abolished and the newly created duty
assignment posted at Level 6.

7) When an upgrade to PS-6 is appropriate in accordance with Section 233.3 of the
ELM, to what PS-6 position will the former PS-5 position be upgraded?

Duty assignments which meet the criteria in the ELM will be upgraded to the
position of Lead Sales & Services Associate, PS-6.

8) Will a position which is upgraded as a mixed duty assignment be reposted?

Yes, it will be reposted as a newly established duty assignment. It is newly
established because the duty assignment is posted under a different position
description. Article 37.3.A.9 does not apply in this instance. The PS-5 duty
assignment which was upgraded would be abolished.

9) What type of Bulk Mail Training is required for Bulk Mail Clerk, PS-6, or those
employees who relieve this position?

Management Instruction EL-720-2000-6, “Business Mail Academy Training
Program requires senior bidders for Bulk Mail Clerk duty assignments “attend
training and ultimately qualify for the position.”

Language in the step 4 decision dated January, 9, 1997, Case # FOOC-4F-C
96018356 would apply. That language states, “Employees who relieve any of
the above positions are also required to take this core training program in its
entirety.”

The current core training program is found in Management Instruction (M[)
EL-720-2000-6, “Business Mail Academy Training Program.” This Ml also states
“For the purposes of this training program a relief assignment is an assignment in
which handling business mail in a relief capacity is indicated in the bid posting.”

“Updated March 2006” 2



10) What type of Bulk Mail Training is required for those employees not working or
relieving in a Bulk Mail Acceptance Unit, but who are working in a Lead Sales & Services
Associate, PS-6 duty assignment, and who normally performs bulk mail acceptance
duties on an ad hoc basis less than 20 hours per week?

By nature, the duties are normally on an ad hoc basis and not near the frequency
of that of a Bulk Mail Clerk, PS-6. Language in the step 4 decision dated
January 9, 1997, Case # F90C-4F-C 96018356 would apply. That language
states, “Employees who are assigned bulk mail acceptance duties on an ad hoc
basis should be trained according to their assignments and need not take the
entire core.” The current training program is “Business Mail Acceptance Training
for Associate Offices”, Course Number 23201-09, which is intended to be 8 full
hours in length. The course may be either self-taught or instructor led. There is
no pass/fail examination.

11) What type of Bulk Mail Training is required for those employees not working or
relieving in a Bulk Mail Acceptance Unit, but who are working in a Lead Sales & Services
Associate, PS-6 duty assignment, and who normally performs bulk mail acceptance
duties 20 or more hours per week on an ongoing basis?

Language in the step 4 decision dated January, 9, 1997, Case # FO0C-4F-C
96018356 would apply. See question and answer #9 above.

The current core training program is found in Management Instruction (Ml)
EL-720-2000-6, “Business Mail Academy Training Program.”

12) What type of Bulk Mail Training is required for those employees in a Sales &
Services Associate, PS-5; or Sales, Services, & Distribution Associate, PS-5 duty
assignment, when the employee performs bulk mail duties?

By nature, the duties are on an ad hoc basis and not near the frequency of that of
a Bulk Mail Clerk, PS-6. Language in the step 4 decision dated January 9, 1997,
Case # FO0C-4F-C 96018356 would apply. That language states, “Employees
who are assigned bulk mail acceptance duties on an ad hoc basis should be
trained according to their assignments and need not take the entire core.” The
current training program is “Business Mail Acceptance Training for Associate
Offices”, Course Number 23201-09, which is intended to be 8 full hours in length.
The course may be either self-taught or instructor led. There is no pass/fail
examination.

13) Will the upgrade to PS-6 apply when an office currently has a Lead, Sales &
Services Associate, PS-67 ‘

Not if the LSSA is performing the bulk mail duties. However, any other upgrade

will depend on whether a duty assignment held by another employee meets the
mixed duty assignment criteria found in the ELM.
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14) Could more than one employee in an office qualify for the upgrade to PS-67

Normally the bulk mail duties would be assigned to one employee. However, any
other upgrade would depend on whether the duty assignment held by other
employees meet the mixed duty assignment criteria found in the ELM.

15) At what pay level will an employee be compensated, when performing the duties of
bulk mail acceptance, but who does not meet the criteria for a mixed duty assignment or

position upgrade?
Lead Sales & Services Associate, PS-6.

16) If an Installation has a Bulk Mail Unit, will employees in stations and branches of that
Installation be upgraded?

Not normally, as bulk mail in those offices should normally only be accepted at
the Bulk Mail Unit. However, it would depend on whether the duty assignment
held by other employees meet the mixed duty assignment criteria found in the
ELM.

17) Do the duty assignments of employees accepting bulk mail at Convenience Deposit
Points qualify for upgrade under the ELM mixed duty assignment language?

No. These offices are only an intake point and Bulk Mail Duties are not being
performed.

18) QUESTION: Can management assign bulk mail acceptance duties to a mail
processing clerk?

Yes. If a mail processing clerk performs bulk mail acceptance dufties, the
criteria in ELM 233.3 should be applied to determine whether the clerk
should receive higher level pay only when performing the duties or whether
a mixed-level duty assignment should be posted as Level 6 Bulk Mail Clerk.
If the duty assignment is posted as Level 6 Bulk Mail Clerk the procedures
described in Question and Answers Number 8 above shall apply. The mail
processing clerk duties would be allied duties and the senior bidder should
be given the appropriate bulk mail training.

This Question and Answer does not set a precedent for any purpose and may not be
used or cited in any forum or for any purpose other than enforcement of its terms.

