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. IMPLEMENTATION CRITERIA ’

In implementing clerk-mail handler work assignments, no

postai installation shall increase the number of employees
solely as a result of this instrﬁction. Furthermore, all
actions taken relative to implementation must be consistent

with an efficient and effective operation.

Four (4) Bours Criteria: If there are four (4) or

more hours of continuous work ccnsisting of one or
more work functions in one or more operations
designated to the same primary craft, the performance

of the work should be assigned to an employee of

“* the primary craft.

Where the fﬁnctiong of obtaining empty eguipment,
obtaining unprocessed mail, loading ledges and
sweeping is an integral par:t of the distribution
function and cannot be separated, the entire operation

will be assigned to the primary craft performing the

distribution activity.

No employee's current duty assignment will be modified
by removing functions designated to another primary
craft until and unless such duty assignment becomes

vacant through attrition.
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Assignment of new or additional work, not previously

existing in the installation, shall be made in
: |

accordance with primary craft designations. . (-
|
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OrirlCh = PRKIMARY CRArl DESIGNATIUNOS

. “

P
»

OEeration

001 Platform 1.
Acceptance and
Weigher's Unit

010 Originating 1.
ail Preparation

2.
)

3.

*

Function

Accept, classify, and compute
postage on second- and third-class
mail.

Determine correct classification

on second- and third-class and

all other matter mailed under a
permit, and determine if sufficient
deposit has been made by the mailer
to cover the cost of mailing.

Accept pre-cancelled and meter
matter mailed in bulk quantities

. and verify postage.

Accept other classes of mail and
receipts if necessary.

Advise customers as to proper
mailing procedures.

Maintain records of permit holders,
deposits, withdrawals and miscel-
laneous information.

Make necessary reports and submit

to the manager of finance or
eguivalent.

Obtaining empty equipment.

Obtain mail (courtesy windows,
drop units’, staging areas, etc.).

Open and dump sacks or other
containers.

Cull (separate nonmachinable
mail by type, and make basic local/

out of town splits into trays,
fampers, conveyors, etc.).

Tray loose metered mail, etc.

-

ff‘Pfimary
Craft

Clerk

Clerk

Clerk

Clerk
Clerk

Clerk

Clerk

Mail Handler

Mail Handler
Mail Handler

Mail Bandle:x

Mail Handle:

—— e -
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Ogeration

010 Originating 6.

Mail Preparation
(Continued)

0o,

9.

0.
11.
12.
13.

-:1"' 14 O

020 Originating 1.
Meter Mail
Preparation 2,

otﬁTEcﬁT
chl?‘L

i
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029 Riffle Mail

.. Function

Face and cancel letters on the
facer canceler (Mark II or
equivalent).

Cancel letters on Mark II that
were rejected on first pass.

Hand cancel, cancel with model G
or other device.

Tray canceled mail for distribution
operations.

Rate and cancel short paid mail.
Repair damaged letters.

Examine sacks for mail content.
Identifying and reporting, as

appropriate, mail not meeting
postal regulations.

Back stamping of missent mail.
Obtaining empty ecguipment.

Prepare originating metered, permit
imprint, and official penalty mail

)received from collection routes,
J(e30/

obby drop, dock, slides, chutes,
conveyors, and other sources for
distribution.

Traying letters- and separating
mail by type into different
containers, separating by local
and out of town.

Reporting mail with incorrect meter
dates.

ating short paid mail.

Identification and handling of
presorted and riffle mail.

Distribution of customer sequenced
mail by ZIP Code,

which is sorted by batches, avoiding
piece by piece distribution. Riffle

state or otherwise,

Primary
Craft
S ———————

e

;
Mail Hana

Mail Handler
Mail Handler
Mail Handler

Clexrk

Mail Handler

Mail Handler

Clerk

Mail ilandler
Mail Hané -

Mail Handie.

