National Post Office Mail Handlers, Watchmeh’;sMéfs;sehgérs
and Group Leaders Division of the Laborers’ International

Union of North America, AFL-CIO

OFFICIALS

Peter Fosco
Gonml President, UUNA

‘l’onnu 3.0 Svllwaw
General Secretory-Treasurer, LIUNA

Lonnie L. Johnson

Moil Handler National Director

“ 4 Norman Orenstein
mov'l Hondler Financial Director

POLICY & STEZRING COMMITTEE

Northeast Region
Ronold Moe

2400 Johnson Avenuve
Bronx, New York 10463

Eastern Region

Frederick D. Rogacki

121 Alpine Place

Cheekiowago, New York 14225

Centraol Ro'gion

Herbert Walker
9970 Dunraven Drive
Cincinnoti, Ohio 45239

Western Region

Alvin S. Gon?

2201 Renfrew Court

1 san Jose, California 95132

Southern Region

Cleudis Johnson
3209 Proswimmer Drive
Houston, Texas 77088

NATIONAL BEADQUARTERS:  905-16th STREET N.W. WASHINGTON, D.C. 20006 (202) 737-806%
v

December 1, 1975

Mr. Benjamin F, Bailar

Postmaster General -
U, S. Postal Service

475 L'Enfant Plaza West, S.W.

Washington, D,C. 20260

Mr, Francis Filbey, General President
American Postal Workers Union, AFL-CIO
817 14th Street, N.W.

Washington, D.C. 20005

Mr, James H. Rademacher, President

National Association of Letter Carriers, AFL-CIO
100 Indiana Avenue, N.W.

Washington, D.C, 20001

Mr, Lester F. Miller, President

National Rural Letter Carriers' Assoc:Latlon, AFL-CIO
1750 Pennsylvania Avenue, N.W., Suite 1204
Washington, D.C. 20006

Gentlemen;:

In accordance with the provisions of the Memorandum of Understanding
between the U, S. Postal Service and the American Postal Workers
Union, AFL-CIO, National Association of Letter Carriers, AFL-CIO,
National Post Office Mail Handlers, Watchmen, Messengers and Group
Leaders Division of the Laborers' Internaticnal Union of North
America, AFL-CIO, National Rural Letter Carriers' Association,
AFL+CIO, entered into by the parties on September 4, 1975, on
behalf of the Mail Handlers Division of the Laborers' International
Union, I am submitting a written description of the duties which
the Mail Handlers Division believes are properly assignable to
employees it represents. With respect to the Standard Position
Descriptions which are enclosed, the Mail Handlers Division claims

that employees it represents are properly entitled to be assigned
such dutles.

'QQ/‘C'



In accordance with the aforementioned Memorandum of Understanding,
I would appreciate the prompt convening of a meeting so that the
work of the committee on jurisdiction may be promptly undertaken
in accordance with-the terms of the memorandum. I would,
therefore, propose an initial meeting on December 12, 1975.

ational Director ; -

/slm

cc: Mr. James V. P. Conway, Senior Assistant Postmaster General,

USPS Labor Relations
Mr, James Gildea, Assistant Postmaster General

USPS Labor Relations
Bernard Cushman, Attorney

Enclosure .

A



JURISDICTION COMMITTEE PAPER

I. Platform Acceptance and Weigher's Unit
A, General Description

Mail Handlers shall perform the duty.within the platform
operation, and such duties shall be described as Mail
Handler bargaining unit work, and shall consist of accepting,
classifying and computing chargeable postage on second
or third class mail matter, or both, and shall engage in

- other activities necessary for the prompt expedition of
the mail.

B. Specific Activities

1.- Make necessary reports and submit them to the Office
of the Finance Director

2. Accept other classes of mail and recelpts for such
matter if necessary.

3. Obtaining mail from'stagging areas.

4, Opening and dumping sacks and ofher containers.

5. Stackipg empty ﬁail equipment.

6. Maintaining records of permit holders, deposits,
withdrawals and miscellaneous information incidental

to the processing of second and third class matter.

7. Accept and make simple distribution of second and
third class mail.

8. Accept precancelled and metered matter mailed in
bulk quantity and verify if proper postage has been
paid.

9. Advise patrons as to proper mailing procedures.
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JURISDICTION COMMITTEE PAPER

Platform Acceptance and Weigher's Unit

A.

General Description

Mail Handlers shall perform the duty.within the platform
operation, and such duties shall be described as Mail
Handler bargaining unit work, and shall consist of accepting,
classifying and computing chargeable postage on second

or third class mail matter, or both, and shall engage in

- other activities necessary for the prompt expedition of

the mail.
Specific Activities

1.. Make necessary reports and submit them to the Office
of the Finance Director

2. Accept other classes of mail and receipts for such
matter if necessary. :

. Obtaining mail from stagging areas.

. Opening and dumping sacks and ofher containers.

. Stackipg empty ﬁail equipment.

. Maintaining records of permit holders, deposits,
withdrawals and miscellaneous information incidental

to the processing of second and third class matter.

7. Accept and make simple distribution of second and
third class mail.

8. Accept precancelled and metered matter mailed in
bulk quantity and verify if proper postage has been
paid.

9. Advise patrons as to proper mailing procedures.
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II. Originating Mail, Preparation, Culling and Counseling

A.

General Description

It shall be the entire responsibility of the Mail Handler
craft, which shall be the craft designated to prepare,
collect, and to drop mail for distribution, and shall include
the processing of stamped mail from the point of receipt
(docks, slides, chutes, conveyors and other areas) to the
points of disposal to other operations or dispatch.

Such work shall be performed solely by Mail Handlers and
shall consist of culling, counseling, moving the mail to
scales and delivering all mail to the next operation, ,
stagging area -or dispatch area and shall perform all other
related duties necessary to the expedition of the mail.

Specific Activities

}. Obtaining mail from stagging areas.

2. Opening and dumping sacks and other containers.

3. Stacking empty mail equipment.

4. éulling and separating letter bundles, flats, flat bundiles,

small parcels and rolls, parcels, etc., to.trays, carts,
gurneys, hampers and/or coaveyvors.

5. Culling, facing and traying loose metered mail on culling

belt.
6. Separating bundles of letters to local and out of town.
7. Traying letters for distribution or cancellation.
8. Cancelling all stamped mail.
9. Hand-stamping all types of stamﬁed mail.
10. Rating short-paid mail. .
11. Stacking and preparing damaged mail.
12. Colleéting mail from courtesy window aﬁd dropping it.

13. Facing and orienting facer-cancellation machine rejects
for cancellation.

14. Obtain equipment for use in the operation and disposal of

excess mail.
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15. Report incorrect meter dates on mail.

16. Moving the mail to scales and délivering all mail to the

next operation, :stagging area or dispatch area.

I11. Outgoing and Incoming Distribution of Mail

A.

General Description

Mail Handlers shall perform all separations and distribution
of all bulk mail handling work and mail processing assiga-
ments that do not require scheme knowledge, and that can be

. worked by zip code,and shall include inter and intra office

mail handling, distribution and-separation of all classes
of mail.

B. -Specific Activities

1. Obtaining letters from the stagging areas for distribu-
tion.

2. Loading case ledgers.

3. Sweeping processed letters requiring furthe:r distribution,
moving mail to the scales that requires subsequent handling

4. Sweeping proccessed letters for dispatch, tie-out and/or
loose pack.

S. Loose-packing, pouching, hanging, pulling pouches if done
with this operation, not at central pouch rack.

6. Obtain, hanging and labeling empty sacks in racks and
pulling sacks for dispatch.

IV. Combined Outgoing Airmail and Airmail Letters

A'

General Description

The Mail Handler craft shall be the only craft designated to
perform distribution activity that does not require scheme
knowledge, and that is worked or can be worked by zip Tode, —
whether or not such distribution is performed manually, by
mechanical means, .and shall entail the distribution and/or
separation of such stamped mail matter as airmail letters,
flats, small parcels, rolls, air parcel post received from
local mailers, or other post offices (transit mail), and
other distributicn operaticns within the local office for
separation to individual states, combination of states,
sectional centers, cities and foreign countries, and whether
or not such distribution, separation or mail handling is
made into cases, sacks and/or pouches or other containers.



B. Specific Activities

1. Obtaining airmail letters, flats, SPR's and parcels
from stagging areas for distribution.

2. Opening and dumping pouches received from other post
offices, including examining and disposing of empty
sacks and/or pouches.

3. Cutting airmail bundles and facing letters and flats.
Included will be traying, weighing, transporting letters
and flats to distribution operations or stagging areas.

4. Distributing tied-out bundles or letters, flats and small
parcels and rolls at pouch racks.

S. Obtaining, hanging and labeling empty sacks and/or pouches
and pulling pouches for dispatch.

6. Obtaining airmail letters, flats, small parcels and rolils,
and air parcel post from stagging areas for distribution.

7. Opening and dumping sacks and/or pouches received from
other post offices.

8. Handling registers received and/or dispatched.

9. Recording and reporting missent mail received from other
post offices.

V. Outgoing Flat, Mixed-State, Preferent:al or Non-Preferential Mail
A. General Description

Included in the Mail Handler .craft shall be dissemination of

stamped flat sized mail to states, foreign countries received

from local mailers and other post offices and other distribu-

tion areas within the local office, for separation to cities,

sectional centers or enroute distribution points, and does not
require scheme activity or knowledge, and that is worked,

or can be worked manually,by mechanical means, whether or not

distribution, separation or mail handling is made into cases,

sacks, and/or pouches or other containers.
B. Specific Activities

1. Obtaining flats from stagging areas for distribution.

2. Loading casc ledgers.

3. Sweeping processed flats requiring further distributicn
and transportlno this mail to subsequent handling areas.

4. Swceping processed flats for dispatch, tie-out and/or

. loose-pack, and transporting this mail to the dispatch
areca or pouch racks.
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5. Obtaining, hanging and labeling empty sacks and/or
" pouches and.pulling sacks and/or pouches for dispatch.

6. Loose-packing or pouching if done at operation and
not at central rack.

Letter Sorting and Optical Character-Reading Distribution

A.

General Description

Mail Handlers shall perform all functional activity prerogative
to expediting letters (except such activity that will require
scheme knowledge, but shall include all stamped mailable
letters that require distribution or separation by zip code,

or classified as directs) that require distribution or
separation to states, designated cities, local zip code
delivery areas (carrier routes), whether or not such functionzl
activity is now, or will be performed manually, by mechanical
means, or by automated equipment manually operated and shall
subscribe to mail handler perscription.

Specific Activities
1. Obtain letters from stagging areas for distribution.

2. Loading, culling, facing and orienting letters on feeder
ledgers,.

3. Verifying all directs by riffling.

4. Sweeping processed letters requiring further distribution,
traying, and traying this mail and transporting it to
the scales and subsequent handling areas.

5. Sweeping processed letters for dispatch, tie-out and/or
loose-pack and transporting this mail to the dispatch
area or pouch racks.

6. Obtaining equipment for use in the operation and disposal
of excess equipment.

7. Sweeping, traying and transporting non-cancelled mail to
the scales and other operation.

8. Obtaining, hanging, labeling and pulling sacks and/or
pouches.

9. Loose-packing directs from.this unit.

10. Loading and orienting letters on feeder ledgers

Outgoing and Incoming Parcel Post

A.

General Description
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Mail Handlers shall perform all functional activity
prerogative -to expediting parcel post, except such
activity that will require scheme knowledge, but shall
include all stamped mailable matter that requires
distribution or separation by zip code, or classified as
directs, or that require distribution or separation of
mixed-States, parcels to post offices (transit mail)

for separation of cities and states through the use of
sacks, tandem conveyors, slides, tables, hampers, or

- other containers.

Distribution of large city directs and additional
separation from tandem convéyors, tables or slides.

Distribution of outside parcels when distribution is made
within the office by platform personnel.

Facing, orienting, and keying the distribution of mixed-

States, parcels, through the use of parcel sorting machines.

Distribution of mix-States, outside parcels,when distri-
bution or separation is made within the office and not
by platform personnel.

Manual distritution of mixed-States, parcels that require
distribution through sorters, and that will include
distribution or separation of parcels of single states
and foreign countries, or multiple states and foreign
countries, and parcels received for separation to local
zip code areas. In addition, shall perform separation or
distribution of parcels including outsides and reworks
received for separation to local delivery routes, box
sections and firms, sacks, hampers and other containers.
Distribution shall subscribe to mail handler perscription
wvhether or not performed mznually, by automation, or by
automated equipment operated manually.

Specific Activities

1.

2.

-

Obtaining mail from stagging areas.

Dumping sacks, hampers and other containers to slides,
distribution conveyors, hoppers, or tables.

Recording as errors, mail received from other offices
which has been missent or mislabeled.

Transporting hampers or other containers of processed
mail to a dispatch point, storage area, or subsequent
handling area.



10.
11.
12.

13.
14.

15.

16.

17.

18.
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Obtaining, hanging and labeling empty sacks and pulling
sacks for dispatch.

Disposal of dispatch sacks to drop holes, dispatch
conveyors or other platform trucks and transporting
loaded platform trucks to stagging areas, a separating
unit, or a dispatch area.

Rewrapping and repairing damaged parcels and preparing

_irregularity reports as required.

Examining and spreading empty sacks.
Cancellation of uncancelled stamps.
Obtain equipment and disposing of excess equipment.

Panel control directing mail to run-offs.

Recording as errors, mail received from other offices
which has been missent or mislabeled.

Unclog jams in automatic mailing units.
Accept COD's and insured parcels.
Process custom mail.

Separation and distribution of labels within the installa-
tion.

Acceptance and receipt of registered mail at opening unit
and transporting to register section.

Transporting of registers from register section to pouch
racks, truck terminals, airmail facilities and other
destinations within the city.

VIII.Platform, Transfer Office and Related Activities - Outgoing and
Incoming Mail Processing at Stations and Branches

A.

Platform Transfer Activities

Mail Handlers shall perform all mail handling activities
prerogative to expediting stamped mailable matter, whether

or not such mailable matter is distributed or separated into
sacks, tanden conveyors, slides, tables, hampers, and other
containers, by other means, but does not require scheme
knowledge, but shall also include activities as:

1.

2.

Freight elevator service
Directing traffic in the platform area
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3. Assisting vehicle service ) :
4. Transporting collection, metered, permit mail, etc.,
to designatcd processing points.
S. Transporting mails to the platform from final processing
points.

6. Manual or mechanical sorting and routing of sacks, pouches,

outside parcels and empty -equipment.