Kimber A. Proud Mike Morris

Labor Relations Specialist Assistant Director, Clerk Division
Contract Administration (APWU) American Postal Workers

U.S. Postal Service Union, AFL-CIO

Date 3/2?/ /oé
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Job Evaluation 2333
Bargaining Unit Positions Covered by a National Agreement

c. After final approval, returns the PS Form 820 to the initiating office, with
copies to the area and district Human Resources managers for field or
area request, as appropriate.

233 Evaluation of Bargaining Unit Positions

2331 Purpose

Effective evaluation requires a clear understanding of the position duties,
responsibilities, and work requirements. Careful description of the position
ensures that employees receive equal pay for substantively equal work.

2332 Basis for Position Evaluation

Comparison of a position’s duties, responsibilities, and work requirements to
key position descriptions serves as the only basis for evaluation. Specifically,
the following factors determine final ranking:

a.  Difficulty of the work to be performed.

b. Degree of responsibiiity to be exercised.

c. Scope and variety of tasks involved.

d.  Conditions under which the work is performed.

The following factors do not affect the position evaluation:
a. The incumbent's knowledge, skills, abilities, or previous position title.
b.  Designation of the register from which the employee will be selected.

2333 Criteria for Evaluating Mixed Assignments
Criteria for evaluating mixed assignments are as follows:

a.  Regularly Scheduled to Two Positions on a Daily Basis. When a
full-fime employee is scheduled every workday to perform the work of
two separately defined positions in two different grades, the employee
is placed in the position of the higher grade. The duties of the lower
grade position, while included in the work assignment, represent extra
duties in relation to the official position and do not affect the pay grade
of the employee.

b.  Regularly Scheduled on Intermittent Days in Two Positions. When a
full-time employee is regularly scheduled on intermittent workdays to
perform the work of two separate positions in different grades, the
employee is placed in the position in which more than 50 percent of the
time is spent. If the time is equally divided, the employee is placed in
the higher grade position.

c. Regularly Scheduled on Intermittent Days to More Than Two Positions.
When a full-time employee is scheduled on intermittent days to perform
the work of more than two positions in different grades, and less than
50 percent of the time is spent in a single position, the total work
assignment of the employee is separately defined as a position and
ranked in an appropriate grade.

ELM 17.5, November 27, 2003 31



234

Job Evaluation
Gther Bargaining Unit Positions

d.  Regularly Scheduled to Perform Work in Two or More Positions in the
Same Grade. When a full-time employee is regularly scheduled to
perform the work of two or more positions in the same salary grade, the
employee is assigned to the position in which more than 50 percent of
the time is spent. If the work is evenly divided between two positions, or
if less than 50 percent of the time is spent in a single position, the work
assignment of the employee is separately defined and an appropriate
title is assigned.

234 Appeals

Employees with positions covered by a coliective bargaining agreement may
grieve the salary level, title, or identification of their positions through the
agreement’s grievance-arbitration procedures.

240 Other Bargaining Unit Positions

To establish or change bargaining unit positions that are not covered by
agreements between the Postal Service and the American Postal Workers
Union; National Association of Letter Carriers; National Rural Letter Carriers
Association; and National Post Office Mail Handlers, Watchmen, Messengers
and Group Leaders requires submission of a narrative request or PS Form
820. Any questions regarding these position evaluations should be directed
o Customer Requirements.

250 Position Reviews

32

To ensure proper position identification and proper evaluation of position
duties and responsibilities, Customer Requirements or other appropriate
officials in management may review any position at any time by
correspondence or onsite interview. These officials may direct appropriate
action to correct improper position evaluation or identification.

ELM 17.5, November 27, 2003
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Unatep Stares Posta Service
475 U'Eneant PLaza SW
Wasringron DC 20260

January 9, 1997

Mr. James P. McCarthy

Assistant Director

Clerk Craft Division

American Postal Workers Union, AFL-CIO
1300 L Street, N.W,

Washington DC 20005-4128

Re: F90C-4F-C 96018356
Class Action
Sunnyvale CA 94086-9998

Dear Mr. McCarthy:

On December 19, 1996 we met to discuss the above captioned grievance at the fourth
step of our contractual grievance procedure.

The issue in this case involves whether management violated the National Agreement,
when they allegedly failed to provide required training for bid position number 3107.

After reviewing this matter, we mutually agreed that no national interpretive issue is
presented in this case.

The parties at this level agree the Standard Mail Classification Training Program is
apolicable to the training of employees who relieve or function on an ad hoc basis as
bulk mail clerks. The Administrator's and Instructor's Guide, Development Series*TD-
179A, January 1995, states in pertinent part:

“Employees who relieve any of the above positions are also required to take this core
training program in its entirety. Employees who are assigned bulk mail acceptance
duties on an ad hoc basis should be trained according to their assignments and

need not take the entire core.”

Accordingly, we agreed to remand this case to the parties at Step 3 for application of
the Standard Mail Classification Training Program based on the fact circumstances.

Please sign and return the enclosed copy of this decision as your acknowledgment of
agreement to remand this case.



Time limits at Step 4 were extended by mutual consent.

Sincerely,

fice San Jose ames P. McCarthy” %
abor Relations Specigiist Assistant Director

Grievance and Arbitration Cletk Craft Division
American Postal Workers
Union, AFL-CIO

Date: /’/77 4 /9 7
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Use of Training Materials

These training course materials are intended to be used for training purposes only. They
have been prepared in conformance with existing USPS policies and standards and do not
represent the establishment of new regulations or policies.