Mail Handler

Mail Handler

Clerk

Clerk

Clerk
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. - Primary
l Operation . : Function I
029 Riffle Mail mail can be sorted at letter cases,
Continued tray packs or pouch racks, depending

030 Combined 1. *Obtaining empty equipment for use Mail Handler
Outgoing- in operation; disposing of excess
Incoming Letter equipment.
Primary
2. *Obtaining letters from staging Mail Handler’
. areas for distribution.
3. - *Loading ledges. Mail Handler
1
; 4., Manual distribution of letter mail. Clerk
| S. Dlstrlbutlon of outgoing NIXIE Clerk
mail.
6. *Sweeping, containerizing and Mail Handler
transporting mail. ' )
: 7. Identifying and reporting, as Clerk
appropriate, mail not meeting
postal regulations.
8. *ulling and dispatching pouches Mail Handler
and/or other containers.
' 040 Outgoing 1. *Obtaining empty equipment. Mail Handler
; Letter
i Secondary 2. *Obtaining unprocessed mail. Mail Handler
| 3. *Loading ledges. Mail Handler
i 4. Manual distribution of letter Clerk
mail. o
f 5. Distribution of outgoing NIXIE Clerk

on the make up.

mail.

mm—

pords

*Tn offices where the tasks of obTTIMIMy empty equipment, obtaining
unprocessed mail, loading ledges, sweeping and containerizing is an
integral part of the distribution function, the entire operation is

{- a function of the primary craft performing the distribution.
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Ggeration--

040 Outgoing
Letter
Secondary
(Continued)

043 State
Distribution-
Letters

044 Sectional

Center Distri--
bution letters

1.
2.
3.
4.

6.
7.
8.

1.

3.
4.
5.
6.

+ ~ Punction
*Sweeping -
*Containerizing and tfansporting.
Identifying and reporting, as
appropriate, mail not meeting

postal regulations.

®Pulling and dispatching pouches
and/or other containers.

*Obtaining empty equipment.

~*Obtaining unprocessed mail.

*Loading ledges.

Manual distribution of letter mail.
Distribution of NIXIE mail.
*Sweeping-

*Containerizing and transporting.
Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

#ulling and dispatching pouches
and/or other containers.

*Obtaining empty equipment.
*Obtaining unprocessed mail.
*Loading ledges.

Manual distribution of letter mail.
*Sweeping.

*Containerizing and transporting.
Identifyirng and reporting, as
appropriate, mail not meeting
postal regulations.

Distribution of NIXIE Mail.

*ulling and dispatching pouches
and/or other containers.

*Note—-See asterisk, page 3

Primary
Craft

Mail Hand%"'
Mail Handlg

Clerk

Mail Handler

Mail Handler

Mail Handler

-Mail Handler

Clerk
Clerk
Mail Handler
Mail Handler

Clerk {

Mail Handler‘
Mail Handler

Mail Handler

Mail Handler
Clerk

Mail Handler

Mail Handler

Clerk

Clerk

Mail Handleg
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ggeration

045 Non-
Preferential
Distribution-
Letters

050/055
Priority Mail
Distribution

1.
2.
3.

10.
11.

12.

. :anctiOn.
*Obtaining empty equipment.
*Obtaining ﬁnprocesséd mail.
*Loading ledges.
Manual distribution of letter-

sized circulars.

*Sweeping.

*Containerization & transporting.

Reporting letter-size circulars

which do not meet postal require-

ments.
Distribution of NIXIE mail.
*ulling and dispatching pouches

and/or other containers.

*Obtaining empty equipment.
*Culling, ﬁgcing and canceling.
*Opening and dumping.
*Transporting mail.

*Loading ledges.

Distribution of prioriﬁy mail.
*Sweeping.

*Containerizing.

*Pulling and dispatching pouches
or other containers.

Rating mail matters.

Maintaining current schedules
and schemes.

Handling registry mail.

*Note - See asterisk, page 3

Primary
i Craft

Mail Bandler
Maii”éandler
Mail Bandler
Clerk

Mail Handler
Mail Handler:

Clerk

Clerk

Mail Handler

Mail Handler
Mail Handler
Mail Handler
Mail Handler
Mail Handler
Clerk
Mail Handler
M;il Handler

Mail Handler

Clerk

Clerk

Clerk
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ggeration
050/055

Priority Mail

Distribution

060 Outgoing
Flat Primary

070 Outgoing

13.

14.

1.

1.