7. Arranging for transfer of mail between trains, planes,
. motor vehicles, and mail units by transfer personnel.

8. Loading and unloading

. post office vehicles

. contract vehicles

. star route vehicles

. vans -

. rail cars

. containers

. separating sacks and pouches to destination

Q HhO AN O'R

Activities identified or related in VIII, Al through A8,

" a through g, whether or not confined to postal installations
postal-sponsored installations, or private contract termin-
als, shall subscribe exclusively to thz mail handler
perscription. -

Mail Processing at Stations and Branches

Mail Handlers shall perform distribution and separation of
preferential and non-preferential letters, flats, small
parcels znd rolls, and parcel post at classified stations
and branches, but such alstrlbutlon and separation shall not
involve scheme knowledge.

Outgoing Preferential and Non-?referential Opening Units and

A.

‘Distribution Areas

General Description

Mail Handlers shall perform all separate distribution and

separation of mail considered as SPR's, newspaper, letters
and rolls, special delivery, and special handling parcels

originating to states, sectional centers, c1t1es, and the

loose- -packing of letter mail regardless of whether or not

such mail is considered preferential or non-preferential,

but does not require scheme knowledge.

Specific Activities

1. Opening and dumping pouches andsacks received from other
post offices.

2. Cutting bundles and facing letters and flats for case
distribution.
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11.
12.

13.
14.

15.
16.
17.
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Culling, weighing and transporting letters and flats
to other dist:ibution operation or stagging areas.

Obtaining, Hénging, and labeling empty sacks and pulling
sacks for dispatch.

Disposing of processed mail requiring further handling
to appropriate sections.

Transporting pouches and sacks of mail to dispatch areas.
Obtaining sacks of circulars, ordinary papers, and small
parcels and rolls from stagging areas, and transporting
this mail to the distribution area.

Separating letter and flat bundles for case distribution,
and distributing direct bundles, small parcels and rolls
to containers and sacks at opening units.

Culling bundles and facing letters and flats for case
distribution.

Traying of mail and transporting mail to the scales and
to distribution operation or stagging areas.

Perform all pouching and sacking of mail destined to
associate offices.

Sweeping procassed letters requiring further distribution.
Transferring this mail to scales and subsequent handling
areas.

Patching and repairing damaged mail.

Obtaining, hanging, labeling and pulling pouches and/or
sacks. Loose-packing and/or pouching if mail is pouched
as it is swept from case.

Incidental rating and distribution of postage due mail.
Sweeping cases and/or tying-out directs to carrier case.

Obtaining, hanging and 1abéling of empty sacks. Pulling
sacks for dispatch.

Security Service

Personnel required for the protection of postal property, or for
the protection of property within the custody of the postal agency
that recquire dispensation thereof, to cities, states, local
delivery, or for -the protection while receiving such property,
shall be the duty of the mail handlers, and shall subscribe to
.mail handler craft perscription.
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XI. Summary 3
All service activities that are functionally related, whether -
or not such relationship shall require service activities that
are performed manually, by mechanized means, or by automated -

equipment manually operated, shall subscribe exclusively to
the mail handler craft prescription.

/slb
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Craft-. Viaiulenunce (If in mainlenarce biench)
Craft- Uaz'hanal. i (I7 in post office biench)

POSTAL FIELD SERVICE

Title: l.aborer, Marerials Harndling ] Salary Level: Prs-3
Key Positien Reierence No, 3 o

BASIC FUNCTION. Pcrforms a variety of materials handling and general laboring
work in locations such as supply centers, mail equipment shops, and regional offices.

DUTI:ES AND RESPCNSISILITIZES

(A) Perforins manual labor tasks of which the following are typical:

: (1) Loads and unloads freight cars and trucks.
(2) Wheels or carries. supplics and materials to and away from various
locations, ‘

(3) Uncrates and unpacks supplies and materials,

(4) Stacks supplies and materials in storage areas, or stores in specified bins
or on shtelves,

(5) Participates in ths rearrangement and moving of heavy pieces of machinery
or other equipment such as conveyors,

- (B) In addition, may pertorm any of th2 {ollowing:

(1) Cleans up arcund work-areas and equipment, - .‘,‘ '\

(2) Tends the lawn, shrubbery, and premises of the building,

(3) Cleans,ice and snow from sidewaiks and driveways,

(4) Moves and arranges cffice {urniture,

(5) Opens mail and wraps mail for shipment.

(6) Selects and packs requicitioned stock for shipment,

ORGANIZATIONAL RELATIONSH P'S, Reporis to supervisor of unit in

which duties are periormed,

TL-6GS-13, 8-1-06S



Key Position Descriplions o . Chapter BB
CGecupatinial Code 2315 -01 , Key Position 8
Craft-ilaill:andler ~ T ,

MAIL HANDLER—ILLIVTIL 4

Basic Fuxerion.—ILoads, unloads, and moves bulli mail, and perforims other dutics
incidental to the movement and precessing of mail.

Durs axp RliSl‘O.\'.";U:ll.l'l'l!iS.“:-

(A)

-(B)

©
o)
(E)
()

Unloads mail received by trucks.  Separates all mail received by trucks
and conveyors for subrequent disgatch to other conveying units, and sep-
arates and dclivers working mails for delivery to distribution arcas.

Places empty sacks or pouches on racks, labels them where labels arc pre-
arranged or racks are plainly marhed, dumps mail irem sacks, cuts tics,
faces Jetter mail, carries mail to distributors for processing, places proc-
cssed muail into sacks, removes filled sacks and pouches from racks,

.closes and locks. same. Picks up sacks, pouches, and outside picccs,

scparates outgoing bu mails for dispatch and loads mail onto trucks.

Handles and sacks empty equipment, inspects ecmpty cquipment for mail
content, restrings sacks.

Canccls stamps on parcel post, opcrates mncclmff machines, carries mail
from canccling machine to distribution cases.

Assists in supply and slip rooms and operates addressograph, mimceo-

graph, and similar machines. ‘

In adc.mon may perform any of the following dutics:

(1) Acts as armed guard for valuable registry shipments and as watch-
man and guard around pest oflice huilding.

(ii) Makes occasional simplc distribution of parcel post mail requiring
no scheme knowledge. '

(iii) Operates clectric fork-lift trucks.

(iv) Rewraps soiled or broken parcels.

(v) Pecrforms other miscellancous dutics, such as stamping tickets, weigh-
ing incorming sacks, clcaning : nd succoin" in workrooms, officcs,
and trucks where such work is not pcr.o ncd by regular cleancrs.

ORGCANIZATIONAL Ru..xnoxsxixxvs.—RcPorts o a forc..man or other dc<x<matcd
supcrvisor.

LYy

TL-63-9, 7-1-63
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Slerqelard Pasiijoa 10 -3oriviions, __Clapler C
Uccu,..ztwuzl Cua.; ..JIJ <2 T “Slandard Position 1-3

Crajl-Mailiandlesr e, )

: PCGSTAL FIZLD SERVICE
Title: Greoup Leader, Mail Handlers . Salary Level: PFS--5
ley Positiva Referencs N, 120

BASIC TFUNCTION. Serves-as working leader of a group of at least five (5) mail
handlers as an assizrcd work unit ¢ncezed in separating, piling, loading, and unloading of
incoming and outiviny bulk mails and outside parcels on post oilice platforms, and a
other points where bulk meils are scparated, or work units assignad to culling, facing, or
canccling piecas of mail, (This positica is authorized only: where tie work performed by
the group is physically scparated frem m:., immediate arca of tire assigned forcinan or
-dosignated supervisor).

DUTIT S AND RESPONSIBILITIES

(A) Controls and guides a work unit of mail handlers and participates in the
noascheme soparation of incoming or outzoing bulk mails, the dumping and
sorting of incoming and outgoing bulk meaile at primary bandling units, the
loading and unlozding of niotor vehicles arnd plaGorm trucks, and the oparation
of matcrials-hancling equipment. Takes charge of nondistribution work units

. requiring work of a nuinber of mail bandlers such as culling area, facing
tables, canceling operation, etc. )

(B) Assures that bins, skids, or hampers are available and full Josds are
promptly moved, that cach mail handler is assigned a fair share of the load, . ( .
and that each mail handler undersiands the workhe is expacted to do. SRR

(C) Receives assignments and well-defined work plans and instructions on a
job-by-job or day-to-day basis; sces that work iscarried through to coemple-
tion efficiently and eflectively, |

(D) Assigns eriployees, as instructed by a supervisor, in the group to individz.al
tasks, and chifts employvecs froni one assicnmentto another to meet fluctuating
workloads; recuires propar periormance of emplovees in their s;xgmd
dutics and responsibilities in accordance with prescribed methods, proced-
urcs, and safety practices.:

(E) Rcsolves pro&lents of a routine nature arising during the tour of duty; reports
unusual difficulties to suparvisor,

(F) Instructs new employeces in the various aspects of their assignments and
assurcs that adequate on-the-job tram.nb is carried outto promote cmployee
cfficiency, .« °

(G) Provides immediate supervisor, as rcqucstcd with informationfor personnel
actions affccting membars of his group; maintains morale among emplovees
in the group; prevides loadership necessary to secure maximum interest and
effort among cmployees, and promotes cecoperation and harmony.

(I3) Performs nonsupervisory dutics identical! with thosc of employees in the
group.

.

ORGANIZATIONAL RELATICMNSHI S, Reports to a foreman or other desig-

nated supervisor,

TL-65-13, S-1-63
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L Gsewpsitonal Code 2uiusis Slandard Position 3-3
4 Crujt — Clcik ) )
POSTAL FIELD SERVICE :
Title: Spiecial Clerk : Salary Level: PTFS-4
Key I'o‘»mon Iteference No. &
- P
B: \VIC FUNCTION. Assumes administrative responsibility for the operationofathird-class post
ofiice on the nonworkday of tie postmaster. * :
Note: This position will ko used for detail purposes cnly and the employez assigned thereto will
b2 corupensated in accordance wilh the provisions cf =cczxon 756.5, Postal Manual (Szction
3335 (b), Titlz 39, U.S. Code). .
DUTIES AXD RESFONSIEILITIES. -- ’ .

(4) Takes acdministrative charge of the office. Makes workassignments if one or more additional
clerical emiployess are on daty, as proviously scheduled by the poastmasier. Assumies responsibility
for the recording and coatro!l of {inances, making finmngial d;:o~x.s 10 banlss or oth::r depositories.
and, as :sx'-x-:-d takeas posn.., 3s to the cash bo.;!». Reeaives and resolves complainis of customers
and p:rform: other tasks incident to the normal operation oi the post office.

.) (B) Insurecs that reauired records are maintained regarding geacral delivery, lock boics anad any
et

: o/

dzlivery services. Also rosponsible for maintaining records regarding siar route services, )
. i
{C) Sor!s incomingz muail for cral delivery, lock hoxdelivery and rural delivery sarvice. Post-

b ver
marks and prepares mail for di 5;7 :ch naccorcancewitn instructicons issusd by th2 sectional center

o

facility. Cleses, locks and ailixes lzbels to pouchcs and mail sacs, Sells postanz stamps and
stamp2d pap2r at a public window, Acc c—_.\'. from and muias window deolivery 1o cusiomers of parecl
post, insured, certified. COD and registare red posiayge due and fees when

cd mail, Collzcis recui

applicabie. Issues recessary recainls and dolivers goneral dolivery mail 1o cusis E
cashes foreign and domestic "1*-:-”.' or""r. . Rents poct olfics boxes, co!laczi:—.; rental paymen:s arncs
completing required forms. Provides informatica to the nuilic concerning posial regulations, mail-
ing restrictions, rates and other ma‘.tc‘a involving posiul transuctions,

(D) As the needs of the service require, mayperform othier related duties incidental to the oper-
ation of the past office. .

ORGANIZATIONAL RELATIONSHIPS. Administratively responsible to the postmaster.
.« -

- et e —— - e

d TL 69-5, 3-3-G9 * ] ) €29 121-220
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POSTAL FIELD SERVICE

Tt~ Warchcuseman ' . Salary Level: PFS-d
Key Pustien Kefcrance No, 8 . :

BASIC FUNCTION., !s rvspnanthle for performin; efther linorbulk warchousing
acvides, ¢ may pariorm a conibinatiun of these activities &s required.

-

DUTIZS AND RESPOISIZILITIES.

A. Stores, maintalns {a rnod cendltion, and issues arproximately 300 or m.ore
{tcms and/or forins §a an assicmod Bla storaze ar2a:

1)

2

)

B. Stores, maintains in geed conditicn, and issuss bulk materizl in a storaze
area of a2pproximataly 00,000 square fzet, conizining about 4,000 items, &t

Revises bin iczztlons as nelessary in assigned area to accommodate
changes in the itoms of supply; requisiticns stock from bulk storaze to
replenish bin levels; checks siock received from bulk {or proper tipe,
concldon and quanziy, and calls d!screpancies to the attantion cf super=-

h o

" visors.

Selects the tyz=s and qt.".ntitiﬂs of {tems or forms cailed for by recuisi-
tions frem usinz insiallations; exercises discretion in determining when
carton lots should B¢ suppiied froa bulx stcraze; reports obvious errocs
on requisitions to suf:2Tvisor or other 2pprcpriate officizlfor corrscuve
zdon, . - :

Indicates on rezuisiticas ogposite requesicd items or forms the crcer
{illing action tcken; prepares ponzlty labels and/or tags; fills out ra-
numberad preogerty accountabiliny slips to accomgplish the movement cf
stock from bulk to bin or assambly arsas; pests miniraum lavels to steck
fdentification lzk2ls for all stocic where the eatire quantity is lccated
within his assizned arex and {s respensible for noliving proper oflicials
whea minimum i2vels are raachad; r’::“x:a:':s current 1:5 tingof all item
in his assizrmad are2a which zre in back order stamuss maintzins a listing
showing the standard pack of 2 11 item:s in assicned ar-a

.:

accordance with exising warehousing precedurss:

(1)

2

Practces first in {irst out grincicle; reccgnizes and understands the
preper unit of {ssue; datects any dissre *p:zncv which may kinder the cor-
rect seiection or Inventory ef steck. When nacessary,. marks cartons
with gpyurcprizt2 siock numbers and quand:ies, Insures that incoming
supplies are smorad {n existing loc=tions to eliminate muldple locations.
Rewarchouses and ceasolidazes stock.

Sclects and transfers cupplizs to employees aesmxed to the bin and
assembly shicping ardas upen receipt of approsriate documents. Refers
to stock locater cards when necoessary, Reports d*plcdons of stock by
locatons and xlso chanzas {n stock location. Notifics arpropriate em-
ployee in the Lia [illing area of changes in unit pack, Annotates cn docu-
men:s oppostiie rogue: 31’"".! {ir.ms or Jorms, the act.on isken. Fills out
pre-numiicsed profercy asceuniability slips to accomplish the movement
of stock {rom [:ulX to bia or assz2nibly areas,

.