Copyright 2004 by the United States Postal Service, Washington DC 20260-4215

All rights reserved.
No part of this publication may be reproduced in any form or by any means without
permission, in writing, from Employee Resource Management

Certain parts of this publication may contain copyrighted materials from other sources the
reproduction of which for this specific training use has been interpreted not to exceed the
fair use clause of the copyright regulation (Ref. 371.5 ASM)



A Commitment to Diversity

The Postal Service is committed to fostering and achieving a work
and learning environment that respects and values a diverse
workforce. Valuing and managing diversity in the Postal Service
means that we will build an inclusive environment that respects the
uniqueness of every individual and encourages the contributions,
experiences and perspectives of all people.

It is essential that our work and learning environments be free from
discrimination and harassment on any basis.

In our classrooms, on the workroom floor, in casual conversation
and in formal meetings, employees and faculty are asked to
encourage an open learning environment that is supportive to
everyone.

Course materials and lectures, classroom debates and casual
conversation should always reflect the commitment to safety and
freedom from discrimination, sexual harassment and harassment
on any prohibited basis.

EAS training staff has a professional obligation to provide a safe,
discrimination free and sexual harassment free learning
environment. Instructors are expected to support this commitment.
Class participants are asked to support the goal of zero tolerance of
behavior that violates these commitments.

If you find course material that is presented in the classroom or in
self-instructional format that does not follow these guidelines,
please let an instructor know immediately.

If classroom discussions do not support these principles please
point that out to the instructor as well.

Diversity is a source of strength for our organization. Diversity
promotes innovation, creativity, productivity and growth, and
enables a broadening of existing concepts.

The Postal Service’s policy is to value the diversity of our
employees, customers and suppliers, to do what is right for our
employees and the communities we serve, thereby ensuring a
competitive advantage in the global marketplace.
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Introduction

In order to qualify for the positions of Bulk Mail Clerk, Bulk Mail
Technician, and Mailing Requirements Clerk, bidders must attend and
successfully complete the Business Mail Academy. The Academy is
conducted at the National Center for Employee Development in Norman,
Oklahoma. Participants learn the essentials of accepting and verifying
business mailings.

In addition to the positions listed above, there are thousands of Postal
workers whose duties and responsibilities include the acceptance of
business mailings but who are not required to attend the Academy. This
training program — Business Mail Acceptance Training for Associate
Offices (23201-09) — is intended for them. Specifically, it is intended for
Postal workers in small offices who accept mailings consisting of fewer
than 10,000 pieces. Such mailings might be presented at the window by a
church or by a local grocery, for example.

This course consists of a study guide and video . It can be administered
either as self-study or as instructor-led. Due to the complexity of some of
the material, an instructor is recommended. Also, whenever possible the
training from this course should be reinforced by on-the-job training. All
or parts of On-The-Job Training for Bulk Mail Clerks (23501-09) can be
used for this purpose.

The Video and the Study Guide are designed to supplement each other.
They are to be used in the following sequence:

e View Part 1 of the Video

e Complete Modules 1 through 4 in the Guide

o Complete the Midpoint Exercise in the Guide

e View Part 2 of the Video

e Complete Module 5 in the Guide

e View Part 3 of the Video

e Complete Modules 6 and 7 in the Guide

e View Part 4 of the Video

e Complete Modules 8 and 9 in the Guide

e View Part 5 in the Video

The intended length of the program is eight full hours. The timing and
length of any breaks are left up to the participant and/or the instructor.
Instructors are welcome to add or substitute alternative learning activities
as they see fit. Finally, the student will need a calculator, and it is

recommended that a Domestic Mail Manual, including Quick Service
Guides, be kept handy for reference.



STD POSITION DESCRIPTION U. S. Postal Service

BULK MAIL CLERK, PS-05

FUNCTICONAL PURPOSE

Accepts, classifies, and computes the chargeable postage on
second- or third-class mail matter or both.

DUTIES AND RESPONSIBILITIES
1. Determines the correct classification on second- and third-
class and all other mail matter mailed under a permit,
computes the postage to be charged, and determines if
sufficient deposit has been made by the mailer to cover the
cost of mailing.

2. Completes the necessary reports and submits them to the
accounting unit.

3. Maintains records of permit holders, deposits, withdrawals,
and miscellaneous information incident to the processing of
second- and third-class matter.

4. Accepts and makes simple distribution of second~ and third-
class mail.

5. Accepts precancelled and metered matter mailed in bulk
quantities, and verifies if proper postage has been paid. 118

6. Advises customers as to proper mailing procedures.

7. In addition, may perform any of the following duties:
accept other classes of mail and receipts for such matter,
if necessary; separate and distribute mail; open and dump
sacks and pouches; provide service at a public window.

SUPERVISION
Supervisor of unit to which assigned.
SELECTION METHOD
Senior Qualified
BARGAINING UNIT
CLERK
KEY POSITION REFERENCE

KP-0013

(End of Document)

Document Date: 11-02-94 Occupation Code: 2320-15XX
SPD Number: SP-2044
Page: 1l



STD POSITION DESCRIPTION U. S. Postal Service

SALES AND SERVICES ASSCCIATE, PS-0S

FUNCTIONAL PURPOSE

Performs 2 variety of sales and customer support services for products. Maintains pleasant
and effective public relations'with customers and others requiring a general familiarity
with postal laws, regulations, and procedures commonly used.

DUTIES AND RESPONSIBILITIES

1. Pperforms any variety of sales and customer services at a retail window such as
maintaining sufficient inventory of and selling stamps, stamped paper. other retai}
products and services and may use 3 computerized system, accepting and delivering
packages and accountable mail: issuing and cashing foreign and domestic postal money
orders; accepting and responding to customer claims and inquiries., and providing
information to the public regarding postal regulations.

