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Dear lvan:

As a matter of general interest, the Postal Service is revising PS Form 5857,
Requirements-by-Applicant Matrix.

The purpose of the revisions is to update PS Form 5957 with an additional column,
Special Conditions/Requirements (Y/N). Due to this addition, the instructions on page 2
of the PS Form 5957, How fo Complete the Matrix, will be amended to clarify the use of
the additional column.

Enclosed is a Postal Bulletin concerning this matter and the revised PS Form 5957,
Requirements-by-Applicant Matrix, with and without track changes.

Please contact Bruce Nicholson at extension 7773 if you have questions concerning this
matier.

Sincerely,

Labor Relations Policies and Programs

Enclosure

475 L'ENFANT PLaza SW

WasHinaTon DG 20260-4100
WWW.USPS,COM LRPP 2023-1



UNITED STATES \ Reqguirement-by-Applicant Matrix
POSTAL SERVICE VACANCY TITLE: VACANCY POSTING #: |
REQUIRENMENTS . BASIC SCORE
See page 2 for instructions. Special | RAWSCORE |  {Not
tiz2 s |45 o | 0 S| T
# | Applicant’s Name ¥/ Preference}
1
2
3
4
5
8
7
8
9
10
11
12
i3
14
15
Narme (Printed) Role (cheok onej Signature” Date
[J selesting Official
O Review Commities Member
[ Review Committes Chair
Name (Printed) Role {check one} Signature” Date
[ selecting Official
[ Review Committes Member
O Review Committee Chair
Narne (Printed) Role {check cnsj Signature® Date

[ selecting Official
O Review Committes Member
O Review Committee Chair

*My signature is my certification that | have completed training requirements for evaluating applicants for nonbargaining vacancies.

NOTE: The chairperson of the review committes or the selecting official is responsible for forwarding the decumeniation cited in Handbook EL-312 sections 743.422, *Requirement-by-Applicant Matrix,” and 743.423, “Use of
Notes.” to Fleld Human Resources for retention in the applicant iracking systemn as part of the vacancy package. Field Human Besources has the responsibliity 1o ensure these actions are completed in a timely mannar,

PS Form D957, February 2023 {Page 7 of 2) Direct guestions to: National Human Rescurces, Employment Poiicy and Programs at Y55rE08usps.gov

This form is available on the intranet at hitp:ifbiue.usps.gov



INSTRUCTIONS

SBee the detailed instructions below.

Selecting Officials and Review Committee Members must compieta the
{raining course titled “Nonbargaining Selection Methods” [avallable on the
Postal learning management system) before evaluating applicants for career
nonbargaining vacancies.

You may copy this form as needed.

How to Complete the Matrix

1. Enter names and reguirements. Spaces for entering specific requirements
and knowledge, skills and abllities (KSAs) for the position are across the
top of the Requirement-by-Applicant Matrix (i.e., the matrix). Spaces
for applicants’ names are on the left. You must list all applicants on the
matrix. if you use a review commiitee, then the chairperson must record
the consensus ratings. If you do not use a review comimittee, then the
selecting official must record his or her ratings on the matrix.

2. Evaiuate requirements other than KSAs (if necessary). Most Postal
Service jobs only have KSA requirements. However, if a job does have
requirements other than KS8As (e.g., education or test}, you should first
determine if the applicant meets the requirement{s}. In the approptiate
space on the matrix, record YES if the applicant meets the requirements,
or NO if the applicant does not meet them. If the answer is NO, do not
consider or rate the applicant any furthsr. Only use the yes-or-no rating
1o evaluate the requirement; do not assign points. Exercise caution when
reviewing education or test requirements, taking care not to disqualify
an applicant if the posting indicates that the requirement can be met ata
later date,

3. Evaluaie KSAs. Rate the applicant’s demonstration of KSAs for each
reguirement on the vacancy posting. Use the following scale:

8 O points — Not demonstrated at minimum level
® 1 point — Minimally acceptable
B 2 poinis — Strong

B 3 poinis — Excellent

Indicate the applicant’'s demonstration of the KSAs on the maitrix. For an
applicant who:

a. s clearly deficient in demenstrating one or more KSAs, record a zero
{0) on the mairix for the requirement{s) that the applicant failed 1o
demonstrate.

b, Does not demonstrate any KSA at the minimum level, record a zero ()
as the total point score on the matrix. If this occurs, do not consider or
rate the appiicant any further.

c. Meets a KSA, enter the number of points earned (1, 2, or 3} in the
respective space.