C\' TL-0s-16, 7-26-63 °

.
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(3) Sclucts supplies far shipmont upen receivt of Iabels, back oxders, stack
transfer rotices, reeuisition:, cte, Proparesandattaches lahals and tags,
Scarerates pareels In accordaasce withseparation scheme furnishadby the
ansportation Civisien, [lacing the key number and ZIP Code on
the Jabol or texfhrthesoStaies requisiticning during the particular cycle,
Assists in taking rhyaical inventoriss vither as a counter or a recorder, . -
Keeps assigned 2rea in neat and ordorsiy condition. : .
In zddition. may periorm the following: : .
(1) l.ozds and unlcads railread cars and rrailers.
(2) Paciza wuppncs for shipmear; ceals, bands. or wire-tes containers or ) .

Cartons s NcCassary. '
Assembles and incves skipments to disparch area. )

Acsists In receiving and shipping acrivities,

Periorms othar rclated dutics as required, '

(3)
4)
(5)

"AL RELATIONSHIPS. Responsible to a foreman or other

s .
designated suparvisor,
© Ll
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 $£a4¢a*d Position Lorcriptions ‘ TR
Occurn-2tion Code 93:u-n3 . : C

CriZe: . Stander BUSILJa..b’DZJ
POSTAL FIELD SERVICE :

mitle: Data Conversicn Operator L .

Key Position Referencaz No. 7 4 ____Salary Lovel PS-4

PASIC FUNCTION. Operates data conversion equipment in transforaing
inforx ﬁatlon fxom source documents to-computer input forms. .

DUTIES AND RESPONSIBILITIES : .
A. Operates coaventicnal kevpunch and electronic data entry cquip-

rent from scurce’ cocnments to an input suiteble for conputer
.. provessinc. .

: ] o .
B. Perrorms a mechanical've*i‘ication of “cvpunched information.

C. Selects cor:ect program format and operatlng mcGe ‘or each data

entry system Zcb agzlicztic.. .
D. Prepares ané naintains program control cards ‘or jobs proc sed
) on Xeypunch/Xevverifiizr eguipinent for each specific job.

E. Maintains format instructions for all xuvpunchlng Jobs per;ormca
in tne facility. . LS -
. . . I -
P. Records machine utilizat ion- 1nfornatxon for each and snbmlt to
the supervisor.

ceriorms other Job-related r.aske in suooort of

ORGARIZATION RELATIONSHIPS: Repcrts to Data Conversion Sucervisor,
Supexrvisor Compugcr Operations, or other dcs"ﬁa.ed supervisor.



‘Pitle: .Groud Lead;r Data Co“?erSLOn Oz2rators

Rey

[ PRIt

. . |
gavd Fesition Douscriptlions . . R

urasion Cude 0354-10 o . - T,?““”?Qr;;
Tt: ' Standard Position 2-627

POS”;L MTELD SEZRVICE

- . .

Positicn Reforence Wo. '2 Salarv Level PS-5

cro:

nachire in transZorming info

Ry c cata conver:ics co:

ratior; orcrates a cata coaversion
;**txon froa source documents to

BASIC FUIICTION. Provides tacihinical guidance and 1cadcrsh1o for a

.

.

coxputer irput foxn. S o : .

DUTIES AlD RESPOISIBILITIZS

N

.
.

Provides technical guidznce and leoadership for a.group of da“
ccnversion opcrators. ' , .

soey . .oe +ha o-u-m‘l" Anmealabdan oo

- e v wmces e
s+andards.

X LR TR

S
wozXk in ucc0°ahnc“ v;tn acgeo 'tc

"ﬂ) “c"e ﬂnﬂ"‘ &o\v ~ o ? e .‘.‘. I

(s
2Q

‘Maintains the daily tiune and attendance records for the assigned
nel. ' : —

perso:

oD

-~ - B .
. .

. 3

1

Prepares the wachine control cards and as<1sts the operators in

the;r oreoaratlon. ) ) Ce s
Maintains the performance records of assigned eguipnment.

Operatzs a data ccnverzion machine to prepare source document
inferxatica for coapuier oro;c:Sth.

Provides continuous training to assigned employees.

Occa51on¢lly performs other )ob-related tasks in suopo*t of
primary cuties.

.
..

OGRANIZ:ATION RE'\TIOJShIPS-- Rerorts to Data Coaversion Sunpervisor,
Suservisor Computer Oparagions, or other cesiyrated supervisor.



b

Standard Position Descriptions : Chapter C
Occupational Ccde 2315- 99 Standard Position 2-615
Craft: Clerk - - '

POSTAL FIELD SERVICE

Title: Bulk Mail Dock Clerx
Key Position Reference lNo. 15 Salary Level PS-6

BASIC FUNCTION. Performs various technical and clerical assicn-

ments involving the trailer movement of mail in and out of a bulk
mail facility.

DUTIES AND RESPONSIBILITIZS.

A. Monitors loading and unloading to ensure that such onerations
are being performed and reported according to cperating plan.

B. Exanines outgoing and incoming trailers to varify meximun
utilizaticn of space.and adherence to proper loading and
safety requirements.

C. Maintains close liaison with the dock foreman to assign move-
ment of inbound and outkound vehicles.

D. Keeps informed con local hold o*ae*s on dispatches to arrange

délay in trailer departures when scheduled coanections are
delayed. .

E. Prepares operating and securitv records of irbound and outbound
trailers involved in the loading and unloading of mail.

F. Prepares and ma2intains recorcs and reports as may be d1r~cted
by supervisor.

G. Responsible for security of mail loads through ccntrol of ’ock
and seals upon opening and closing.

é as to amount and tyroe, for purcese of ganerating
2 to pay vepdors Ior line-haul.

I. Processes records of manual mail volume and pallet load move-
ments. ‘

J. Maintains continuing contact with vehicle control and process-
ing flioor mail control supervisors to advise of dock status
oncoming needs. :

K. Examines and evaluates contractor and pcstal trailers or trucks

for suitability to haul mail with security from the elements ant
depredation.

m..l.:!.v cerforans other job-related tasks in support of the

L. Occasio
ary cuties.

orim

ORGANIZATION RELATIONSHIPS. Reports to the Supervisor, Bulk Mail
Planning ard other designated sup&rvisor.
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Rey Tenition Nedfarensza o, 19 . Salasxy ste1’r7—7
BAS1IC FLLCTICH, Translates cuchancges of foreicn correspondance 1nvolv-
irg intemiztional acccunis, raiten, roqulotions, -oa:izg, ard conditiuns
governing mail exchange with cth:r countrics, .

DUTINS 721D RUSPOUSIRILITINS - )

A. Performs linguistis duties involving tha translation of account
and corrazporcaace, uitilizing uclish: anG one or nore forcign
languagos.

B. Translatcs corresrandence r2onlicc to and frem feresign accounts
rcga"éiro rates, rogulations, routing, and con@itions governing
mail exchange with-ctheyr countries. T ..

C. Zrpplies nnowledae ocxcrninﬂ'ratcs,.laws, reculations, and sched-
vles in the internr t::i » ancd pregalaciOﬁ o* coxrc*“ord:ncc to

* ensure proncy mull-cx ange; .

D. Maintains current rates, laus, regulaticns, and schedules goverrning
forecign mail. . .

E.. Revicws outgoing correspondcnce premared in a foreiaqn larnauaoe fc"
accuracy, clarity and «opl*c“blll*y Lo ensure scorvice rcnulrym nts

- . e e cemeece - - o - =

-
-~
~

are met. .

JP. Occasionally p*:forms other job-related tasks in support of the

primary duties.

. .

CRUITATION RITATIQNAYNIPS

'.s'l’.t’ XY A PR FEY PR FEY eseta

: Renorts to tha Sumervisor, Torecign
J1ail Planiing oy otiwr decignated sunervisor,



Stanlard Position Drscrintions Chanter C

= )
occupational Code 2340-30 Standard Positlog 2-629
Craft Clerk : (Revised)

U.S. Postal Service

Title: Distribution, Window and Markup Clerk Salary Level: PS-5
Key Position Refercnce lio. 12 '

——

BASIC FUNCTIC!!. Performs a combination of the basic functigns of a
Distribution Clerk, a Window Clerk and a Mail Markup Clerk in a first
or sccond-class post office or in a classified branch or station.

DUTIES AKD R~SPONSIBILITIES

(A) Fakes primary and one or morc secondary distributions of 1ncomlng
mail by delivery point (for example, zone, branch or station,
carrier route, general delivery, or lockboxes) based on a knowledge
of the distribution scheme established for the office, branch, or
station -in which employed. )

(B) Makes primary and one or more secondary distributions of outgoing
mail for dispatch (for example, by city, State, geographic area,
highway or railway post office, or airmail flight) based on know-
ledge of current distribution schemes.

(C) Performs any of the following duties at a public window:

(1) Sells postage stamps, stamped paver, postal cards, internal
revenue stamps, migratory bird stamps, and money order
certificates.

(i1) Accepts from and nakes window delivery to customers of
parcel post, insured, c.o.d., and registered mail; makes
collection of reguired postage due and fees, when applicable

issues necessary receipts and delivers general delivery mail
to customers.

(iii) Verifies first, second, third and fourth-class malllngs as
-to size, weight, postace and other mailability requirements.

(iv) Assigns special delivery and registered mail for delivery.

« .

(v) Checks and sects post office stamp vendlng machines and
postage netcrs.
(vi) Issues and cashes foreign and domestic money orders.

(vii) Rents post office boxecs, receives rental payments, conducts
. reference checks, and completcs required forms.

(viii) Provides information to the public concerning postal
regulations, mailing restrictions, rates, and other
matters involving postal transactions.



TRevised) o ' _ - Craft Clerx
DUTIES ALD RESPOUSIBILITIES. - CONWIINUED . :

(D)

(E)

()

(G)

Applics extensive knowledge of postal regulations in order to
process all classes of mail undeliverable as addressed:

(i) Orders new address labels for forwarding mail for all
carrier routes and box scctions within designated area.

(i1) Verifies and files new labels and index cards and reorders
labels daily, prior to forwarding mail.

(iii) Processes mail for forwarding or return to sender by with-
draving rclated address file box, matches name of customer
on mail with name on index card, affixes new address
label, makes appropriate endorsement on index card, if

. needed, and separates processed mail in prescribed manner.

(iv)  Prcpares required forms for address correction services.

Operates and maintains label printing machine (s):

(1) During period of operation, operates printing machine and
related equipment.

(1i) Provides immediate supervisor with information for contin-
’ uwous efficient operation.

(iii) .Performs routine Lrlntlng machine malntenance, such as,
cleaning, oiling and minor adjustments.

Prepares mail forwarding labels:

(1) Types index cards and stencils from information extracted
from Change of Address Order or Reorder Form.

(ii) Types correspondence and memoranda in draft form.
In addition, may perform any of the following duties:

(1) Sets postage meters on sites.

o~

* 0

(ii) Maintains records of mail.
(iii) PFaces and cancels mail.
(iv) Labels and ties out mail for dispatch.

(v) Opens and dumps pouches and sacks.

" (vi) Makes emergency calls on customers to adjust service

complaints.

(vii) Assists in alien registration and census matters.



(viii) In a sccond-class post office or a small first-class one,
performs miscecllancous office clerical duties incident to
the personnel, accounting, and other administration of the
OffiCC. e

ORGANIZATIONAL RELATIONSHIPS. Depending on the work station at which
particular dutics are performed and on the internal organization of
the internal organization of the facility in which located, reports
to a forecman; a main office superintendent; a station manager, a
postmaster, or other designated supervisor.



Key Posilio: Dot .'vp'.t.. 5 . Chaptei I3

Occupziionzt Ces i<l Key I'osition 1
Craft-Cleickh ' .

FOST OFI'ICE CLERK—LEVEL 3

EASIC FUNCTION. Sorts incuming and dispatches outgolng mzil for a small
numher of oints of scepacaticn and desunation; provides a limited number of services
at pullic windows, This oflice has fuwer than 190 revenuc units annually,

DUTIES AXD RESDPO: SIBTLITlLo

(A) Sorts  incomnirng mail for general delivery, lock boxes, and onc or more
delivery routes, :

(B) Postimarks and prepares mail for dispatch by train or other mail rou;c'
closes, locks, and aiiixes labels to pevches and mail sacks,

(C) Performs scrvices at a public wirdbw, such as selling stamps, stamped

. cnvelopes, or otiser routine functions,

(D) As the nceds of the service require, may perform other related duties

incidental io the o,»cranon of the post office,

ORGANIZATIONAL RELATIONSHIPS. Rcmrts to a postmaster,

TL-68-9, 7-1-63
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Kex Posilion [Mesi - ietions _Ciler

Occuplic :::‘; FCoae waezznl K ey I'Ob ll wu s
Crafl-Cleik ) -
TYPIST~LEVEL 4 g

Rasic I'vxerion.—Types materiad such as formns, correspondence, and stencils from
rough draft or plain copy.
Durits axp Rusroxsieinirs.—

(A) Inaccordance withi instructions and information furrished Ly supervisor,
types foris, standard reports, and documents such as invitations to bid,
orders, contracts, invoices, personnel actions, and related materials,

(B) Types correspondence and miemoranda from rough drafts or gcncral in-
formation.

(C) Cuts stencils for instructions, circulars, and other general uses.

(D) In addition, may perform any of the following duties:

(i) Transcribes from a dictating machine. .
(i1) Operates a minicograph machine.
(iii) Files, checks requisitions, prepares vouchers, and answers the tcle-
phone.
Onc./\mmuox,u, REerLaTionsiips.—Reports to a designated supervisor.

-TL-68-31, 12-2-CS

o
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Cce c.(,zm.un'zl ( ode ...,.JU Ul A Key Position 13
Craft-Clerk ’

Paswe ¥

TRANSITR CLURK—=1EVEL 6 :
ererions Arranges {or trandfer of mail at junction points between

trains and other ieadl units and oboerves the separation, loading and unlozding of
mail by raiiroad emplovess o make certain that this is done properiy.

Duris
AN)

)

(©)

D)

< (E)
(F)

(G)

(H)

M
)

AND RISrONSIILITINS. —-

Provides for the mo:st expeditious transfer of mail from observations of
the operation of trains, star route, or mail messenger vehicles, Govern-
ment-owied vehieles and p"»l."m'm vehicles.

Examines outgoing and incaming cars to determine maximum utilization
of space and proper adherence to railroad safety requirements; reports
fincings, when neeessary, to the district superintendent.

Decides whether outbound cars in full authorizations should be hicld
beyond the first available dispmclu.s in order to obtain [uller loading
and maxirim utilization of the space paid for, making certain that this
will not unduly delay the arrival of the mazil at destination.

Studies the routing and loa ding of mail dispaiched from his station in
storage cars in cr du‘ to recomumend changes which would bring about
cconomics in linc haul and terminal charges and effect carlier arriv
Gives similar atiention to incoming mail to assurc that dispatching
divisions arc using best routing and loading methods; reports facts to
the district sxqm.ruucndcnt. .