2. Provides sales and customer service support by greeting customers and explaining store
Jayout; determiming special interests and referring to sales and promotional programs;
offers assistance in product selection: provides special assistance: and answers

- customer inquiries when needed.

3. Provides product and service information to customers, including informing customers
regarding special offers:; suggestive selling related merchandise; promoting products
based on customer needs. Provides additional information regarding product features

and services,
4. Handles and processes customer purchases and returns relating to products and services
and may use a point of sale system. Assists customers with transactions.

5. Maintains appearance of store by setting up. arranging. and replenishing displays and
merchandise racks: ensures display and selling areas, work stations, and storage areas

are presentable to customers.

6. Conducts product inventories by counting items on hand; attaches and removes security
devices; accounts for items on display: and verifies and records sales floor inventory
and shrinkage. Brings inventory discrepancies and shrinkage reports to the attention

of the appropriate supervisory presence.

7. May verify presort and bulk mailings of all classifications, computing and maintaining
on a current basis mailers’ credit balances.

8. Checks and sets post office stamp-vending machines and postage meters.

9. Rents post office boxes. receives rental payments, conducts reference checks, and
completes related foras.

10. In addition, may assign and clear accountable items and distribute mail as required.

SUPERVISION

Supervisor, Customer Services, or other supervi sor/designee.
(Continued on Next Page)

Document Date: 09-21-99 Occupation Code: 2320-0001



STO POSITION DESCRIPTION U. S. Postal Service

SALES AND SERVICES ASSCOCIATE, PS-05

SELECTION METHOD (Continued from Previous Page)

BARGAINING UNIT

CLERK

(End of Document)
Document Date: 09-21-99 Occupation Code: 2320-0001

Page: 2



BARGAINING UNIT QUALIFICATION STANDARD 2320¢ Page 1 of 2

BARGAINING UNIT QUALIFICATION STANDARD
2320c
(2320-0001) SALES AND SERVICES ASSCCIATE-LEVEL 5

DOCUMENT DATE: September 1, 2000

FUNCTION:

Performs 8 variety of saies and customer support services for products. Maintains pieasant and effective public
retations with customers end others requiring a geners! familiarity with postal laws, regulations, and procedures
.commonly used.

SCRIPTION OF WORK:
Ses the Standard Position Description for the Ocoupation Code given above,

REQUIREMENTS:

This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to satisfectority perform
the tasks of the position. Applicants must demonstrate that they possess a sufficient level of each KSA 1o include
at least minimum competency for senior-qualified positions to enable them to perform these taskes satisfactorily.
Applicants demonstrate thess levels by describing exemples of experience, sducation, ot raining, any of which
may be non-postal. Ratings are based on the demonstration of the jevel of possession of each of the KSAs.
Failure to demonstrate any KSA is disqualifying.

1. Ability to sell products and services includes providing timely and courleous customer service, persuasive
selling to customer needs, providing produd! information, cresting/maintaining an aesthetically pieasing
retell environment and completing sales transactions.

2. Ability to work and deal with people sufficient 10 work cooperatively and interact positively with customers,
co-workers, as well a8 analyzing and responding approprialely to unique customer or-coworker situations,
This includes exercising courlesy and self-control {o provide good appropriate customer servios in order to
accomplish established goals of the functional area.

3. Ability to communicate orally refers o expressing spoken ideas or facts clearly and logically when
answering questions, giving instructiong, and providing information,

4, Ability 1o perform basic mathematicel computations refers ta performing besic calculations such.ag
addition, subtraction, multiplication, and division with whole numbers, fractions and decimals.

5. Knowledge of financial procedures such as the terminalogy, materials, techniques, and procedures used in
mainteining accurate records of disbursements, receipts and other financial information and loss
prevention.

6. Abllity to follow instructions refers 1o comprehending and executing either spoken or written instructions of
directions sufficient 1o perform work assignments, foliow procedural directions or instructions either with or
without direct supervision.

7. Ablilty to identify and analyze problems by gathering information from both oral and written sources and
develop an appropriate course of action to resolve the situation.

8. Ability to use technology-based business equipment, such as calculation equipment or computers sufficient
1o process customer iransadtions, input deta, and produce numeric and written reports.

9. Ability to safely perform the duties common to the position.

EXAMINATION REQUIREMENTS:

When filled internally, this position usually invoives a deferment period during which the senior bidder is provided
appropriate combinations of lraining, lesting, and practical demonstration of ebility to perform in the actusl
position. Sequencing of examinations is as follows:

To be dedared the senior bidder (or applicant in training) and begin training, the bidder {(applicant) mist
successfully complete:
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Tast 470, Configuration 1
IRAINING REQUIREMENTS:

Applicants who qualify end are seiecled under this standard will be reguired to complete prescri ini
satisfeclorily, piete prescribed training

PHYSICAL REQUIREMENTS:
Applicant must be physically able to perform efficiently the duties of the position.

Bagk
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STD POSITION DESCRIPTION U. S. Postal Service

SALES, €ERVICES AND DISTRIBUTION ASSOCIATE, PS-05

FUNCTIONAL PURPOSE

Performs distribution and a variety of sales and customer support services for products.
Maintains plessant and effective public relations with customers and others requiring a
general familiarity with postal laws, regulations, and procecures commonly used.

DUTIES AND RESPONSIBILITIES

1. Pperforms any variety of salas ind customer services at a retail window such as
maintaining sufficient invontory of and selling.stamps, Stamped paper, other retat]
protucts and services and may use & computerized system, accepting and delivering
packages and accountable mail; issuing and ceshing foreign and domestic postal money
orders: accepting and respanding to customer claims and {nquiries, and providing
informetion to the public regarding postal regulations.