Flat Secondary

2.
3.
4.
5.
6.
7.

8

st

. o

Function

Maintaining receipt and dispatch
records. :

Identifying and reporting, as
appropriate, mail not meeting
postal regulations.
*Obtaining empty equipment.

*Obtaining unprocessed mail.

*Loading ledges.

Manual distribution of flat mail.
*Sweeping.

*Containerizing and transporting.
Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

Distribution of NIXIE mail.
*Pulling and dispatching pouches
and/or other containers.
*Obtaining empty equipment.
*Obtaining unprocessed mail.
*Loading ledges.

Manual distribution of flat mail.
*Sweeping.

*Containerizing and transporting.
Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

Distripution of NIXIE mail.

*Pulling and dispatching pouches
and/or other containers.

*Note - See asterisk, page 3

Primary
" Craft

Clerk

Clerk

Mail Handler
Mail Handler
Mail Handler
Clerk

Maii Handler

Mail Handler

Clerk

Clerk

Mail Handl:

Mail Handler
Mail Handler

Mail Handler
Clerk

Mail Handler

Mail Handler

Clerk

Clerk

Mail Handler

(
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Operation

073 state 1.

Distribution

Flats 2.
3.
4.
S.
6.
7.
8.

074. Sectional l.
Center Flat
Distribution 2.

8.

)&9.

075 Outgoing 1.
Flat Secondary
Non- 2.
Preferential

3.

W

-7-

" Function
*Obtaining empty equipment.
*Obtaining unprocessed mail.
*Loading ledges.
Manual distribution of flat mail.
Distribution of NIXIE mail.

*Sweeping.

*Containerization and transporting.

Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

*pulling and dispatching pouches
and/or other containers.
*Obtaining empty equipment.
*Obtaining unprocessed mail.
*Loading ledges.

Manual distribution of flat mail.
*Sweeping.

*Containerizing and transporting.
Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

Distribution of NIXIE mail.

*Pulling and dispatching pouches
and/ot other containers.
*Obtaining empty equipment.
*Obtaining unprocessed flats.

*Loading ledges.

*Note - See asterisk, page 3

~Primary
- Craft

Mail Handler
Mail Handler
Mail Handler
Clerk
Clerk
Mail Handler
Mail Handler

Clerk
Mail Handler

Mail Handler
Mail EHandler
Mail Handler
Clerk

Mail Handler

Mail Handler

Clerk

Clerk

Mail Kandler

Mail Handler
Mail Handler

Mail Handler
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Ogeration
075 Outgoing

Flat Secondary

Non-Preferen-

tial (Cont'd.)

080-087 MPLSM
Distribution

~
L]

088-089
Optical
Character
Reader
Distribution

090-098 SPLSM
Distribution

100 Outgoing
Parcel
pistribution

*Note - See asterisk, page 3

4,

5.
6.
7.

8.

>

Primafy

" Function . " Craft
Manual distribution of flat mail. Clerk
*Sweeping. Mail Handl

*Containerization and transporting. Mail Handler

Reporting flats which do not meet Clerk
postal requirements.

Distribution of NIXIE mail. Clerk
*Pulling and dispatching pouches Mail Handler

and/or other containers.

Machine distribution of all classes Clerk
of letters.

Note: Allied labor required is normally

Note: See 080-087 note.

performed by clerks.

OCR machine distribution of all Clerk
classes of letter mail. .

Machine diétribution of all classes Clerk
of letters.

Note: See 080-087 note.

1.
2.
3.
4.

6.

*Obtaining empty equipment. Mail Handler
*Obtaining mail from staging area. Mail Handler
*Dumping sacks or containers. Mail BHandler
Manual distribution of outgoing Mail Handler
parcel post, without scheme

knowledge.

Manual distribution of outgoing Clerk
parcel post requiring scheme

knowledge.

*Pulliﬁg and dispatching sacks or Mail Handler

other containers.



i. Primary
‘l Operation . ~Function ‘ ~ Craft
{ - —
100 Outgoing 7. *Containerizing and transporting Mail Handler
i Parcel mail to dispatch areas. ..
Distribution
(Continued) 8. *Hanging sacks and inserting Mail Handler
labels.
105 Mechanized 1. *Obtaining empty equipment. Mail Handler

Parcel Sorter _ .
2. *Obtaining mail from staging areas. Mail Handler

3. *Dumping sacks or containers. Mail Handler

4.. Distribution of parcel post through Clerk
the use of parcel sorting machines.