Maintains close Faison with foremen of appropriate incoming and
outgoing trains and vchicles to assurc prompt receipt and expe chucu:.
dispatch of mail.

Keeps informed on Jocal holding orders for cach outgoing dispaich and
requests that departure of unit within these limitations be withheld
when scheduled connections are delayed.

Prepares list of railvoad cars (except railway post oflice cars) in which
mail is loaded; and maintains record of mail loaded and unleaded in
outgoing and incoming trains. Serves notice on railroad company to
cancel operation and purchases lesser storage unit in its place wha
nccessary.  Prepares official diagram and ‘.ppropnau.ly labels outgoing
cars to indicate destination or next relay point.

Inspc.cts the loading and unloading of storage mail to securc individual

_picce count of Jesser storage units (thirty fect and less); estimates volume

when more than thirty fect.

Observes and reports to designated supervisor any failure of the railroz
company to aﬁord protection for the mail.

Qualiiies periodically through examinaton on knowledge of distributing
schcmc.s, po.xul reaulations, space rules, and train conncections.

(K) In addition, may perform any of the following duties: .

() Receipes fur, transters, and delivers registered mail between trains
or between tenin and post oilice. :
(i1) Distributes nuul preseribed for di\'tribulion in transfer oflice.

OrzanwzanoNal Ritazioxsrs.—~Reports 1o a foreman or other dcwvzntcc.

sup\ VI ”w.

TL-635~9, 7-1-063



Stanla =l JPosilion foeseiistions ' Ciahler C

FEAN -t - [ PPt

(Jc'cu"z.zm. 2l Code SOie-0r ‘ .- Stanclayd Posilion T~§

Craft-Clevlk (If in post affice hrauch)
Crafl -Alaiulenance (If in mainleasince biranch)

PGS TAL Th..LD SERVICE

Title: Supply Clerk : Salary Level: PYS-4

Key Position Ruk::n*c No. 6

BASIC FURCTION. Performs clerical work involved in the supply operations of
a postal installation. .

* DUTIES AND RESPONSIBILITIES. With respect to supplies and cquipment re-
quired in the eperation of the inctallation, performs one or more of the following:

(A) Examines {ncoming items and compares them with documents pertaining to
their receipt to ascertain whether their quantity and condition are those
spzcified;

(B) Examines requicitions and compares them with inventory records to ascertain
whether the desired items are in stock; maxes out orcders for items neccéed
to replenish steck or to fill requisitions;

{C) Keeps stock invenrory records by posting accession and withdrawal transac-
tions and obtaining current balances of quantities of itéms;

(D} In addition, may perform the following duties:
*-* (1) Fills requisiticns {recm stock by selecting, packini;, and directing the
deiivery of items; chips.items when delivery poinis so require; stores
items in the stock room or area.

(2) Storcs regords during their required periods of rerention and disposes cf

-

such records when their purposes have been served,

-

ORGANIZATICNAL RELATIONSHIPS. Is *cspousule to a supervisor in the

installation who has charge of supply operations,

TL.-G8-13, 8-1-G8 )

.
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Ciaft-Mzinicnance
POSTAL FIELD SERVICE

Title: Magerials ll.*.rdhr" Fquipment Cparatoer . Salary l.evel: PIPS-.
Key Posmu* Reference No, 8 ’

— - ——— — o —— m—— —
—— - —

DBASIC FUNCTION. Operates power driven materials handling equipment tomove
and place stock; also works alone orasa membear of 2 group performing generallaboring

N work,

DUTIL:ES AND RElSPO;\’SIBILI TIES '

(A) Opcrates materials handling equipment and performs manual labor functicns
such as the followin s
(1) Opecrates pow cr-drivcn forklifts to transport and stack heavy objects and
materials; reports faulty operation of equipment in order that necessary
service or rcpailrs may be obtained.
(2) l.oads and unloads freight cars and trucks.
(3) Wheels or carries supplies and materials to and away from variocus
locations,
(4) Stacks supplies and materials in storage area, or stores same in specified
bins or on shelves., .
(3) Participates in the rearrangement and moving of heavy picces of machinery
or other equipment such as conveyers,
(D) In addirior, may perform any of th2 following:
(1) Operates tracik-mounted, overhead power lift,
(2) Operates . metor vehicles on occasion for short runs to pick up and deiliver
supplies and equipment,
(3) Perferms minor maintenance on materials handling equipment.
(4) Supervises order fillers or lzborers assigned to loading, unloading and
other materials i:mdlm* activitios,
(S) Cleans up aronnd work arcas aad eguipment.
(6) Tends the lawn, shrubbery, and premises of the building.
(7) Cleans ice and snow from sidewalks and driveways,

ORGANIZATIONAL RELATIONSEIPS. Reports to supervisor of unit in

which dutics are performed. -

TL-GS-13, 8-1-6S



"Ih""’“l l’n‘-:u( N DRoserinhiiors

Croft-liainlen (ule’ (I in maintcience brench)
Craft-\ai! ua. lei (1) in post office biciich)

POSTAL TICLD SERVICE

Title: Laborer, Marorials Handling
Key Positien Reference No, 3 .

crapley (
Oc u, ulionial Codi ..:.'U'-u., - Standaid Posi! wn 1-1]

Salary Level: PFS-3

BASIC FUNCTION. performs a varicty of materials handling and general laboring
worl: in locations such as supply centers, mail equipment chops, and regional offices.

DUTI:ES AND ReESPCNSISILITIZES

)

(A) Performs manual labor tasks of which the following are typical:

‘ (1) Loads and unlo2ds freight cars and trucks,

(2) Wheels or carries supplics and materials to and away from various

locations.
(3) Uncrates and unpacks supplies and materials,

(4) Stacks supplies and materials in storage areas, or stores in specified bins

or on shelves,

(S) Participates in the rearrangemeant and moving of heavy pieces of machinery

or other equipment such as conveyors,
i+ (B)In addition, may periorm any of tha following:
(1) Cleans up around work arcas and equipment,
(2) Tends the lawn, surubbery, a..d premiscs of the building.
(3) Cleans ice and snow from sidewalks and driveways.
{4) Moves and arranges office furniture,
(S) Opens 1nzil and wraps mail for shipment.
(6) Selects and packs requisitioned stock for shipment

ORGANIZATIONAL RILATIONSIIPS. Reports to supervisor of unit in

which duties are periormed.

TL-G6S-13, 8-1-6S
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Occupaiionial Codé y3ul -0) .SIandatd Position 115
aft-Clein . (Reviscd;

POSTAL FIELD SERVICE

Title: Office Cloxk Salary level: PFS-4
Key Position Referenee l\o 6

—r o~ —— —

DASIC FFUNCTION, Periorins miscellancous office clerical work,

DUTIES AND RESPCNSIRILITILS. Performs gcqcral office clerical duties of

the following typos:

(A) As a goneral office clerk,
(1) Makes rovtine acknowledzments and transmitals,
(2) Routes incoming and outgoing oifice correspondence te appropriate
. persons and mainiains control over preparation of replies to incoming
correspondence, )

(3) Prepares file foiders, Keeps them in prescribed order, and files in or
withdraws from them materizl as required by the business of the oifice

(4) Receipts for and dclivers salary checks, prepares personnel forms, :md
performs reclated sorvices, .

(5) Acts as recceptionist for office, answering telephone calls, recording
messages, and furnishing requested informarisn.

(6) Receives, opens, time stainps, sorts and delivers mail to regional
organizational units according to establishad schedules; distributes.
publications, issuances, directives according to prescribed lists, making
requircd chanzes in such lists. : :

(B) As an cifice machine operator.

(1) Sets up and oparaies duplicating and reproduction machines, such as
mimeograph, addresscgraph, graghoiyp?, verifax, ozalid, photostzt, mul-
tilith and simnilar office machinges.

(2) Performs preventive maintenance and makes minor repairs,

(3) Duplicates siencils and maast2r sheets; assembles and staples finished
work; maintains files of stencils and master sheets, ’

ORG:&NTZ;&TION;XL RELATIONSHIPS. Reports to a designated supervisor,

-
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Slandicid Poviliny fcometiinong Chanler C

Geerrationd Ceir 30 -17] . Standard T'esilion 116

Crafi-Cleri: PO3T/L FIELD SERVICL

Title; Bookkeoping Machine Operator ‘ ‘ . Salary Level: 1°3°S-5

Key Position Reforence Mo, 13

BASIC TFUNCTION. cperates one or more types of beokkeeping machines to
perform analvysis and grouping of ace counting dataledger and stateraent vork in a regional
coatroller's off ce orin a large 1,0..t ] installatden,

DUTIES ARD RESPORSIBILITIES :

(A) Periorms onc or more of the following duties:

(1) Records daily trancacticns, showing Loth cost and quantity dat2, and
prepares monthly suinmarices,

(2) Makes poctings to various record sh2ets,

(3) Prepares surimary statements of general ledger account balances,
allotment accounts, schedules showing status of appropriations, and
similar accounting statements,

(4) Makes prescribed adjusuments to bring accounts {nto balance ‘.nd cnecks
subsidiary accounts with the general ledger,

ORGANIZATIONAL RELATIONEHIPS. Rceports to a designated supervisor.

-
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PO3TAL FIZLD SiERVICE
'rmé; Greap Leader, Meil Handlers Salary level: PFS--5
Xey Position Relerencs: No, 12

B s e et 2. 2@ & e & @ ¢ s — — — o — -—

.

DASIC TUNCTION,. Serves as working leader of a group of at least five (5) mail
handlers as an assiared work urit éngozed in separating, piling, loading, and unloading of
incoming and outyoine bulk mails and outside parcels on post office platforms, and at
other points where huli rails cre separated, orwork units assign2d to culling, facing, or
canceling piccas of mail, (This positica is authorized only where the work performed by
the group is physically scparated {rem the immcediate arca of the assigned forcinan or
-designated supervisor),

DUTIES AND RESPONSIBILITIE

(A) Controls and guid2s a work unit of mail handlers and participates in the
nonscheme scparation of incoming or outgoing bulk mails, the dumping and
sorting of inconminc and outgeing bull: maile at primary handling units, the
loading and unlcading of miotor vehicles and pladorm trucks, and the oparation
of matcricls-hancling equipment. Takes charge of nendistribution worIk units

. requiring work of a number of mail handlers such as culling area, facing
tables, canceling operation, etc.,

(B) Assures that bins, skids, or hampers are available and full losds are
promptly moved, that cach maijl handler is assigned a fair share of the load,
and that each mail kandler undersiands the workhe is expacted to do.

(C) Receives assignments and well-defined work plans and instructions on a
job-by-job or day-to-day basis; sces that work iscarried through to comple-
tion efficiently and effcctively,

(D) Assigas employees, as instructed by a supervisor, in the group to individual
tasks, and chifts employces from one assicnmientto another to meet fluctuating
workloads; recquires proper periormance of cmployees in their assigned
dutics ard responsibilities in accordance with prescribed methods, proced-
ures, and safety practices.’ '

(E) Resolves proklents of a routine nature arising during the tour of duty; reports
unusual difficulties to supervisor.

(F) Instructs new employees in the varxous aspects -of their assignments and
assurcs that adequate on-the-job trammb is carried outto promote cmployece
-efliciency, «

(G) Provides immediate supervisor, as requested, with information for personnel
actions affccting membears of his group; mainiains morale among employvees
in the group; prevides leadership necessary to secure maximum interest and
cffort among cmrployces, and premotes ceoperation and harmony.

(H) Performs nonsupervisory duties identical with thosc of employees in the
group. '

ORGANIZATIONAL RELATICN 1iPS. Reports to a foreman or, other desig-

nated suporvisor,

TL-68-13, S-1-03



Qccrpational Code 2320-15 - Standard Poyition 2-4

Ciralt-Clerk
' ’ POSTAL TMZLD SERVICE

Title: Pulls Wil Clerl: Salary Level: Prs-3
Key Position Reference No. 13

Basic I'uxcrion.—Acerpts, cassifics, and computes the chargeable postage en
ccond- or third-class mail matter or both.
Duries Axp Resronsmsianisss— :
(A) Dctermines the comrect classification on second- and third-class and all
- other mail natter mailed under a permit, computes the postage to be

charged, and determines i sufficient deposit has been made by the
mailer to cover the cost of mailing.

(B) Completes the necessary reports and submits them to the office of the
chicf accountant.

* (C) Maintains records of permit holders, deposits, withdrawals and miscel-
lancous infermatien incident to the processing of second- and third-class
matter. '

(D) Accepts and mazkes simple distribution of second- and third-class mail,
(E) Accepts precancelied and metered matter meiled in bulk quantitics, 2nd
. verifics if proper postage has been paid.
“. (F) Advises pairons as to proper mailing procedures. C g
(G) In addition, may perfenn any of the following duties: T
(i) Accepts other classes of mail and reccipts for such matter, if
nCCessary.
(i) Scparates and distributes mail. .«
(i) Opens and dumps sacls and pouches.
(iv) Renders duties at a public avindow.
OrcarizaTional Rriationsiie.—Reports to a foreman or other designate
SUPCIVISOT.

TI.-6G3-20, S-16-63



‘ Occupalional Conie 2270-0) Slenciard Posiiion .15
Craft-Clerk

POSTAL FILLD SERVICE . N

. .

Title: Genoral Clerk ’ . B Salary Level: P)S-5

Key Po sftion Reference No, 13

- — -

BASIC JFUNCTIO!I. Performs a varifery of office clerical duties utilizing posta

knowledzss or experience at -a post office or installation such &s a transicr cfiice,
) station, AMF, cte,
DUTIES AND RESPONSIBILITIE .
. | .
. {A) Maintaine information books, manuals, transportation schedules, directorics

of post offices, cic., wath information furnished by the Department, regicazl

office, or othors such as may be fornd 1n a schome examinzaticn regram at
a post office, or

in com,ul:r.r' schodulas 2t a truek terminal,
(B) Serves the public by imparting routine informaucn concerning postal rat
mailing informeztic :~, etc. when no other scurce cf informeatica is avzil

such as informaticn perraining to the civil service examinatien pregram,

(C) Adjusts minor service compplaints, referring others to the zppropriaze
superior, . .