2. Provides sales and customer service support by greeting customers and explaining store
layout; determining special interests and referring to sales and promotional prograns:
offers assistance in product selection: provides special assistence; and answers
customer inquirtes when needed.

3. Provides product and service information to customers, intluding informing customers
regardi ng-spectal ‘of fers: suggestive selling related merchandise; promoting: products
pased on customer needs. Provides additiomal inforfmation regarding produtt features
and services.

4. Handles and processes cuStomer plirchases anxd returns relating to procicts and services
and may use a point of sale system, Assists customers with transactions.

5. Maintains appesrance of store by setting up, arranging, and replenishing displays and
nerchandise racks: ensures dispiay and selling areas, work stations. snd storage aveas
sre presentable to custosers.

6. Conducts product inventories by counting items on hand; sttaches and removes sequrity
devices; accoimts for itess on display; and verifies and records sales Tloor inventory
and shrinkage. Brings inventory discrepancies and shrinkage reports to the sttention
of the eppropriate supervisory presence.

7. May verify presort and bulk mailings of sl classifications, computing and maintaining
on @ current basis mailers’ credit balances.

8. Checks and sets post office stamp-vending machines and postage meters.

9. Rents post office boxes, receives rental paments. conducts reference checks, and
completes relsted forss.

10. In addition, may assign and clear accountazble items.

11. Distributes primery and one or more secondary schemes of incoming mail by deltvery
point based on a knowledge of the distribution scheme established for the office,
branch or station.

(Continued on Next Page)
Document Date: 09.21-99 SPD Number: SP-2001 Occupation Code: 2320-0003
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STD POSITION DESCRIPTION U. S, Postal Service

SALES, SERVICES AND DISTRIBUTION ASSOCIATE, PS-05

12, Distributes prinary and ond SPUIBHEISLEBRAErSViONERER Y outgoing mail for cispatch
based on knowledee of current distribytion schemes.

13. May perform additional duties such as: meintain records of mails: face and cancel mail:
make emergency carrier relays: label and tie out mail for dispatch and other related
duties for distribution.

SUPERVISION

Supervisor. Customer Services, or:other-supervisor/designee.

SELECTION METHOD
BARGAINING UNIT
CLERK
(End of Document)
Document Date: 09-21-99 SPD Number: SP-2001 Occupation Code: 2320-0003

Page: 2



BARGAINING UNIT QUALIFICATION STANDARD 2320d Page 1 of 2

BARGAINING UNIT QUALIFICATION STANDARD
2320d
(2320-0003) SALES, SERVICES AND DISTRIBUTION ASSOCIATE~LEVEL §

DOCUMENT DATE: September 1, 2000
FUNCTION:

Performs distribution and a variety of sales and customer support services for products. Maintains pleasant and
effective public relations with customers and others requiring 8 general familiarity with postal laws, regulations,
and procedures commonly used,

RESCRIPTION OF WORK:
See the Standard Position Description for the Occupation Code given abave.

REQUIREMENTS:

“This section is composed of Knowledge, Skiiis, and Abliities (KSAs) which are required to satisfactorily perform
the tasks of the position. Applicants must demonstrate thet they possess g sufficient level of each KSA, to indude
at least minimum competency for senlor-qualified positions to enable them 1o perform these tasks satisfactorily.
The KSAs are demonstrated by successful completion of tests and specified training, unless otherwise noted.
Failure to demonsirate any KSA Is disqualifying.

1. Ability io sell producls and services inciudes providing timely and courleous customer servioe, persuasive
selling to customer needs, providing product information, creating/maintaining an aesthetically pleasing
retail environment and completing sales transactions.

2. Ability to work and des! with people sufficient to work cooperativaly and interact positively with customers,
co-workers, a3 well as anglyzing and responding appropriately to unique customer or cowtrker situations.
This Includes exercising courtesy and seif-control 10 provide good appropriate customer service in-order o
accomplish established gosls of the functional area,

3, Ability to communicaie orally refers 10 expressing spoken ideas or facts clearly and logically when
answering questions, giving instructions, and providing infarmetion. .

4. Ability to perform basic mathematical computations refers to performing besic calculations such as
addition, subtraction, muitiplication, and division with whole numbers, fractions and decimals,

5. Knowledge of financial procedures such as the terminology, materials, techniques, and procedures used in
maintaining accurate records of disbursements, receipts and other financial information and joss
prevention,

6. Abiity to foliow instructions refers {0 comprehending end executing either spoken-or written instructions or
directions sufficlert o perform work assignments, follow procedural directions or instructions either with or
without direct supervision.

7. Ability o idenlify and analyze problems by gathering information from both oral and written-sources and
develop an appropriate course of action to resolve the situation.

8. Adility fo use technology-based business equipment, such as calculation equipment.or. computers sufficient
to process customer ransactions, input data, and produce numeric and writlen reports.

9. Abiiity to sefely perform the duties common to the position.

EXAMINATION REQUIREMENTS:
Whaen flled internally, this position usually involves a deferment period during which the senior bidder is pravided
appropriate combinations of training, testing, and practical demonstration of ability to perform.-in the actual
position. Sequencing of examinations is as follows: To be declared the senior bidder (or applicant in training) and
begin training, the bidder {(applicant} must successfully complete:

Test 470, Configuration 1

TRAINING REQUIREMENTS:

bttp://blue.usps.gov/hrisp/ser/documents/bquis/q2320d.htrn 2/20/01



BARGAINING UNIT QUALIFICATION STANDARD 2320d Page 2 of 2

Applicants who qualify and are selecled under this standerd will be required to complete prescribed training
satisfactorily.

P IREM .
Applicant must be physically able to perform efficiently the duties of the position.