Compile scores for applicants who meet ALL the requirements. Total the
number of points achieved for the KSA requirements and enter the total
KSA point score on the matrix.

Use the conversion tables for mﬁm%mzw\sﬁoﬂwa vacancies. Find the
conversion tables in Handbook EL-312, Appendix F, “Conversion Tables
for EAS Positions.” Use the tables as follows:

a. Befer to the conversion table with the samea number of KSAs as the
vacancy.

b. Locate the applicant’s Raw Score {total KSA points) and read across
the chart to the converted score. This is the Basic Scors.

c. The person completing the matrix is responsible for entering the Basic
Scores into the applicant tracking system.

d. See alse Handbook EL-312, Exhibit 743.432, “Compieted PS Form
5857 Matrix for a Job with Five KSAs and an Education Requirement,
External Vacancy.”

7. The revisw commiiise chairperson or the selecting official is responsible

for forwarding the completed matrix to Field Human Resources. As part
of the vacancy package, Field Human Resources aftaches the completed
PS Form 5957 and any inferview notes {see Handbook EL-312 section
743.423 for types of notes) intc the applicant tracking system.

After you complete the mairix, it will give you a concise view of the
applicant pool.

NOTE: The chairperson of the review committes or the selecting ofiicial is responsible for forwarding the documentation cited in Handbook EL-312 sections 743.422, “Requirement-by-Applicant Matrix,” and 743.423, “Use of
Notes,” to Field Human Resources for retention in the applicant iracking systern as part of the vacancy package. Field Human Resocurces has the responsibility to ensure these actions ars complsted in a imely manner.

S Form BO5T, February 2023 (Page 2 of 2 Direct questions to: Nationai Human Resources, Empioyment Policy and Programs at Y3SYGI@usas. gov

This form is available on the Intranet at hitto/fblue.usps.gov
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Requirement-bBy-Applicant Matrix

VACANCY TITLE: VACANCY POSTING #:
REQUIREMENTS | BASIC
. . ) a2 N i RAW SCORE
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Name (Printed) Role (check one) Signature* Date
[0 selecting Official
[0 Review Committee Member
O Review Committee Chair
Name (Printed) Role (check one) Signature* - R - Date o
[ selecting Official
(] Review Committee Member
O Review Committee Chair
Name (Printed) Role (check one) Signature* Date B

[ selecting Official
[J Review Committee Member
[0 Review Committee Chair

*My signature is my certification that | have completed training requirements for evaluating applicants for nonbargaining vacancies.

NOTE: The chairperson of the review committee or the selecting official is responsible for forwarding the documentation cited in Handbook EL-312 sections 743.422, "
licant tracking system as part of the vacanc
y May-2022February 2023 (Page 7 of 2) Direct questions to: National Human Resources, Employment Policy and Programs at

to Field Human Resources for retention in the a
PS Form

Requirement-by-Applicant Matrix,” and 743.423, “Use of Notes,”
ackage. Field Human Resources has the responsibility to ensure these actions are completed in a timely manner.

is form is available on the intranet at Atfp7blue. usps.gov



INSTRUCTIONS

See the detailed instructions below erir-Handbook EL-312-Employment-and
-’ ’ ) 43¢ / i : "

Selecting Officials and Review Committee Members must complete the
following training requirements (available on the Postal learning management
system) before evaluating applicants for career nonbargaining vacancies:

4+e_Nonbargaining Selection Methods training course.

You may copy this form as needed.

How to Complete the Matrix

1.

Enter names and requirements. Spaces for entering specific requirements
and knowledge, skills and abilities (KSAs) for the position are across the
top of the Requirement-by-Applicant Matrix (i.e., the matrix). Spaces for
applicants’ names are on the left. You must list all applicants on the matrix.
If you use a review committee, then the chairperson must record the
consensus ratings. If you do not use a review committee, then the selecting
official must record his or her ratings on the matrix.