(D) Verifies time reccrds, keeps reccrds of carfare expenditures, registerad,
fnsured and c.o.¢. mail, and comipletes such reporis as required,

(E) Prepares hioliday, compensatory time and dzily work %J).-LIES, 2nd ma2
. o tains the necessary secords for leave zssigamemts in accorcance with .
instructions and informaticn furnishzd by a suparvisor. ’

(F) Distribures mail in accordance with es:.‘:blxcr-cd schemes,
(G) Corrccts, and m2infains ma .!x. iZ lists, indicziing ihe correct ZIP code 2n

mailing acddrecss, which requirss a ¢t c:o'..';‘u knowizdze of 2 p:i.. ary schomsa,
(1) In 2ddition, may perforr, bu: rot for substzntial pariods of
following duties:
(1) Types correspondence and memoranda from rough drafts, goneral
Information, e:c. .
(ii) Cuts stencils for instructions, circulars, etc.
(1i1) Files copics of correspondence,
(iv) Renders dutics at a public win dov.. . . i

.

in

.
-

ORGANIZATIONAL RELATIONSHIPS. RE"O"lS to a foremanor cther desig-

nated superior,

Kl

. TL-63-20, S- 10-—68



O e B (SRS B TR A Y S VR i T A R SV
Cra Itu. lchww, Carrigr*

Speeial bLiclivery Hunzencor,

and Croup Leader = ol H-nula:a* :

Title: Examinatien Spezizlict _Salary Level:  PS-6
Koy Positien befarcnce Yoo 17

Rasic Tunction. Serves as a member of a Kotionwide Postal Fxamination
Wetworiy reecives o1l communicztions and instructions fer the center; rzhes
certain that 1l duties assigred to the conter are henéled in accordance with
apprepriate instructions; mzy scrve as Dxamination $pecialist at one or
nore nearby Postal Ixgmination Anmnexes which do not have resident Examination
QPCC)?lluLS' and performs dutics such us processing personnel actions, scrving
as wvindow clerk, and distributing mail.
.

This stancdard deseriptien is to be used where' the scope of the activity
requires at lcast 50 percent cf the incumbent's time; and supervision of
activitics of Lxamination clerks or wonitors crniapged on part-time basis
not to cxceed a totzl of ome-half man ycar. These factors refllect such
things as the population of the arca covercd, intecrest in tihe arca
concerning Postal cmploymcnt, nunmnber end types of publicity outlcts, and
varicty of sources of rccruitmment such as schools, colleges, busincsses
and incustries, 211 of which aifect the nature and difficulty of the work
of the Exomination Specialist.

Duties and Responsibilities.,
(A) Supervises ond conducts written examinations of applicaents for
employment in the Festal Service; crranges for cxamination rooms.

(B) Estcbli shes and maintains coutact with news madia such as press, radio
oluvi51on within an exzmining area to.secure piblicity for
examinati o establisihizs contacts witchk high schools,
colleges, and other organized groups to obtain applicants for exam-
inations. '
(C) Answers jinquiries regarding Postal cxaminations, employmcent
opportunities, and general Fostal procedurcs.

(D) Furnishes inquirers with examination 2mnouncements and application
forms, and pr071dcs aid in filliny out appligat;ons.

(E) Trains examination clerks in the coaductin of examinations and in
the furnishing of infecrmation to the publlc.

(r) Initiatcs and signs corrcespondence and makes necessary veports
pertaining to the functions ol the cxamination center.

*Jcb filled on the basis of scnior gqualified bLidder froa the
elipgilble crafts ja accordance with approprizice provisions of
the National Aprecmint,



(G) Aszcistis repressatatives of other Postzl instnllations vho may Se
fr the areas to rocrurt applicunts for positicus in tha Federal
Servicc,. .

(1) PReports to the Assistaent Rezicnal Tostmaster Goneral, Fmpleyee and
Lusbor Relatiens, violaticns of Poslal Scrvice rules or regulaticns
which may come to his attention directly or through any cexamination
clerk, T

(I) ¥aintains bullctin boards concerning hiring information; waintains
necessarcy suprlies of examinations and other forms; orders necessary
supplies and cquipuent from the appropriate supply sources:; maintzins
pertinent manuuls and handbooks,

(J) Perforins such cuties as processing personnel zctiens, serving as
window clerk, distributing mail, or other clecricazl duties a2t may be
assigned locally to provide for full utilization of employce's
time,. .

(K) 1n additjon, may conduct schemes examinations. .

rganizationzl Relationships. On Postal matters relatinz to postal
examinatious is responsible to the Assistant Rzpicnal Pestmzster Gemeral,
Employce and Labor Relaticns and Pirector, National Test Acaministrztion
and.Sébring Center. 1Is administratively responsible to the postmaster
or a designazzd postal supervisor, znd rcccives technical direction from
hin on matters not relating to Postzl Service Examinatiou program.
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BASIC FUNCTIONS, eninets the veomicle ody=rations program 2and mairtenange
fUrcling ol & LUleplivuidote wealt deillly, dppivacidectiy o3 68 Ledle Gudestdecaass ol

5%
vehtcles ass:Tsed,

DUTIES ARXD ESDPONEINI "l"‘.’fb. -

(A) Cc"'"::’.. tin veliclic ( L post office. Initiates
tnahkes recuirTizg onn ~';mc‘1' survers as seoquircd. Resonumends correciive
action for Leficient veateleutilizaliondiscleced throsghanalysis of pressmided
forins ard czarets.

(D) Analvzeecs 2rd rnees recomim '.r.-.atio::s or. requests for assigmment
vehicles and addllional vericle seorvice. Sslizits bids T K
and suhmiits throunh desiagnated supervisor to chief, vex
for ayproval,

) (C) Makes 3 cortinmuing aralvs:s of all schellules of vericle oserstions, r_‘-.'.-c‘.o;s-

N ing schedule ch will eliminste service duplicalion 2nd m
vehicle use,

l

D
/,
:

H

(D) Formulates and *scbmits an annval planrez pronram of vchicic use Jor
the develepmernt of budiet and vehiele procurement reguiremonts. Weizhs the
advisability of using Government-owned vehicles in lieu of contract vshicizs

2nd vice-versa, .

(E) Iavestigates all accidents involving vehicles d:
Provides narrative resorts and €2a fo designatle
roird testls and provides training for postal d- .
overation of Government-owned vexicles to assure thal they aredriven

Froneriy and safsly,

(¥) Solicite bids frem rueoula repeir
to service thc post crfice enid .
the post office far Ihz v s o2t .-
ills out the ‘nvi:‘;::on o0 Tialo invilaiizsos
may be extended, disini & nes
information o then: o=n T
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maintenance
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* (H) Waen mainteaizner
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repair jobe and il *r formr. Commamicals
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the dci at-: 2ee72 inlergnose O sedyae

2g to whethier tney shecld 52 re
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the coxntraciacs
resolve auzst:ions
properly corpi=t
vehizles for such ser
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*¥Jcb £1112d on *the bacis of senior Auxliied biddcr fro: t
accordwmace with appropriaie previzions oF the Nelie re
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nanse of ke velicies tmat o in this conunectlion,
makes out porerose = ar¢d for work
that can b oMtiired ot o ’ .
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(K) Reers and o

xnsg:clio::s : . . ‘*r.x. corre-

spondruze, siim 3 inea ? Exusnines as
. ‘assembles i ] vment. Com-
Pases corruspe , tie Tezionzt
ofiice, thc cos YO . . 3igning for

a superior in : ’

(L) I ac’.:i:'::on _
{i) NMakes with maifunctions

oa e exlernt of repairs
needed, 2rg -.vE:c-t:-.cr repair j6bs may de combine a‘ 10 odtu:n iowear
labor costs,
(ii) Investigztes road breakds wms ard lends on-the-spot assistance for
miror repairs, such as Tep r:es, tires, etc. )
(i i) Se—\'cs on ...e sa:'c iy ccmmiities of the post office.
H essing o;c ations ol the post office,

ORG:\.\TIZ.‘.TIC\A RELATIONSHIPS, Raeporis to the post-nas:er. sssistart post-
nEser, superintenuesnt of mails or aszisant sugerintendernt of rnals,
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POSIAL, FILLD SURVICE -
Titder Watenwan (Wil Hondhng Areas) : : . . Salary Level: PrFs-4
Rey I‘n. :'.l S K f'.'!’l:l.- .}.‘_._J)_.‘-' e e e
BAGIC FUNCTION. As a member of the neail handlber ossunationdd group, is ressussible
for periooming protective serviees in mail Leadling arcas, orin cozncetion wiih the custody of
mail. . . :

’ A Y

DUTIES AKD RESPORSIBILITIES.  Performs any onc or a eambination of such repre-
sentalive funclivas us the Jollewing: '
)

(A) At eatrances and cxits to work wreas, prevents unauthorized enlry or duparture;
, chetiis cach person leaving the Luilding to inzure that-any pr mn.r"' clearly is au-
thﬁrm-d {ar renwvils preserves md-r uad provents loilering on the premises;
dircels strangers to locations in the huilding or o proper entrances; muauintains a
loolout! for fires and éaangerous cunditions,

(B) At velicle entrunses, such us driveways, roadways and remps, guides vehicles in
or oul of post oliice progerty and tukes ncceszsary salety oo: 'lrol action to protect
peucstrians and moving vehicles.,

{(C) Al mailers! p...tro"m.- proevents disordsr, loitering, or l‘micvcry of parcels intenided

. for plucuoment ia tle m.uls or ,)..-cr sz,.u.) the responsibilily of the U.S, Post
3 “.o Office.  \ay also chock contents of wvehicies o ussure ..l- muterials are accounted
3 - for on drivers' u xmxu-sl or recoruds. . :

(1)) Provides armed protection for valualie & np'nems or for items of exceptional vajue”
in the custady of 12 pnst efficea,

(I7) In addition may perform any of the fHllowing duties:

(1) lnadds, undouwds and moves bull mail, and performs o.n"r dulies mc;a'mtal o}

. the movement und processing of mail, - . :

: (2) Dalivers lost and found articles 1o desiqmaied location.
(3) Obtains naumes of victims, duclors, police and witniesses in the event of ucci-
dents,
() Ocuuonnlly operates clevators. ) . :
ORCGANIZATIONAL RELATIONSHIPS.  Reports to designated supervisor.
- .
‘ L
: \
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Sh mlru. 1 ’o 252ic: 2-2.47
Craft- Nl Handeor B e

POSTAL F1Z.D SIIR\'!CE

Tile: hail Eanineent Hoeadler ' : ‘ " Salary Level: PFS-4
Key Pusiiion Iw..mx, o« No. §

Basic Funeiiox.—At a post cflice mai! bag consolidaticn point, performs all ¢f
the mianual and simple: clesical functions invelved in rece -iving, segresating, consoli-
dating, storing and shipping of empty mail bags.

Durrss axn Risronanmmrins.—

(A) Separaies bundles of mzil bags by types and sizes; separates mixed bag
by type, size, and whether serviceable or unserviceable.
(43)] Ap]‘lxm preseribed standards as set forth in the Postal Manual to deter-
mince vhether mail bags are serviceable or unserviceable,
(C) Consolidates bags into full bundles; compleies and autaches proper
) labels to bundles according to contents.

(D) Stores bundles in prescribed space by type and size; Lifts bundles on .

and off nutting t"ucks, pallets, or conveyors; moves bundles by manual
oor powcred z*xcdwds including walking or riding tow, or forkliit. Loads
and unloads railroad cars and trucks.
(E) Condemns mail bags which obviousiy are unfit for further use; removes
cord fasteners and laliel holders from condemned bags arnd prepares
. salvaged articles for return to ncarest depesiiory; notifics supervisor of
the number, tvpc, ard.sizc of mail bags condemned. -
(I Keeps records of mail bags received, segregated, consolidaied, placed in
storazc,'removed from steraze, and dispatched.
(G) Remuains alert to deteet misiabeled and incorrectly packed bundics;
rcports names of offciiding post offices to super visor.
(B) Uscs somiautemnatic or hand -operated wire-tying machines in bundling
mail bags.
(I) In addition, may perform any of the following duties: :
(i) Adjusts wirc-tying machines or replaces parts when mechanics are
not available.
(ii) Sweeps and cleans work areqs as required.
OrcanizaTioxal Rerationsuies.—Reports to a foreman or other designated
supcrvisor. . .

TL-65-20, §-16-GS .
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Occupational Code 1020-01 . Stanaaitt Jj7oS1103 Z-2527
62 V" :{"‘“ : C {C- D ‘7.... . 4 . . Crafs_clc'rl: T i d
- POSTAL FIELD SERVICE -

Title; lilusirator ' ' ' Salary Level: PFS%’:’:
Kcey Pozftlon Referenze No, 19 . ' . o

-

BASIC FUNCTICH. Creates, desizns, and presares illustrative material in
chart, graph, or poster form using virious inedla,

DUTIES AliD RESPO?\’SIBILITIES ¥ .

(A) Performs art work and drawling In cxecutlng éisplays, posters, cover pages,
charts, graphs, inaps, and othoer similar fllustrauons o be vsed Jlor 28minds-
trative, opcrational, public and cmploy'ee relations, and training «nd safcry
purposes,

*(B) Dc¢signs and creates material from vertal or written {nstructions, usually of
a general nature; or, providas surgestions forappropriatedesigns and layouts
to precent {deas of othiers elther pletorially, or graghically or both,

(C) Prevarces visual 2id slidzs for training aad othizs purposes, .

(D) Sclects and uses a variety of media {ncluding oil, water color, wash, crayon,
pen and {nk and pencil,-

(E) In addition, may reriorm the {oliowing duties:

(1) Pzints signs {cr use in lotbics, workrooms and outside arecas,

. (1) Performs gold lcaf lettering on doors, R
(1) Prepares drawings of. floor plans, and of structural and mechanical -~
modifications, ’

(Iv) Letter tacks and cascs. .
(v) Reproduces material by the silk screen copying process,

ORGANIZATIONAL RELATIONSHIPS. Adminisirztively responsitle to the
Postmasicr, Assistant Postmaster, or other designated suparvisor, Cooperates ard
participates with other supervisors as necessary to fulilll his function,

con

TL-0%-20, S5-1i-63 -
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POSTAL ©lillD SERVICE

Title: Muil Pro-ezainz Mactins Qper.ator
ey Pc‘-:!:'n. Pefereice 2o, 18 .
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BASIC 'UNCTION. we:ncnsible for overation of mail p’ocas'n-x' mac h'r‘o:( ) suzn
as f-’ACer-cav.rv ¢r ant related equirr.erd, Notes source of troshle in the cquipment whes
erratic operatliznor f:""--‘-. szcur curis 2 produciion neriod:; manes m--‘h«-..r\ot adjuazta
¢ nts, and takes other similir measures of & routine nat_z.x-c to

racnis and pasts replrceme
promptly put the equipnacnt back in operiation,

el

DUTIES AND RESDONSIBILITIES

\ .
(A) During periods of operation, opsrates cauiprrent such as a facer-canceler

which invelwes fecding mail into the machine and oversecing work of arother

¢ mail handling employves removizna mail from the stackers. Allernates work
: assipgnments with the sccond c¢molovee on the machine(s).