Back
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STD POSITION DESCRIPTION U. 8. Postal Service

LEAD SALES & SERVICES ASSOCIATE, PS-06

FUNCTIONAL PURPOSE

Performs a variety of sales and customer support services for
products including stamps, stamped paper, postal caxds,
philatelic products, and special promotional items; with or
without direct supervision. May work alone or provide technical
direction to one or more clerks assigned to sales activities, and
reviews their work for accuracy.

DUTIES AND RESPONSIBILITIES

1. Maintains a comprehensive working knowledge of regulations
ruling, policy, and procedures relating to all phases of
retail services. Provides technical guidance to retail
employees assigned to the unit, informing them of changes

. or clarifications in policies, procedures, operations or
regulations.

2. Forecasts and maintains a separate stamped inventory to
£ill regquisitions submitted by unit clerks.

3. Prepares daily consclidated funds under local bank deposit
procedure; prepares and maintains unit accounting records
of retail activities.

4. Conducts or witnesses transfers of fixed credits between
employees as required, assisting in the physical count of
stock. Reviews fixed credits periodically and recommends
adjustments if necessary. Examines and insures the
integrity of security containers assigned to employees for
the storing of their fixed credit and reports lack of
conformity with security regulations.

5. Maintains an adequate supply of waterials required for the
operation of a retail unmit.

6. Accepts and verifies applications for redeemed stawps and
stamped paper. Prepares and submits necessary stock for
destruction.

7. In accordance WwWith the directives of the supervisory
presence, plans, directs, organizes and monitors retail
related programs/projects and the work of people to weet
unit goals, including coordinating and scheduling work
hours. Supplies leadership necessary to secure a customer
friendly environment, encourages professional appearance
and work habits to accomplish effective and pleasant
customer relationships.

(Continued on Next Page)
Document Date: 09-20-99 Occupation Code: 2320-0004
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STD POSITION DESCRIPTION U. 5. Postal Serxrvice

LEAD SALES & SERVICES ASSOCIATE, PS-06

8.

9.

10.

11.

iz.

13.

14.

15.

16.

17.

Instructs and aé&f&té’&‘i?&x?f&%f’r&?ﬁf&%é’é%ﬂ correct

financial and retail sales procedures.

Performs any variety of sales and customer services at a
retail window such as maintaining sufficient inventory of
and selling stamps, stamped paper, other retail products
and services and may use a computerized system, accepting
and delivering packages and accountable mail; issuing and
cashing foreign and domestic postal money orders; accepting
and responding to customer claims and ingquiries, and
providing information to the public regarding postal
regulations.

Provides sales and customer service support by greeting
customers and explaining store layout; determining special
interests and referring to sales and promotional programs;
offers assistance in product selection; provides special
assistance; and answers customer inquiries when needed.

Provides product and service information to customers,
including informing customers regarding special offers;
suggestive selling related merchandise; promoting products
based on customer needs. Provides additional informatiom
regarding product features and services. :

Handles and processes customer purchases and returns
relating to products and services and may use a point of
sale system. Assists customers with transactions.

Maintains appearance of store by setting up, arranging, and
replenishing displays and merchandise racks; ensures
display and selling areas, work stations, and storage areas
are presentable to customers.

Conducts product inventories by counting items on hand;
attaches and removes security devices; accounts for items
on display; and verifies and records sales floor inventory
and shrinkage. Brings inventory discrepancies and
shrinkage reports to the attention of the appropriate
supervisory presence.

May verify presort and bulk mailings of all '
classifications; computing and maintaining on a current
basis mailers’ credit balances.

Checks and sets post office stamp-vending machines and
postage meters.

Rents post office boxes, receives rental payments, conducts
reference checks, and completes related forms.

{Continued on Next Page)
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STD POSITION DESCRIPTION U. 8. Postal Serxrvice

LEAD SALES & SERVICES ASSOCIATE, PS-06

18. In addition, maf%’ggééﬁle&frﬂﬁffegégﬁﬁxgﬁgfé items and

distribute mail as required.

SUPERVISION
Supervisor, Customer Sexvices, or other designated supervisor.

SELECTION METHOD

BARGAINING UNIT

CLERK

(End of Document)
Document Date: 09-20-99 Occupation Code: 2320-0004
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Document Q2320¢ Dated June 30, 2001 Page 1 of 2

BARGAINING UNIT QUALIFICATION STANDARD
2320e
(2320-0004) LEAD SALES AND SERVICES ASSOCIATE-LEVEL 8

DOCUMENT DATE: June 30, 2001
FUNCTI

Performs a variety of sales and customer support services for products-including stamps, stamped paper, postal
cards, philatelic products, and special promotional tems; with or without direct supervision, May work alone or
provide technical direction to one or more clerks assigned to sales activities, and reviews their wark for accuracy.

DESCRIPTION OF WORK,
See the Standard Position Description for the Occupstion Code given above.

REQUIREMENTS:

This section is composed of Knowledge, Skills, and Abilities (KSAs) which sre required o satisfaclorlly perform
the tasks of the position. Applicants must demonstrate that they possess & sufficient level of each KSA, 10 indude
at least minimum compelency for senior-qualified positions to enable them 1o perform these tasks- satisfaciorily.
The KSAs are demonstrated by successful completion of tests and specified training, unless otherwise noted,
Failure to demonstrate any KSA is disqualifying.

1. Ability to sell products and services includes providing timely and courteous customer service,
persuasive sefling to customer needs, providing product information, cresting/maintaining an
pesthetically pleasing retail environment and compleling sales transactions,

2. Abiltty 1o work and desl with people sufficient 1o work cooperatively and interact positively with
customers, co-workers, as well 28 analyzing and responding appropriately to unique customer or
coworker situations. This includes exerdising countesy and self-control 1o provide good-appropriate
customer service in order 1o accomplish established goals of the functional area.