Evaluate requirements other than KSAs (if necessary). Most Postal
Service jobs only have KSA requirements. However, if a job does have
requirements other than KSAs (e.g., education or test), you should first
determine if the applicant meets the requirement(s). In the appropriate
space on the matrix, record YES if the applicant meets the requirements,
NO if the applicant does not meet them. If this occurs, do not consider or
rate the applicant any further. Only use the Yes or No rating to evaluate
the requirement; do not assign points. Exercise caution when

reviewing education or test requirements, taking care not to disqualify an
applicant if the posting indicates that the requirement can be met at a later
date.

Evaluate KSAs. Rate the applicant's demonstration of KSAs for each
requirement on the vacancy posting. Use the following scale:

B Opoints— Notdemonsirated atminimum level
B 1point— Minimally acceptable

-muiimlm:o:m
-

dpoints — Excellent

Indicate the applicant's demonstration ofthe KSAs on the matrix. Foran
applicantwho:

a. Isclearly deficientin demonstrating one crmare KSAs, record a zero
(0)on the matrix for the requirement(s) thatthe applicantfailad to
demonstrate.

b. Doesnoldemonstrate any KSA atthe minimum level sruwhofailsto

3 : ! i -record a zero (0) as the total
pointscore an the matrix. If this occurs, do notconsider orrate the
applicantany further,

c. Meetsa KSA enterthe numbercfpointsearned (1,2, 0r3)inthe
respective space.

Compile scores for applicants who meet ALL the requirements. Total the
number of points achieved for the KSA requirements and enter the total
KSA point score on the matrix.

Use the conversion tables for externally-posted vacancies. Find the
conversion tables in Handbook EL-312, Appendix F, “Conversion Tables for
EAS Positions.” Use the tables as follows:

a. Refer to the conversion table with the same number of KSAs as the
vacancy.

b. Locate the applicant's Raw Score (total KSA points) and read across
the chart to the converted score. This is the Basic Score.

c. The person completing the matrix is responsible for entering the Basic
Scores into the applicant tracking system.

d. See also Handbook EL-312, Exhibit 743.432, “Completed PS Form
5957 Matrix for a Job with Five KSAs and an Education Requirement,
External Vacancy."

7. The review committee chairperson or the selecting official is responsible

for forwarding the completed matrix to Field Human Resources. As part
of the vacancy package, Field Human Resources attaches the completed
PS Form 5957 and any interview notes (see Handbook EL-312 section
743.423 for types of notes) into the applicant tracking system.

After you complete the matrix, it will give you a concise view of the
applicant pool.

NOTE: The chairperson of the review committee or the selecting official is responsible for forwarding the documentation cited in Handbook EL-312 sections 743.422, "Requirement-by-Applicant Matrix,” and 743.423, “Use
of Noles," to Field Human Resources for retention in the applicant tracking systern as part of the vacancy package. Field Human Resources has the responsibility to ensure these actions are completed in a timely manner.

PS Form 5957, May-2022February 2023 (Page 2 of 2) Direct questions to: National Human Resources, Employment Policy and Programs at

This form is available on the intranet at htip./blue.usps.gov



PS Form 5957 Revisicn: Requirement-by-Applicant Matrix

Effective January 2023, the Postal Service™ has revised PS Form 5957, Requirement-by-
Applicant Matrix, to include an additional column for requirements other than KSAs. Due to this
addition, the instructions on page 2, How fo Complete the Matrix, were amended to clarify the
use of the additional column.

Revised PS Form 5957 is now available on the Postal Service PolicyNet website:
= Go to http.//blue.usps.gov.
» Inthe left-hand column under "Essential Links,” click PolicyNet.
= Go to the right-hand side under “Published Forms and Directives,” click Forms, and then
click on the range 5000-5999.
= Scroll down to the form entry and click the PDF icon.

The direct URL for the Postal Service PolicyNet website Is htip./blue.usps. gov/cpim.
—Employment Policy and Programs, Natichal Human Resources

Human Resources, 01-12-23