{B) Checks ke cifvocliveness of additional muoil hazndling emplojyees culling,
: batching 2:d trayinz mail for the machine(s) by c.)s-\rv-:.b and fceding trayed
. mail received for vrocessing by the machine(s); provides immcd‘ate. meail
handling suncrvisor with information as to need of mail hardling emplove ¢s
B for trairing or Circclion to insure cortinuira flow of machirable ma.l.

(C) Wken malfurnclions occur during operating periods, serforms routinetroubla-
shooting limited to work which can be accemplished to promptly put the
equipmenrt back in overution, while other membders of the work urit are
standing by. For example, checks the feed section of the ccuipment arnd
removes fcreinn matter from the mechanism and ptotocell lamps znd re-
lated opernirgs. Also, visually checks and corrects by replaccment or adjust-
ment such ¢ :axho..s as bex.t puides, mislocated feed fence, defective main
feed 2nd reverse rollers, ink felt rollers, and tzke-away rollers, Restlores

Lt displaced inverter belts to pulleys., Replaces scan lamps and observes and

- - eorrccts loose connections or similar causes {for inlerruntion cof powver
supply from bailding outlet. Stirs ink and adjusts irk flow, However, incum-
bent does net perform scheduled preventive maintenancecr other repair wecrk
requiring extensive disassemndiv of the machire, or requiring shop cquipment
and comyulex testing devices and procedures,

. (D) Reports unusuzl mazchine diificuliies o mail handlirg supervisor or main-

. tenance personncel.
(E) In acdition, may pesform other mail handling assignments as qualified.

2

~

ORGANIZATICNAL RELATIONSHIPS. Reports to aforemar, mail or other designated
supervisor.

TL-65-20, S-1i-68
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Koy Poaticn clvrante (ln, 17 : AP

n'.!)!".: YUICTae, Nais jimnn
c],.c.)t.-...L‘. Gnndos et ot rering mn thin § e Lativa el o,
wtiiintg iy (., a ('x\" Cilaritution seheme c').- iag daidivery peints such ac carrior
romten and s inviony and hrnnches Lot lmiied 1 ZIP Cole heyingG or, (2) an s oval ent-
1

l'f;h..'. sc!.r!' 13 .'.'.::-“ gigtjnstudedintribodg

o OY Gt enipe unrt [“ St ..\'[" tedens in

~-.. - . .-.-o-' —-——cooss o o =

eytaad ~~-,»')u:: c(-:k 5

-
.,
.

ninn by olLieriban 21 Gols, t'n’(cl 5, alphabkatical,
H ‘-~;:s; or a counthination of (13 and (2). &faat Lo able 1o demonzuraie
sne Jistdibutien at an aversge rate of at least 80 parcels per mninute on
i:::n:.n’:.;: ;::::'cd.:, or at an aversge rate of ot least 35 paredis oy minute on ouivving

purcels, o ’~: an overays rate of 2t lesst 30 pascsis por minaic en mixed incoming and

T OMEOInG PATLCIR; With wn agcuracy rate of Y8 poreent,

o ®

DU’ "IIIS AND RES PON:{«'BI ATIES

(J) Reads addrezs on cach varcel positioned on |‘x~ su nlv bolt by the {acer.
Assaciates the scheme item with the apsiicable mcching code and depreases
a combinztion ¢f keys 1o set the iz ing mcd‘-:.r.‘.:'w on the parcel palicts
to cump the parccl at tize desired dc:;u:'..:::"n runzus beli or chute,

(2) Pualns parcels on signal by huzzer or light w raagactive palloes that the
keving device has set to trigZer at tho solecied destinadeon rundui, .

('l) May poriedically '"Lcrch...tﬁg aa.u'.':’.. onis durina 2 oweur with '.lv. facer if the

i
.
!

337

occupant o that assisnmont is qualificd e {1l the éiavilyrion 20
(1) )’crfu:ru:; otl.er clerizal r_'"uc.. 8¢ ascicnid whin b occu.ncdi
aliernating i tirz keving and facisg funztions oa the machine. :

.
.

ORCGAMIZATIONAL RELATIONSHIDS, Reports 1o a foreman or other
desipnatcd suporvisor,

*¥illed Ly senior quealified Lidder - -

Lo

TLa(O-, 3-3-(
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tributing rryc2l post reguiving no schome nowledge,

ORGALINELATIONAL RELATICORSIIIYS, Reports tw a foreman cr other
designat UaIrVisor.
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¢Filled by senior qualificd rzil handicr
. .
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.7 POSTAL FIELD SERVICE

Title: Tran <mit Mail E\m'd tor Salary Level: PFS-6
Key Position iieference No, 19 . . : ’

B’sSIC FUNCTION, Arranges for the prompt transfzr of mail between star rovtes, mail
messengttt or other truck routes, and other mail unils, and a3 reguired the loading and unlouding

of railway

storage cars, flexi-vans, pirgy-bick trailers, anid oliwer storage units by past office

employeces. Respousible for the scparation, lo.l'hn::. an :i uvntoading of mnail by contructors and
Pos hl cinployzes and for assurinag its proper and expediticus handling.

DUTIES AND RESPONSIBILITIES

(A)

(B)

.

C)

©
®
(F)

(&)
(&)
M

)]

(K)
(L)

~

as to loadinz
other sp2cinl
ic

iencies anc

Keeps informed on contract provisions fer routes serving the facilit v
agreements, correct sized vehicles, proper protection of the mail and
conditions. DPericdically inspects contruct vehicles for apparent defic
reports irresulariti=s to supervisor. N
Keeps informad of ail scheculed arrivals and cdepartures at his duty station, and has
Inow!ledze of the most expeditinus dispuatches to assure ony aliernative rerouting of
prefereatial nails duc to unusual circumstances; determines whether unit should b2
leld for connections. . N
Studics the reuiing and loading of mzil to determine if economies or service. i
provemeats couid b2 made, Reccminends changes jorv improvement. :
Examines outzzing and incoming vehicles to determine degree of utilization and
adherence to hirhway safzty regulutions and reporis xrrcf'ul.m fes to postmastizr.
Dircets parxinz, loading, and unioading of vehicles td assure correct placement
for immuediate or subsequent oplratian,

Observes thz movermert of cinpty cquipment bewween deficit and surplus offices
and recommends aciustncrnts to xe::o....l mail ccumipmant officers as appropriate.
Supervises the loading of mail equi p "xt shipments,

Observes the loading of trucks; checks to see that necessary separations are mads,
and that all available mail is Joaded b.forc departure of route. Makes frequent spat
checiis of mail handliny activity to assure that mail is correctly labeled and is bteing
promptly separated o proger route.

Makes arranzemeats for extra trips *of servxcc whken necessitated by volwme or
unusuil circumstances,

Oversces the loading and urloading of storage cnrs‘. flexi-vans, piggy-back traile s
or other mail ceatiiners intendad for iransportation by r:ul when such activitie
arc performed at the facility.

Qualifies periodically ¢ -ouvh examnination on knowledge of distribution schemes,
postal recgulations, and special rowting schemes for his particular assignment and
duty station. oo
Maintains clese contact with sun2rvizors in the distribulion and vehicle service
unils to assure close coordination of all mus! Lhandiing oj«crations.

Maintains required recora: of =zl volumwes, arrival and departurc times, and
other pertinunt operating data, ’

(M) In addition, may nerform any of the follrwing dutios:

(1) Provide ceuavoy service for valuzble registers between truck platform and
registry section of oif:ce. :

Tl-€9-1, 2-7-59 .
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(2) Perfaorm distrilrition if cuch activaty is avt®oriced at trock facility.
(8) Assist supérvisor in on-the=job tramning of ciployees.,
ORCANIZATIONA L WBL\TIO\' HIPS. Reports to a foreman or other designated
pervisor,
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POSTAL FIELD SERVICE.

T‘t](" Pult Sk ail T CC! alcicn . ) . V Salary [‘C.VC’: pFS-G
Key Pexzition Reference No, 18 .

e  —— - — o -
e cm— . - - ——

BASIC FUNXCTICN. For approximately 757 of his time works a!o'xc or scrves as
a werkiag Iczd-'r to a2 or more employees en 2 tour, cnraged in af'ccpt'nz, classiiving,

welghing, computing, and rocording of chargoable pestage on permit bojk mnaidags of all
2

-

classes, including permit {mpring, precancellsd snd me rcd mailings. .

DUTIES AXD RESPONSIBILITIES
s ) . .
(A) Recelves first-, third- and fourth-class pcrmi: imorint, precancelled and
. metered bulk mailings, assuring ccmpliance withall departmental procedures,
rules and rcgulaticas hzfore accoptance. Deternmines the weight, numbar of
pleces and postage chargeable for cach mailing, Examines and verifies such
matters as Lull mailing statements, weishing and dispatch certificates, cer-
tification ¢f mailing under parmit, adecracy of funds on deposit to cover mail-
ing, ctc, Holds up ..r.d/ or returns bulk mailings to patrens for corrective ac-
tion, as neccessary.
(B) Computes postare on secend-class and centrolled circulzation mailings, taking
: into CO'\:ld-X'-‘lt:C.’l such items as the rezcding portion, percseatase of ~ui‘.- riis-
ing, weisht, numbar cf cenies in mailing, dolivery-area, key rate and speocia
rate considerctions authorized by the &¢ pa*t-nmt Daovelcpskey rates en cub-
lications in aCcordance with prescrinzd preceduras, as nceded, Receives znd
« examlines marked covizs of newspapers, periodicals and controlledcirculazion
publicaticne to insure compliznca with regulations. Checks for vnauihorized
enclosures, frequency of rx:nlm';, cecond-class entry statemants, velume
number and dazte,
~(C) Acviscs patrons by phone, correspondence or personal coatact as tc proper
proccdures for mailing under bulk mail rates, covering such items as
vrapping, tying, separatiag mail into direcer, state and mixed packages, mini-
mum pxcccs required, prepavtaticon of sacis for dispatch, labeling, sepzration
as to size and class, mailability, ete. Furnishes such informaticn in re sgonse
to inquiries raised by patroas or as a gosult of spacific irregularities noted
in their mailing. . i
(D) Maintaias the tabulation and recorling of all fees, deposits and withdrawals
made cafly in trust fund sscounts of moritholders. When oversaeing the work
of other crpleyess assizned o this activity, examines each individual account
and group or bleck centrel record enarecular, scheduled basis, as requiread,
to verify that oncries mada to accounts and balances are accurate and current,
(E) Maintalns Haisen with mails suporvisors, meiling requirements personnel,
and othor &pn o::lat-* postal clficials by telephon2, visit or corresgondance
regarding spicial irsuuctiens, nutings and unusual situatiens, Keeps his
supcrior nfitined of prezress of o ork in zll arcas under his jurisdictien,
polrting out r>prated maiing irrogulurities made by mailers, and errors
committed by other empleyess in Lulln mafl acceprance,

e

,—-

TL-63-20, 8-16-6G3 . .
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(F) Maintaing rcu.zd. and prepares all forms required, *‘uh'n'zr: all necessary SV

roports to accoamtin e ang ciwer adminictrative and euerations effices,
(C) When scting 23 a leader ¢f other cirployees anstined to this worlk:
(1) Provid:s x"‘l..'xs... direction to thuir activities covering such matters as
thelr 12cording cnd coempletion ¢ hull aziling statements, rates to be .
applicd, tase allewanse, recerdings fn trust accoun:s and other similar ’
policics, procedures and reaulzticns prescrihed by the Deparunent. Keeps
- them current en all praceddent mulings, changes in raws, :;cce;;:ar:cc pro-
codures, cte, :
(z) In = cmro.;r.\.c with yoenaral and s ;* i.’ic Cirectives of his supervisor, shifts
cimployces in the group froim on signmiont to anothier to balance work-
. 1oad, resolves work preblems, ‘.nd helps his syparvisor train new em-
ployess in the werk of the vnit Sup; ')]n_ 1zadership necossary to stcure
maximum interest and cfiort fre:n the emplouyees; promotes harmany and
coop2ration.

T .
ORGANIZATIONAL RE L:'&TIO\’S:IIPS. Reports to a deslgnated superviscr

(,- and receives tcc:m:cal directicn irom zdministrziive servicas or other mailing require-
4 ments personnel. Provides leadership to one or morc employces when assigred to the

N
*3eqr
acuivity,
-
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(A) Reads gack lalcle 2s zzeis ave fud on a conveyor o the operator; depress
i

.

-com -'vion of Loys to ret x'r- triezavine mecha
palleis to dump the zuck e Cosived deailnatior
(B) Puzlon ~.:':?< Gaoto Yoader ey which wrinas zuicn
to the machine p..x.ct the keylay device hes et
runsut, :
SORGARNIZATIONAL REQUINENENTS, Rep
desfpnated supervisor.

*Filled by best qualificd mafl handler

YL-69-4, 3-2-69

mail ¢ anelocivo-meching-
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anaccuracy-rate of 98 per-
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1 runcitt belt or chuts
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Tls to a2 fercinan or other
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Title: rowesd Dot l‘»""-"'~;'x~.' 44 PSRIT) salary level B-6-5
Fey Podlion o ronce 2o, 12 , :
v pr mrn g aerenn . S X
PALIC TR wiaten ducumingg or e sing paces) post sepovadizas on
au clecirommrchanical yare: -l et eeriim snashiie by eperition of o heyloard (1) spelye

ing mackine codes 10 ¥ ';‘ Come B rs Cov . r i Codivery poinug cuch as stetiops pndd
hrenghas or (3) cutcing dsivitiwnn By wprivine achinge codes 1 AP Code, direets,
alphalestical oy goenvn .:i-; prousiny, o 3 comtinmioa ol (1) o (0), Rust b ehiz w
dorapireTiie :::r.’. meintzin maching Jiatvibuiion at e averans rate of atl least 40 parccls
[or minuis Wit an sceuwrsey Yo of V3 rorecat,

DUTIES ARD RESPONSIVILITIES

(1) Reads zddrezs on esch parcel posirionad on thz2 supply belt by the focer.
Assccinies cdiress with the applicadkle mizchine code and depresses koys on
the keyho2rd v sot the trigraring mechanizm on the pareel palles o duinp
the p' real ot ihe desived '.?.z..;....“..m ruhout mlt or ¢l

(2) Pusiues paveels on signal by buzrier ov light 1o respeciive paslees that the

* o keying dovize hen sel o wrigror 2t Stu"'t"d (‘-.. Inmucn runent.

(3) May periodically nztﬂrchz:: % T duting & tour with the fazer if the
occupant of thit azsinmme. '- to ;.u the ¢iagribnution assiznment.
(4) Periorms oiher clerje:! cE-':E; as aenigned when not occupisd in the keying

or ¢ ]'cxmm.‘; in ihic Loying and facing fimictions on the machire, .