3. Abllity to communicate orally refers to expressing spoken ideas or facts clearly and logically
when answering questions, giving instructions, and providing information,

5i computations refers to-performing basic calculations such
as addmon, subtractaan mumphcaﬂm and division with whole numbers, fractions and decimals.

5. Knowledge of financial procedures such as the terminology, materials, techniques, and
procedures used in maintaining accurate records of disbursements, receipts and other financial
information and loss prevention,

6. Ability to foliow instructions refers to comprehending and executing elther spoken or writlen
instructions or directions sufficient to perform work assignments, folow procedural directions or
instructions either with or without direct supervision,

7. Ability to identify and analyze problems by gathering information from both oral and written

sources and develop an appropriate course of action to rescive the situation.

8. Abllity 1o coordinale. sufficient 1o open, run and close a retall posial cutiet. Includes planning and
organizing the work of a small group of employees to achisve unit goals,

; pes equipment, such as calculation equipment or
compmens sufﬁmem to prooess oustomer trensactions, Input data, and produce numeric and writien

reponts.

http://bluc.usps.gov/hrisp/ser/documents/bquis/q2320c:htm 7/20/01



Document Q2320e Dated June 30, 2001 Page 2 of 2

10. Ability to safely perform the dutles commeon 1o the position,
EXPERIENCE REQUIREMENTS:
Applicants must have a minimum of one year of experience in a window position {window clerk, distribution and
window dierk, distribution, window snd markup clerk, saies and services associate, sales, services and
associate) providing a comprehensive knowledge of postal regulations, rulings, policy, and procedures relating to

window work. This experience must have demonstrated the applicant’s ability to give clear and concise
instructions to other employees and to work independently.

EXAMINATION REQUIREMENTS:

When filled internally, this position usually involves a delerment period during which the senior bidder is provided
appropriate combinations of training, testing, and practical demonstration of abllity to parform.in-the actual
position. Sequencing of examinations is as follows:

To be declared the senior bidder (or applicant In iraining) and begin training, the bidder (applicant
successfully complete: Test 470, Configuration 1. (applicant) must

TRAINING REQUIREMENTS:

Applicants who qualify end are selected under this standarg will be required to complete cribed
her Ay piete pres training

EHYSICAL REQUIREMENTS:
Applicant must be physically able 1o perform efficiently the duties of the position.

Back
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BARGAINING UNIT QUALIFICATION STANDARD
2300
(2320-15XX) BULK MAIL CLERK--LEVEL 5
(2345-15XX) CLAIMS AND INQUIRY CLERK--LEVEL 5
(2345-32XX) MAILING REQUIREMENTS CLERK-LEVEL §

DOCUMENT DATE: December 31, 1990

FUNCTION:

Butk Mail Clerk: Accepts, classifies, and computes the chargeable postage on second- or third-
class mail matter or both.

Claims and Inquiry Clerk: Performs clerical work involved in the claims and inguiry functions of
the post office, where the claims work does not reach the level of difficulty and responsibility
represented by Key Position 17 and the inquiry work relates to domestic mail.

Mailing Requirements Clerk: Performs basic nonsupervisory work in regard to matters of mail
classification, mailability, rates, methods of mailing, fees and special services, and other related
phases of postal laws and regulations; participates in local revenue protection program.

DESCRIPTION OF WORK:

See the Standard Position Descriptions for the Occupation Codes given above.

REQUIREMENTS:
This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to
satisfactorily perform the tasks of the position. Applicants must demonstrate that they possess a
sufficient level of each KSA, to include at least minimum competency for senior-qualified positions
to enable them to perform these tasks satisfactorily. Applicants demonstrate these levels by
describing examples of experience, education, or training, any of which may be non-postal.
Ratings are based on the demonstration of the level of possession of each of the KSAs. Failure to
demonstrate any KSA is disqualifying.
1. General

B-4. Ability to work without immediate supervision.

B-9. Safetly in performance of duties common to the position.

B-10. Ability to maintain records and prepare reports.

B-11. Ability to perform effectively under the pressures of the position.

B-22. Ability to perform basic arithmetic computations.
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Qualification Standard 2300

Bulk Mail Clerk—Level 5 (2320-15XX)

Claims and Inquiry Clerk—-Level 5 (2345-15XX)
Mailing Requirements Clerk—Level 5 (2345-32XX)
Document Date: December 31, 1880

B-39. Ability to operate office machines such as calculator, adding machine, duplicating
machine, or any other office equipment as appropriate to the position.

B-44. Ability to personally resolve problems of a routine nature.

B-46. Ability to analyze, explain, and apply laws, regulations, rulings, and procedures to the
work to be performed.

B-53. Ability to work with others.

B-58. Ability to deal with the public in a polite, courteous, and professional manner.
Special

Knowledge of postal regulations and services affecting individuals, groups, and busines$
organizations (which may include such matlers as postage rates, mail classification, mailing

permits, special postal services, indemnity claims, proper preparation of letters and packages
and admissibility of matter to the mails).

EXAMINATION REQUIREMENTS:

1.

Applicants must meet, or have met, the examination requirements of Postal Service Test 470,
Configuration 1.

Applicants for Mailing Requirements Clerk must demonstrate the ability to key dataon a
computer terminal at a rate of 25 correct lines within five minutes. This must be demonstrated
by successful completion of Postal Service Test 714 at the low standard. Certificates of
proficiency are not acceptable.