5. *Pulling and dispatching sacks or Mail Handler
: other containers. g

6. *Cohtainerizing‘and transporting Mail Handler
{ - mail to -dispatch areas.
7. *Handliné sacks and inserting Mail Handler
labels.
109 Rewrap 1. Obtaining empty equipment. Mail Handler
‘ 2. Obtain mail from staging areas. Mail Handler
’ . 3. Assembling contents of damaged Mail Handler
i parcels.
4. Operate strapping machines, heat Mail Handler

tunnels and other rewrap mechani-
zation. Reload mechanization with
strapping, film, etc., and provide
routine daily maintenance on

mechanization.
5. Readdress parcels. Mail Handler
6. Keep records as required. Mail Handler

Note: All of the work performed in this
operation can be considered an
integral function of Operation
100 or 200 and may be assigned
to the craft doing that distribu-
tion.

‘ *Note - See asterisk, page 3



ot - -

Operation

110-129 Out-
going SPR

Distribution
Pouch Sack &
Loose Pouch

134 Sectional
Center
Distribution

" Function
*Obtaining empty equipment.
*Obtaining mail from staging area.

*Dumping sacks, pouches, or
containers.

*Hanging sacks or pouches.
*Inserting labels.

*Cutting bundles and facing

.letters and flats.

Distribution of outgoing IPP's,
newspapers, rolls, letter or flat
bundles, slugs, Special Delivery
or Special Handling parcel post.

*Pulling sacks, pouches or
containers for dispatch.

*Transporting mail to other
operations.

*Operating "strapping" equipment.

*Obtaining empty equipment.
*Obtaining unprocessed mail.
*Loading unprocessed mail.
Manual distribution of mail.
*Sweeping. p
*Containerization and transporting.
Distribution of NIXIE mail.
Identifying and reporting, as
appropriate, mail not meeting

postal regulations.

*Pulling and dispatching pouches
and/or other containers.

*Note - See asterisk, pége 3
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Pfimar&
" Craft

Mail Hand:
Mail Randle

Mail Handler

Mail Handler
Clerk

Mail Handler

Clerk

Mail Handler
Mail Handler
Mail Handl(

Mail Handlér
Mail Handler
Mail Handler
Clerk

Mail Handler
Mail Handler
Clerk

Clerk

Mail Handler
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Operation:-

150 Incoming

Letter Primary

160 Incoming
Letter
Secondg;y

&0
Q E\‘f
AN

1.
2.
3.
4.
5.
6.

7.

8.
9.

1.

2.

4.
5.
6.

7.
8.

9.

. Function
*Obtain empty equipment.
*Obtain mail from staging area.
*Load ledges.
Manual distribution of letter mail.
*Sweeping.

*Pransporting processed mail to
subsequent operations.

Distribution of NIXIE mail.
Identifying and reporting, as

*Pulling and dispatching pouches
and/or.other containers.

*Obtaining empty equipment.
*Obtaining mail from staging area.
*Loading .ledges.

Manual distribution of letter mail.
*Sweeping.

*Containerizing and transporting
mail to dispatch areas.

Distribution of NIXIE mail.
Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

*Pulling and dispatching pouches
and/or other containers.

*Note - See asterisk, page 3

Primary
-. Craft

Mail Handler
Magi éandler
Mail Handler
biérk

Méil Handler,

Mail Héndler

Clerk
Clerk

Mail Handler

Méil Handler
Mail Handler
Mail Handler
" Clerk

Mail Handler

Mail Handler

Clerk

Clerk

Mail Handler
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168/169 Box
Section
Primary

and Secondary

NS ———

170 Incoming
Flat Primary

1.
2.
3.
4.

10,

1.
2.

9.

..~ Function ‘
*Obtaining empty equipmeng.
*Obtaiﬁing mail from staging areas.
*Loading ledges.

*Hanging and labeling sacks or
pouches.