-

3]

ORGANIZATION/L RELATION31IMS, Reports o @ foreman or gcther
designaiced sucrvisor, :

¢Filled by senlor qualificd clerk :

TLe00. g, 222269 .
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POSTAL FUJI.D SIJ!(‘JICL
Title: Mail Progeasine Macuine (perator I : ‘Salary Level: PI§-5
Key Positiem Reforence Mo, 12 )

e S se e mme e s eme .
SITSSITLTNISTLL SoamwLs

BASIC FUNCTION.  Kesaonsible for operatica of mail processing machines suchas facer-
canceler -xl !‘('I;lt‘.'.' ejipment and perfarms as necessary specificd routine maintenaecce tasks
(parazraph C boelur) pursraet to reauired training in an effort to keen machines in eperation ful-
lowing crratic aperativa of cquipment or failure in cperation, Must Le able to domnonstrate ability
to consisieatly operate the feer-canceter and related squipmant to maximum cfficiency, normally
expected to be at a rate of 27,600 to 30,006 pxccm per hour, -

ce—— = - .-....-.“. e T ——— - —_ s ——" + > - — " — — — — — e
TN lalTT T T I ST LS T T T WIS AT I ST == ==

‘DUTIES AND RE SPO SIBILITIES.

(A) Duaring pericds of operation, operates ccuipment such as facer-canccler and related
cquipmeni which invelves alternating worl: assignments with a second employee in fced-
ing mail into and removing raai! from machines,

(B) Provides immediate mail hamdling supervisor with information as to need of mail
handling emplovees for training or dircection to insure continuing flow of mac hmc...) e
mail,

(C) After receiving necessary training by a aualified maintenance emplovee, performs as
required, tasks such as the fc»llowmg: operates the 20 amp cir cut breaker, the po"cr
‘ON-OF" gogrle switch, the 1aotor start (white) and molor stop J) switches, and the
reset switch un the ‘B* machine: adjusts izk pump flow wheel to contr ! flow of ink: {ills
the ink tank; replaces inverter belt on palley if it jumps off: rc‘pl:cm, scan lamps; re-
places blown sio-blwv 2 ump {fuses located on contrel panels: remeves foreizn mattler
from feeder scction, scanners and dctectors, lettertracks and brush section: and break is

jams, PR
(D) Reports unusual machine difficulties to mail handling supervisor or maintenance
personncl,

(E) In additien may perform mail handling assignments as qualified,

-

ORGANIZATIONAL RELATIONSEIPS. Revorts to a foreman, mail or other designated
supervisor, .

TL-6s- 5-16-G6S ' .
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Stand:sid Position I)n(m‘l]»lzons o e e (‘lml’lcr'" o
Occupational Cude 2 2315-62 Slamlazd Posilion ')-.le »
Crafi: Mail Uundle L . :

PO >TAL FIELD SCRVICE

Title: Mallhandler chhnlcian ’ - Salary Level: PFS-S
Key Position Reference No, 12

BASIC FUNCTION. Ata centralized pouching point or opening unit or "routing
point” (in largest post offices), performs the sorting of pouches, sacks, and/or trays of
preferential mail and routes them tothe arpropriate processing or dispatching point. This
includes int:omi::g and outgoing surface pouches, incoming and outgoing alrmail pouches,
transit pouches, incoming and transit sacks of newspapers, and sacks of cpecial delivery

and special handling parcels and papers. This positionis for use only in sectional centers

and other large post offices (over SO0 employees) where the volume of incoming, out-
going or transit mafl warrants a centralized pouching point or opening unit or routma
point substantially on a full-timec basis during the tour 1.1volved

DUTIES AND RESPONSIBILITIES. Performs either (A)or(B), or a combina-
tion of both:

(A) At a centralized pouching or routing point, examines, sorts and routes several
hundred pouches and sacks of preferential maildaily to appropriate processing
and dispatching points. While scheme knowledge is not required, incumbent
must be familiar withdispatchtimes andchangesin routings at diiferent times
of tour, Maintains record of late arriving pouches and sacks znd adviscs
supervisory employees of late arriving mail or mail which fails to mzke the
correct dispatch, Provides on-the-job training for employces assigned to
centralized pouching and/or routing points. Performs loading, unlozding,
dumping, sacking and other mailthandler functions as required.

(B) At a centralized pouching point or. opening unit, »eriorms the sorting of
pouches or sacks of preferential mail and routes them to propsr processing
point; opens and dumps pouches and sacks at the incoming or transit opening
unit and scparates contents in accorcdance with classification of mail and
established work arcas for such classifications. Is respcasible for routing
mail promptly to pouch racks, newspaper racks, distribution cases and other
processing point within each working area. Sorts and routes pouches and
sacks to star routes, raflroads, highway post offices, and airlines. Maintains
records of late arriving pouches and sacks andadvises supervisory employeces
of late arriving mail which falls to make the proper dispatch, Provides on-
the-job training to employces assigned to centralized pouching or opening
unit, Performs loading, unleoading, dumping, sacking and other mailhandling
functions as required.

ORGANIZATIONAL RELATIONSHIPS. chorts to foreman of mafls or other

designated supervisor,

*Filled by scnlor qualiflcd mail handler,

T1.~69-4, 3-3-69
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- Standard Posilion_Descyiplions Chapter C
Occevjalionul Code 0301 =15 Standaid Posilion 2-50¢1
Crafl: Clerk™ _ ' ot (Revised)

POSTAL FIELD SCRVICE -

Title: Postal Sourcce Data Technician ) Salary Level: PFS-6
Key Position Reference No, 15

. .

BASIC FUNXCTION, S:rves as operating technician in the data collection site of a post office
operating under the Postal Source Duta System and/or scrves as technician responsible for activ-
ities at a control center in the PSDS system in a post officz involving control of weighing and re-
cording of mail processed, ATAL, WLRS, and related statistical activities.

DUTIES AND RESPONSIBILITIES.

A. Performs either (1) or (2) or both, as assigned in the post office:

(1) Scrves as operating technician on an assigned tour in the data collection site. Reviews the
output of the PSD System and distributes reports to the appropriate operating official. Opar-

. ates the alpha numeric input devices, constantly updating the cmployce master file and making
nccessary adjustments and other prescribed transactions. Records and reports attendunce
and leave data under the Attendance, Time and Leave Program. Receives and transacts into the
‘system inquiries for data. Observes operation of all input/output devices and makes minor ac-
justments as authorized. Reports nceded maintenance to his supervisor.or customer engineer,
as authorized. '

(2) Serves as operating technician at a control center or other scale location, weiching and re-
cording all mail volume passing through these weighing points, as well as the end of day n:2il
inventory under the WLR System. Is responsible for determining the source and destination of
all mail volume. \When recordings are made on 2 manual basis, responsible for completion of
volume forms in their entircty, including additions and computations using appropriate con-
version factors to obtain pieces of mail processed. When volume recordiags are fully activaied
under PSDS, responsible for making volume input transactions and adjustments on proper PIDS3
device. Computes man-hours used in WLRS operations on Form 2345, Personncl Man-
power, until labor distritation is activated under PSDS. Muaintains control of emplovees?
budge cards for the pay locations assigned to his control center; insurcs that proper scecurity
procedures are obscrved; rucks and unruacks employees' badge cards in accord with reporting
schedules. Receives telephone calls indicating nonreporting employees and initiates Form 3971,
Using his own authorizer's badge, enters into the PSDS transacter absences and overtime wp-
proved by the appropriate supervisor. Receives error reports on time and attendance from the
data collection site for puy locations assigned to his control center; consults with supcrvisors
to determine proper correction: obtains supervisor's concurrence on report as to proper cor-
rection; inputs corrections on PPSDS transuacter, using his own authorizer's buadge.

B. As rcquired, performs the following duties:
(1) Complcetes Forms 2399 or 3499, Operations 1\nn’lysis Report.

(2) Obtains mall volume samples required for monitoring national conversion rates, Obtains
samples required for various statistical programs such as Cost Ascertainment, National
Service Index, and 21 Code Usage reports,

*Positton shauldbe filled by best qualifiedapplicant selectedin the following order: (1) Clewk craft, (2) offtcewtde, razandlcsz of craft,

T1.-70-5, 3-3-70
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() Maintains standard roster sheet, Form 3981; malatains files of l’orxixs 3971, and performs
rescearch,

(4) Performs dutivs of a general accounting nature.

ORGANIZATIONAL RELATIONSIIPS, Is under the administrative and technical supervision of
designatued supervisor,

TL-70-5, 3-3-70



Slancarved Pasition 1)( SCY :/r!mns | ; Cha{)!cr.'
occualional Code 2315-72 - Slandard PPosition’; ..-.)U g
Cruft Designalion: Clcz Ire :

POSTAL FIELD SERVICE

Title; Sack Sorting Macidne -Operator Salary l.evel PFS-6
Key Position Reference No. 17

BASIC FUNCTION. Makes separations of sacks of mailon an electromechanical
sack sorting machine by opcration of a keyboard applying machine codes to accomplish
distribution by cstablished schemes requiring schemes examination. Must be ablc' to
demonstrate and maintain machine distribution at an average of at least 10 sacks per
minute with an accuracy rate of 98 percent,

DUTIES AND RESPONSIBILITIES

“{A) Reads sacl labels as sacks are fed on a conveyvor to the operator; depresses
combination of keys to set the triggering mechanism on the sack machine -
pallcts to dump the sack at the desired destinztion runout belt or chute.

(B) Pushes sack on to loader tray which trips automatically, dumping the sack on
to thc machine pallet the keying device has set to trigger at the destination
runout,

(C) Performs other clerical dutles as assigned when not occupied in making
separations on the machine.

ORGANIZATIONAL RELATIONSHIPS, Repo.ns toa foreman or other desig-

nated supervisor.

*Filled by best qualified clerk,

T1.-69-4, 3-3-69
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Mandasd Posilion l)«‘§c34z[)(1cvx:s R (‘Imp!r--“'

POSTAL IFIELD SERVICE

Title; OCR Operator
Kcy Position Reference No, 12 . Salary Level; PFS-5

BASIC FUINCTION. Pcrforms a varicty of duties involved in the operation of the Optical
Character Reader. Specifically, duties include loading, sweeping-tying, fceding the transporz
.units, and opcrating the reject stacker.

DUTIES AND RESPONSIBILITIES, On a rotation basis performs all of the following

duties:
(A) Maintains a constant flow of mail through the transport unit so as not to allow empty spaces

to develop on the feed coaveycrs, requiring proper use of controls and indicators at the feed
station.

(B) Recognizes reacdable OCR mail and maintains 2dequate supply to both mail transports --
properly orienting same when necessary.

(C) Takes immediate corrective action when drum jams occur, clears minor jams, and is

vare of which type jams should be cleared only by electronic technician, mechanic, or supor-
ior, '

s

-

(D) Removes full trays from reject stackers and supplies empty trays, as required, Removes
empty trays from OCR area as necessary.

(E) Picks up mail from doubles and output hoppers, trays all mail arriving at reject stackers,
and alerts supervisor immediately of any high reject rate observed.

(F)On basis of knowledge of sweeping and dispatch schedules, withdraws malil from bins,
verifies as required, Empties full bins immediately,

(G) Trays, loose packs, or ties out malil as required.
(11) Notifies supervisors of excessive errors detected.
(1) May be assigncd to other mail processing duties as required.
ORGANIZATIONAL RELATIONSHIP, Reports to a foreman, malls or other designated

supervisor, _
C”0 878.2%2

) B

T1.-69-9, 7-25-69
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4

YOSTAL FIELD SERVICES

Title: WLRS Control Clerk
Key Position Deference No. 13 . Salary Level: PFS-6

BASIC FUNCTION. Collects and rccords in a dontrol center a varicty of data relating o time
and altendance, work measurcrent and related activities in order to serve management ncul: for
these d'\t.l. This position is for use only in post offices not having the PSD Sysicm,

DUTIES AND R ESPONSIBILITIES.

- A. Reeords and reports attendance and leave data under the Attendance Time and Leave Program:

1. Receives telephone calls from employces reporting unscheduled absences and initiates
Form 3971. Processes requaests for leave,

2. Racks and unracks timecards at designated locations and makes appropriate distribution
end collection of timecards.

3. Reviews employces' timecards to ascertain correctness of entries, distributes hours amorng
the categories of time and leave to which they are chargeable, and totals these data for ..
reporting purposes.

"4, Receives and answers questions from employees concerning rules, regulations and policies

- relating to leave and pay matters. }

;“ B. Serves as control clerk at acontrolcenteror other weighing station, weighing and recording all
mail volume passing throuch the area as well as end of day mail inventory under the WLR System.
Observes source and destination c¢f all mail volume and manually records information on mail vol-
ume forms in the prescribed manrer. Determines whether it is proper for the mail presented to be
weighed and recordad and under which operations coding it is to be placed.

C. Computes data for perfecrmance measurement programs, including number of hours to complete
a mailhandling activity. Converts pounds and/or contziners recorded on mail volume forms to the
equivalent number of pieces of mail. Prepares required work measurement reports from readily
available data.

D. Performs other accounting clerical duties as assigned and distributes mail if his asswred
duties arc not sufficient to fully occupy his tour of duty. . .

ORGANIZATIONAL RELATIONSHIPS.Is under the general directionofthedirector of operations
or general superintendent of mails. Receives technical guidance and supervision from the director,
office of finance or chief accountant on all duties other than mail distribuation.

cr o 903.3¢8

TL-70-32, 12-7-70 ’ )
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Crajl-Cicil:« : ] 5landa;dl’oszlwn 2-57F

POST/AL FIELD SERVICE

Title: label Printing Ceonter Assistant .. ) ‘ Salary Level; PIs-6
Key Position Reference No, 17 '

—

BASIC FUNCTIQN. Performs a varlety of responstble clerical and administrative duties
in a labcl center, involving complete famillarity with precduction and work progress in all phases
of reproduction,

DUTILES AND RESPONSIBILITIES

A. Examines requisitions to assure items ordered do not deviate from prescribed format and
arc authorized in accordance with current schemes and schedules, with postal and regionzl
bulletin directives, and with instructions from the recgional schemes and routing office. Isclates
requisitions involving administrative and/or technical questions for corrective action by
supervisor.

B. Determines whether items in quantity ordercd can be supplied from stock orif all, or a
part of the order, must be scheduled for production.

C. Sets up production schedules to provide slips, labels and ovcrprmtmg in quantity ordered;
considers availability and capacity of machines in preparing work schedules; reviews \.orL
progress and when necessary revises schedules to insure receipt by user in advance of date

. needed,

- .

D. Prepares vacation schedules; answers telephone calls and furnishes requested information
or takes approprizte action; prepares all correspondence required in conducting the operaticn
of the unit, including the preparation and t}pmg of correspondencs to postal instailzaticns for
supen'zsor s signature.