Applicants for Bulk Mail Clerk and Mailing Requirements Clerk positions must successfully
complete the appropriate training program and examination.

In accordance with section 142 of this handbook, local management may require applicants
for Claims and Inquiry Clerk positions to demonstrate the ability to key data on a computer
terminal at a rate of 25 correct lines within five minutes. This must be demonstrated by
successful completion of Postal Service Test 714 at the low standard. Certificates of
proficiency are not acceptable.

PHYSICAL REQUIREMENTS:

Applicant must be physically able fo perform efficiently the duties of the position.

ADDITIONAL PROVISIONS:

1.

For some positions, the waork requires a particular background of experience or fraining,
knowledge of particular types of mail operations, or possession of a particular skill. Selective
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Qualification Standard 2300

Bulk Mail Clerk—Level 5 (2320-15XX)

Claims and Inquiry Clerk—Level 5 (2345-15XX)
Mailing Requirements Clerk—Level 5 (2345-32XX)
Document Date: December 31, 1990

placement may be used to fill those positions which require such experience, training, or skill;
for example, knowledge of a language other than English.

2. When a particular duty assignment requires the operation of any motor vehicle, applicants
must have a valid state driver's license, and demonstrate and maintain a safe driving record.
Applicants must pass the Postal Service road test to show the ability to safely drive a vehicle
of the type used on the job.

3. Applicants for Bulk Mail Clerk--Level 5 must be physically able to perform effectively the
duties of the position including the ability to lift mail sacks weighing up to 70 pounds.
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UNITED STATES

POSTAL SERVICE.

Management Instruction

BUSINESS MAIL ACADEMY
TRAINING PROGRAM

PURPOSE

This instruction informs officers, executives, and managers at Head-
quarters, areas, and districts about the policy for use of the Business
Mail Academy Training Program, which replaced the Standard Mail
Classification Training Program and its accompanying qualifying exam
called Postal Service Test 480 that were discontinued February 11,
2000.

This new training program changes the process in which senior bidders,
or senior bidders for relief assignments, attend training and ultimately
qualify for the following positions:

1. Bulk mail clerk.

2. Bulk mail technician.
3. Mailing requirements clerk.

Note: Forthe purposes of this training program, a reliefassignment
is an assignment in which handling business mail in a relief
capacity is indicated in the bid posting.

Policy

General

The Business Mall Academy Training Program supersedes all existing
programs for training employees entering these positions and is the only
training program that may be used. The program is in accordance with
the Employee and Labor Relations Manual (ELM) 15, 720, and applica-
ble provisions of Article 37 of the USPS / APWU National Agreement.

Management Instruction EL-720-2000-6

Date September 18, 2000
Effective Immediately
Number EL-720-2000-6
Obsoletes EL-730-85-3
Unit Employee
Development

27

vonne Maguire
Vice President

Employee Resource Management
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Deferment Period

Article 37 allows senior bidders for these positions to be deferred from
permanent assignment until they have successfully completed compo-
nents 1 through 6 listed below. The deferment period begins with the
identification of the senior bidder and ends when the results of Postal
Service Test 427 (component 6) are received.

Description

The Business Mail Academy Training Program consists of seven com-
ponents listed in the left-hand column below. These components are
addressed in the Business Mail Academy Training Program Administra-
tor’s Guide (course number 57601-02) and are to be provided in the
order given. Qualified bidders will attend on-the-job training (component
7).

Is Is Is component
component | component | required for
What required for | required for | mailing Where is the
component | bulk mail bulk mail requirements component

is offered? | clerk? technician? | clerk? administered?

1. | Working in Required Required Required Locally
Business

Mail Entry: A
Job Preview
for Clerks

(video)

2. | Postal Local option | Local option | Required Locally
Service Test
714, Data
Entry

3. | Introduction | Required Required Required Locally
to Business
Mail Entry

4. | Postal Required Required Required Lorally
Service Test
425,
Business
Mail Entry
Unit

5. | Business Required Required Required National Center
Mail for Employee
Academy Development

(Norman, OK)

6. | Postal Required Required Required National Center
Service Test for Employee
427, Development
Business (Norman, OK)
Mail
Academy
7. | On the Job Required, Required, Required, but Logally
Training for | but not for but not for not for
Business qualification | qualification | qualification
Mail
Academy
Graduates

Management Instruction EL-720-2000-6



Application

Any employee identified as senior bidder, or a senior bidder for relief
assignmenlt, thalis assigned to the following positions must successfully
complete the first 6 components listed above to qualify for the job.

Employee Level Occupational Code
Bulk mail clerk PS-5 2320-15xx

Bulk mail technician PS-6 2320-28xx

Mailing requirements clerk PS-5 2345-32xx

Mailing requirements clerk PS-6 2345-32xx
Exceptions

An employee identified as the senior bidder is deemed already qualified
if any one of the following statements is true:

a.

The employee’s “live record” indicates that he/she is qualified in
accordance with Article 37.1.L of the National Agreement.

The employee has successfully completed the (now-obsoleted)
Standard Mail Classification Training Program and passed Postal
Service Test 480 (now obsoleted) within the last 5 years.

The employee has successfully completed the Business Mail
Academy Training Program and passed Postal Service Test 427
within the last 5 years.

The employee has held a relief bid assignment for a bulk mail
clerk position, mailing requirements clerk position, or bulk mail
technician position within the last 5 years.

If any of the above exceptions are true, the senior bidder need not
requalify. He or she may be required to attend brush-up training in
accordance with Article 37.1.M and with the Brush-Up Training Memo-
randum of Understanding of the National Agreement, paragraph I1.G.

Management Instruction EL-720-2000-6
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