Manual distribution of mail.

Window service incidental to box
section activities.

.*Pulling and dispatching sacks or

pouches.

Distribuiton of NIXIE mail.

Identifying and reporting, as appro-

priate, mail not meeting postal
regulations.

*Sweeping. ~

sLddlial y

" Craft
Mail Hand)
Mail ﬁéndl’
Mail Handlér

Mail Handler

Clerk .

Clerk
Mail Handler

Clerk
Clerk

Mail Handler
Mail Handler

*Obtain empty equipment.
*Obtain flats from staging area.

*Loading ledges.

Manual distribution of flat mail.

*Sweeping.

*Transporting processed flats to
subsequent operations.

Distribution of NIXIE mail.
Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

*pulling and dispatching pouches
and/or other containers.

*Note - See asterisk, page 3

PRSI 4 cegm e immemme. . .- ~ .
3 : .

Mail Handler
Mail HandlL

Mail Handlé;
Clerk

Mail Handler

Mail Handler

Clerk

Clerk

Mail Handler

s g v ———ye mm = e e . e ————— -
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Operation
175 Incoming

1.

Flat Secondary

180-189
Incoming SPR

Distribution)

Opening and
Traying

3.
4.
5.
6.

7.
8.

X.

20
3.

-13-

c Function
*Obtaining empty equipment.
*Obtaining flats from staging area.
*Loading ledges.
Distribution of fiat mail.
*Sweeping.

*Containerizing and transporting
mail to dispatch areas.

Distribution of NIXIE mail.
Identifying and reporting, as
appropriate, mail not meeting
postal regulations.

*Pulling and dispatching pouches
and/or other containers.

*Obtaining eﬁpty equipment.
*Obtaining mail from staging areas.

*Dumping sacks, pouches, or
containers.

*Hanging and labeling sacks or
pouches. ~

—— ™

Distribution of incoming SPR's
newspaper rolls, letter or flat
bundles, Svecial Delivery or
Special Handling parcel post to
sacks, pouches, or containers.

*Cutting bundles and facing
letters and flats.

* . s .
_Qg%galnerlzlng and transporting
mail. B

*Pulling and dispatching poucheé
and/or.other containers.

,

*Note - See asterisk, page 3

Ces e e e em—— o e

Primary
" Craft

Mail Handler
Mail Handlér

Mail Handler
Clerk

Mail Handler

ﬁéil Handler
Clerk
Clerxrk

Mail Handler

Mail Handler
Mail EBandler

Mail Handler
Mail Handler

Clerk

Mail Handler
Mail Handler

Mail Handler

- ————— - -r
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Operation”’
200 Incoming 1.

Parcel
Distribution 2.

210-239 1.
Platform
Operations 2.

3.
4.

R
3
B

9
10.

Function
*Obtaining empty equipment.

*Obtaining mail from staging
area.

*Dumping sacks or containers.
*ggnging and labeling sacks.
L ]

Manual distribution of parcel post.

. *Containerizing and transporting

- *Pulling and dispatching pouches

and/or other containers.

Obtaining empty equipment.
Loading and unloading vehicles

Separatihg mixed collection mails.

Non-scheme separation of sacks,
pouches or outsSTde parcels for
further Mug . .

Manual sorting of sacks, pouches,
and outside parcels for destination
dispatch requiring scheme knowledge.

Manual separation of sacks, pouches
and outside parcels requiring no
scheme knowledge.

Mechanized sorting of sacks,

pouches and outside parcels requiring

no scheme kXnowledge.
Mechanized sorting of sacks,
pouches, and outside parcels
requiring no scheme knowledge.

Operating freight elevators, tow
motors, fork lifts and jacks.

Directing traffic.

*Note — See asterisk, page 3

Primary
Craft

Mail Hand:

Mail Handl

Mail Handlerd
Mail Handler

Clerk’ )
Mail Handler

Mail Handler

Mail Handler
Mail Handler
Mail Handler

Mail Handler
{

Clerk

Mail Handler

Clerk

Mail Handler

Mail Handler

Mail Handler
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Operation--

210-239
Platform .
Operations
(Continued)

240-339
Distribution
at Stations
& Branches

549 Sack
Examination

11.