E. Maintains unit production and man-hour records and compiles, prepares and types re-
curring reports and special reports as requested.,

F. Keeps an inventory of paper, ink, stencils, etc. on hand and prepares rcquisition for sup-
plies to assure there is a sufficient quantity of the various items to meet normal operational
necds,

G. Maintains a record of standard printed items hcld in storage; schedules production of in-
dividual {tems when the supply on hand goes below the normal amount carried in the unit.

H, Orders parts for machines as instructed by supervisor,

ORGANIZATIONAL RELATIONSHIPS. Reports to the supecrintendent, label pfintir:g

center or other designated supervisor,

*Fillcd by best—qualilicd clerk

TL 70-10, 4-16-70
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FO.:TAL l‘quD SERVICE

Title: Label P’rinting Technleian B _ B ’ Salary Level; PFS-S

Key Position Reference No, 12

— —

BASIC F'UNCTION, Produces case labels, scheme cards, rack headers, label and facing
slips uscd by post offices and other postal installations In the distr!b'xt on and dispatch of matic;
makes frequent change in stencil scts; operates and services machines used to produce these
ftems,

I
DUTIES AND RESPONSIBILITIES

A, Sets up and operates LP III and LP 200 label printing machines and tickometer to produce
labels and facing slips; adjusts rmachines for cither labels or facing slips and for diffcring size
and welight of stock,

B. Prepares metal plates on graphotype, cutting, bending, shaping and affixing metal stock to
printing arms to provide good printing rings for the tickometer,

C. Is responsible for the maintenance of current up-to-date stencil sets, making changes in
the sets from mailing directions and case rzck diagrams furnished, and changes issued by the
regional schemes and routing offize to insure proper dircction of mail vithin the installations
and in transit to destinations.

D, Based on knowledge of mail distribution methods gives instructions to the typist to mzke
necessary corrections in format, title abbreviations, and symbols on new stencils.

E. Verifies new or changed stencils prepared, removes stencils no longer authorized and
inserts new or changed stencils in the sets {n proper sequence of printing and usage. Recom-
mends elimination or combining of sets when size of set no longer meets departmental criteria,

F. Is responsible for the quality of machine output by ensuring proper inking, maintenance cf
proper margins and performing other adjustments designed to produce maximum legibility.

G. Frequently makes revisions bascd on notice of changes after production has started and
correctness of revisions are dependent on technician's knowledge and expericnce.

H. Maintains machines in proper working order, operating so as to prevent breakdowns but
maintaining maximum production; oils, clcans parts and makes minor repairs to machines,

0RGANIZATICNAL RELATIONSHIPS. Reports to a foreman, label printing center,

or other designated supervisor.

*Filled by scnlor-qualified mailhandler

TL 70-10, 4-16-70
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POSTAL FIELD SERVICE -

Title: l.abel Machine Operatar Salary Level: PFS-4
Key Pusition Refercence No, 7 :

D — eemeem————————— S ——
— —— —

BASIC FUNCTION. Operates various machines such as elliot, tickometer, stencil cutter,
and graphotype to print labels and facing slips required in mail distribulion operations of post
offices, terminals and airport mail facilitics. Or operates photo composing, photocopying and
mu}tilizh machines, and performs related work in preparing case lzbels,

DUTIES AND RESPONSIBILITIES

A. Sets up and operates elliot and tickometer printing machinces, adjusting for cither labels
or facing slips and for diffcring size and weight of stock.

B. Prepares stencils on stencil-cutting machines, spacing 2nd lining type for proper place-
ment, and using stylus to draw lmes and special symbol° to be reproduced on labels and facing
slips by printing machines,

C. Precpares metal plates on graphotype, cutting, bending, shaping and affixing metal stock to
printing arms,

D. Participates in the preparation of headliner case lzbels, ss directed, by periorming such
functions as operating photo composing, photocopying and multilith machines; cutting film into
strips and cementing strips on mats; spraying reproduced sheets, and cutting labels,

E. Cleans, oils, and adjusts machines to maintain them in proper working order,

F. Packs completed labels and facing slips for delivery; receives and stores supplies of paper
stock; maintains schedule of pickup and delivery,

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman, label printing center, or

other designated supervisor,

*Filled by senior-qualificd maflhandler

> T1. 70-10, 4-16-70
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POSTAL FIELD SERVICE .

Title: Typist-Labcl Printing ) Salary Level: Prs-«

Key Position Reference No, 7

BASIC FUNCTION. Prepares lzbel, facing slip and scheme card stencils and types carrier

case labels from approved copy or instructions.

!

DUTIES AKD RESPONSIBILITIES,

A. Prepares stencils on manual or clectric stencil cuiting machine in accordance with in-
structions and list furnished.

B. Spaces and lines type for proper placement on stencil according to established formar;
uses stylus to draw lines and special symbols to be reproduced on labels and facing slips by
printing machines,

C. Types labels on carrier case label typewriter or flatbed writing machine {rom approved
copy, observing and following all special markings requested. -

: D, :In addition, may perform any of the following cuties:
~ (1) Operates mimeograph, addrcs;ograph, collator, folder, inserier and scaler machines.
_,j (2) Prepares notices 2nd charts on a bulletin type typewriter,

(3) Types correspondence and memorandum from rough drafts or general information.

ORGANIZATIONAL RELATIONSHIPS. -Reporis to foreman, label printing center, or

other designated supervisor,

*Filled by senior-qualified mailhandler; then open offlce-wide, best qualified,

D . TL 70-10, 4-16-70
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POSTAL FIZLD SERVICE

Title: Pac!:cr-siulppct Salary Level; PFS-4
Key Position Reference No, 8

BASIC FUNCTIO:IN, performs work involved in packaging and shipping jtems printed in the
label printing center, and, in the receipt and storage of supplics usced in the center.

DUTIES AND RESPONEIBILITIES.

A. Removes and/or receives completed nonstandard labels, facing slips and scheme cards
from production arca and arranges items in lots for shipping. -

B. Withdraws from storage, standard items neceded to complete requisition and combines lots
for packaging; reports withdrawals to maintain inventory.

C. Assures that labels and facing slips as ordered are properly packaged, sealed and labelzd
for delivery to correct postal instalations; loads packages on rolling equipment and takes them
to dispatch area.

D. Receives, examines and stores supplies of paper stock, stencils, ink, cartons, etc; in
stock room or designated storage area; reports additions and withdrawals to maintain curren:
inventory.

-

E. Places sufficicnt quantities of paper stock in production area to meet normal daily needs
of machine operators.

F, Performs other related duties as assigned or directed.
G. Verifies the shipping destination of finished goods.
H. Performs "on the spot" quality cvaluation prior to packaging finished goods.

L Consults with supervisor in dectermining economic lot size of products to be shipped and
most convenient packaging sizc and configuration.

ORGANIZATIO\'AL RELATIONSHIPS. Reports to forcman labcl prlnnn,, center, or

other deslgnated supcrvxsor

*Fllled by senfor-qualified maflhandler,

> . TL 70-10. 4-16-70



indard Position Description : Chapter..C.
-upational Code 2315-82 . SLandard Position 2-592 7
. i Rcv;sed

U. S. POSTAL SERVICE

Title: DISTRIBUTION CLERK (SPLSM)
Key Position Refercnce No. 12
Salary Lecvel PS-5/6

BASIC FURCTION: Opnerates a single position clectro-mechanical
letter sorting machine in the distribution of letter size mail
requiring the knowledge and appllcatlon of approved machine
schemes as may be assigned. Notes source of trouble in the
equipment when erratic operation or failures occur during
production periods. Performs corrective actions as stated in
Duties ‘and Responsibilities and requests maintenance assistance
as necessary.

Must be able to dembhstrate, in examination, operation of the
machine at sorting speeds of 60 letters per minute with an
accuracy rate of 98%.

DUTIES AND RESPONSIBILITIES: .
I
A. Reads address of each piece of mail as it is positioned by
machine; depresses approvriate code keys to enable machine to
. convey each letter to the proper bin. This reguires a high degre=
of manual and visual coordination and clcse visual attention for
sustained periods..
B. As a team member, serves for a portlon of time on a rota-
tion basis as a loader and sweeper-tyer. These duties, after
v training, will require:

(L) Proper knowledge and use of equipment which may
be used to prepare mail for machine operation.

(2) Supplying properly faced and edged machineable type
i mail (culling that which is non-machineable) to each
machine feed tray as needed.

. (3) Removing mail from distribution bins, verifying for
accuracy, tying mail in burdles, traylng, and/or
dispatching as may be required.

(4) Close attention during the operation to machine
control and jam lights, with prompt relief of frequent
simple letter jams which can be safecly cleared.

C. When malfunctions occur during opecrating pcriods, performs
routine troubleshooting limited to work which can be accomplished
to promptly put the-equipment back.in operation. For example,
checks the fced section of the equipment and removes foreign



matter from the mechanism and photocell lamps and related
openings, and checks to insure the machinc is properly .
plugged in to thc clectrical outlet, and the switch has becen
turned to "on" Incunbent does not perform scheduled pre- )
ventive malntcnance or other repair work requiring disassembly
of the machine, or requiring shop equipment and Lestlng
devices and procedures.

Organizational Relationships. Reports to a forcman, mail or other
designated supervisor.

°
.

NOTE: Operators on Single Position Letter Sorting Machines
who are assigned a scheme and are required to pass a scheme
examination will be ranked at Level 6.
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POSTAL I“IELD S"PVICE

Title: Elevator Starter . Salary Lc-:'clg PrsS-4
¥ey Positiea Reference No, 9 .

BAS”‘ TUNCTION. Coo'di .ates the movemen: of cc\'cr..l clevators in 2 post
office bulldiag, schedutes work of clevatoroperators, assizns thern to thelr clevators, and
dirccts tt.em in the pcrform.mc-: of their dutles, R

DUTIES AND ’?L’SPO NSIEILITIES

. ,_-} ~ .-.o & T .-
e o3 "‘ et

(A) Regulates the movement cf eleva tors }“t'.'cﬂn ﬂoors by direct signal to
opcrators, huzzer signal or other mechanical means; ushers person into
waitng clevator; sives Informaton regarding location of ofiices,

(B) Preparcs work schedules for elevator ozerators to insurc adequate manning
of tours and to coordinaie leaves and otl:ar absences,

(C) Assizns elevator cparartors to thelr elavators, '

(D) May act 2s a rclief operator when necessary,

(E) Reports delinquencies or infractions of rules by operators to superior,

(F) Insures that eperators periorm {n accordance with instructions,

;.OfRGANIZ:‘&TION AL REATIONSHIPS. Is administratively responsihle to a .

designated supervisor. Directs app:oxima:-:ly 4 to 12 elevator cperators.

o
- .

TL-68-18,8-30-068
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Ve - POSTAL FIELD SERVICL ~ .. e oo
Til~: \Warchouseman

. Salary Level: I’FS-—:;
Key Pustton Kelference No, 8 ' : :

—
—

- BASIC FUNCTION. Is =sgnanible for performin:; cither inorbulk warchousing
ctivites. cr may periorm a cotabladiiin of these actvites os required,

. .

DUTIES AND RESPOXNSISILITIES. |

A. Stores, maintaias {a rood cendition, and {ssues a2pproximately 300 or miore
{tcms and/or forins {a an assitned bia storaze area: . )
(1) Revises bin locarlons as nesessary in assigned area to accommodate

changes in the {tems of sup;ly;‘ requisiticns stock from bulk storage to

replerish bin levels; checks stock received {rom bulk {or proper tvpe,
concition 2nd quantl:y, 2nd calls d!screpancias to the atzention of super-
" visors, '

(2) Selects the tyr=s and quandtes of items or forms cailed for by requisi-
tions from us!nz installatons; exexcises discredon in determining when
carton lois should bc suppiicd {rora bulk storage; reports obvious orross
on requisitions to supeTvisor or other 2pprepriate officizlf{or corrective

cdion. . - :

(3) Indicates on renuisitisas ogposite requesisd items or forms the ercer
{illing a2ction taken; prepares penalty lzheis and/or tags; fills out pre-
numbared pregerry accountabiliny slips to accomgzlish the movement of
stock from bulk to kin or assambly arsas; pests minimum lavels to stock
identification labels for all stocic where the eatire quantily is lccated
within kis assigned arez snd {s responsible fer noldlying promer oilicials
whea minimum levels are reached; maintains current lictingof all items

: in his assigna2d are2 whach zre in back ordexr s:2tus; maintains a listiag

’ showing the standard pack of 21l itemns in assigned arcza,

B. Stores, maint2ins in geed conditicn, and issuzs bulk material in a storag
area of 2pproximataly 60,000 square fzet, conizining about 4,000 items, in
accordance with exisiing warchousing preceduras:

(1) Practces first in first out srinciple; recctnizes and understands the
preper unit cf {ssue; darects any discrepancy which may hinder the cor-
rect seicction or inveatory of stock. When nacessary, marks Cartons
with epurcpriat2 sieck numbers and quand:ies, Insures that incoming
supplies are storad In existing loc=tions to eliminate muldple locstions.
Rewarchouses and coasclidates stoek. o - '

(2) Sclects and transfers suppliss to employces assigned to the bin and
assembly shipping arcas upen receipt of appronriate documents. Refers
to stock locater cards when necessary. Reporms depledons of stock by
locadons and zlso chanzes In stock location. Notifics appropriate em-
ployee in the Lin £illing arca of chanzes in unft pack, Annotates oa docu-

- men:s opposite roguested it ms or forms, tie 2st.on aken. Fills out
pre-numbared property asceunzability slips t accomplish the movement
of stock {rom LulX ©o bia or 3ss2nibly areas,
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o] .ﬂur‘)llm‘ =T shipm2nt uhon rcccxm of l2bzls, back orders, steck

isfer notices, requisitions, cte, Projares and sttaches labels aad tags,

regates [- reels In accorda.ace Wit h"crar.ltm:: cchemefurnistiad by the
u':: nsportaticn Ccivisicn, pdacing the key number and ZIP Code on
the Jabz) or tagfartheso States requisiticning during tha particular eycle,

C. Assists in tzking rhysical Inventorias cither as a counter or a rccordcr

D. Keeps assigned area in noat and ordersiy condition,

(3) Selo

S
trar
Sep

E. In a2dditien. may p2riorm the following: . .
.. 1 o*d; and unload: railrcad cars and trailers,

(2) Pasi veppnss lor shipmeat,; ceals, Lands. or wire-des contzalners or
canor.., as nccessary, :

(3) Assembles and mmoves skipments o disparch area,

(4) Acsists in receiving and shipping acrivities,

(5) Periorms other rclated duties as required,

ORGANIZATIONAL RELATIONSHIPS. Responsible to a foreman or other

designated supervisor,
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