12,

. Function

Transporting mail to and from
platform areas. '

Making dock connection transfers.

Distribution of mail.

-The designation of a primary craft
can be applied to a detached unit

which performs or supports a mail

" processing operation.

Examining and segregating empty
bags.

Bundling, sacking, tying and
labeling empty mail bags.

Primary
" Craft
Mail Handler
Clerk

Clerk

Mail Handler

Mail Handler



BULK MMAIL CENTERS

Primary Craft Designations

In Culk Mail Centers, vheire the taske of transporting empty equipment

and mail, as wzll as other anciliary activities, are an integral part

the priwary craft performing the distribution.

Oncration

Intound Docks ' 1.
2.
3.

| /fojgf; BJXQG%;%bz

7.

.

Qutbcund Docks 1.

-sz\i

Function

Unload vehicles.

Stage and transport pallets.

Dumping hampers
Culling .«
Minor on-site repairs

‘ehicle record keeping

eigh and acceptance

Load vehicles
Cu'ﬂingq\.

foller table separatidns
Terd missent/me1function
clutes

Stage and transport
containers

Vehicle record kéeping

. 4 13 - -
of the distribution function, the entire cperation is 2 function of

l

Priizary Craft

Hai]ﬁandler
Mailhardler
Failhandler
Mailkandler
Kailhandler

Clerk

'-’CIerk

Mailhandler

Mailhandler

- Mailhardler

Mailhandler
143ilhandler

Clerk

© e e ——— e

™



* Operation

Primary Parcel Sorting 1: -

6.0

7.

8.

-

© Secondary Parcel . 1.
Sorting
2.

Function
Facing and keying
Cq]]ing at parcel induction
stations.
Kinor on-site repa{rs/bag
gamage. |
Sort foreign mail.
Distribution at roller tables
to sacks/containers.

Distribution at missents/mal-

~ function chutes.

Container loader tending
Obtaining and moving capty

equipmént.

Facing and keying

Culling for minor on-site
repairs. .
Distribution of parcels

to sacké/containers.
Container loader tending
Obtaining and moving eupty

cquipment.

Primany Craft

Llerk
Clerk

Clerk

C}erk
Clerk

61erk

Mailhandler

Mailhandler

" Clerk

Clerk

~ Clerk

Mailhandler

Mailhandler



Operation Function - Primary Craft - . -

Sﬁck So§£ing, Revrap 1. fSack sorting keying. ' - Mailhkandler
IPPs and Hon-ZIP ‘ . ,
Coding ~ 2. Culling and on-site repairs. Hailhandler
3. Tend missent/malfunction Mailhandler
o chutes
4. Reuwrap o . Maithandler
5. ZIP Coding unzipped mail. - Clerk
6. Dumping hampers, sacks, etc. Mailhandler
7. Culling of irregular parcels. Clerk
8. Sdrfing,of irregular parcels. - Clerk
9. Empty equipment handling Mailhandler
10. Transport sacks/containers "Mailhandler
11. Sack sorter run out tending - Mailhandler
Sack Shakesut, 1. Sack shakecut Maiihandler
Containcr Duaping
2. Countainer dumping . Kailhandler
3. Cdl]ing for non-machinable ' ‘.T,Hailhandlert

mail and damaged parcels.

&. Empty sack processing - Mailhkandler
Lcose in the - 1. Sort, match and record "7 Mailhandler
Mail :
keeping
2. Collect and transport Mailhandler
3. Culling and trash | Mailhandler

screening
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Operation

w0

Qutgcing SPR
Opening 3nd
Distribution

At o o s e e

+———

. temiiee  tmm tws ee o= e ———— e e = tie C S
.

Function
Junttion

‘M0 sorting

Transporting containers

and empty equipment.

3

Dumping containers, racks,

pallets ' :
Culling and bundle repair
Distribute second- and
third-class to sacks and
containers.

Empty equipment handling
Transport sacks, containers

pal]et§.

‘Primary: Craft

.

_Mailhandier

6ai1hand}er

Mailhandler
Mailhandler

Clerk

Mailhandler

Mailhandler
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