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LABOR RELATIONS

UNITED STATES

POSTAL SERVICE

February 7, 2023

Mr. lvan D. Butts

President

National Association of Postal
Supervisors

1727 King Street, Suite 400
Alexandria, VA 22314-2753

Dear lvan:

This is a follow up to the April 11, 2022, notice informing you of the job analysis of the
Personnel Processing Specialist (H-01) position at the Human Resources Shared Services
Center (HRSSC). The Postal Service has completed the job observations and focus groups
and is now preparing to administer the job analysis survey.

The results of the job analysis will be used to update job descriptions, selection process,
exams, and training for this position.

Enclosed are copies of the following:
+ Job Analysis Survey
s Survey Email Invitation

¢ Stand-Up Talk

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

Sincerely,

Director
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLaza SW
WasHINGTON DC 20260-4100
WWW.USPS.COM

LRPP 2023-19



Informational Stand-Up Talk
January 2023
HRSSC Job Analysis

Human Resources is conducting a job analysis study of the following jobs within the
APWU Human Resources Shared Service Center (HRSSC) craft.

e PERSONNEL PROCESSING ASSOCIATE (TEMP)
e PERSONNEL PROCESSING SPEC (HRSS)
e PERSONNEL PROCESSING SPEC TEMP (HRSS)

The job analysis project began July 2022 and consists of job observations, interviews,
focus groups and surveys with job incumbents.

Job observations and focus groups have been completed, with the next step being the
job analysis survey. Surveys will be e-mailed to incumbents to collect ratings of tasks,
systems and technologies, and knowledge, skills, and abilities,

All employees in the above-listed jobs will receive an invitation to participate in the
survey.

You are encouraged to watch your e-mail for the survey link. Please coordinate with
your manager on the best date/time to complete the survey. The survey will take
approximately 2 hours to complete. Participation is voluntary and individual responses
will remain confidential; only summaries of the information collected will be reported.

The Postal Service is committed to ensuring its workforce is aligned and prepared for
the future and that starts with you. Thank you for participating in this very important
initiative.

Thank you for listening.

HH#t#
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Q1.1.
Personnel Processing Associate/Specialist Job Analysis Questionnaire

Thank you in advance for taking the time to complete this job analysis questionnaire!

Human Resources is conducting a job analysis of Personnel Processing Associates and
Specialists. Your participation is crucial to the success of this project.

The questionnaire is divided into five sections:

* Background information about you and your job
« Job tasks

« Knowledge, skills, and abiliies (KSAs)

« Technology and systems

+ Respondent demographics

All responses are confidential, and data will be reported only in aggregate. Participation is
voluntary and no individual responses will be identified from this questionnaire. Please follow the
instructions for each section and select the response that best reflects your opinion. Please
complete all sections of the questionnaire: incomplete questionnaires cannot be processed.

The questionnaire may take up to two hours fo complete and will be open through [CLOSE
DATE]. You may complete the questionnaire in multiple sessions. Your progress will be saved,
and you can continue later from where you left off.

If you have any questions about the survey content or process, email HR Survey Support.

Click Next or — to begin.

Privacy Act Your it and individual to survey questions wiill be used 1o provide the HQ Human Rescurce Cffice with decision
making Information based on your experience In fob-related functions and participation in programs. Collection is authorized by 39 U.S.C. 401, 410, 1001,

1005, and 1206 Your participation in the survey is voluntary. "We do not disclose your information ta third parties without Vour censent, except o act on your
behalf or request. or as legally required. This includes the follov: ing limited circumstances: to a congressional office on your behall: to a U.S. Pestal Service

audifor; for iaw enforcement purposes, to lator i as required by iave, incident to legal proceedings invalving the Postal Service; to
Qovermment agencies in connection with decisions as necessary; to agents or contractors when necessary to fulfill a business function: 1o the Egual
Opp ity C ission when In ion with the ion of a formal complaint: to the herit Systems Protection Board or

Offce of Special Counsel for the purpose of itigation; and records regarding reciplents of awards may be disclosed to the news media or the National Safety
Council when consistent with the public’s right to know. For more information on our privacy policies visit yawyiusps convprvacypolicy
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Q2.1.
Background Information

Please answer the following questions about yourself and your job. This information is used to

verify that the people responding to this survey are knowledgeable about the jobs being
studied.

Q2.2. What is your current job title (Form 50 position)?
QO Personnel Processing Associate (Temp) - E5-11

O Personnel Processing Specialist Temp (HRSS) - E5-16

QO Personnel Processing Specialist (HRSS) - EAS-18

Q2.3. What department, team, or workflow are you currently assigned to?
QO Accessions

QO Benefits

O Bereavement

QO Disability Retirement
O EAS Ecareer

O Extemat Hiring

O FMLA

QO Form 50

QO Inspection Services
O &M

O wor

QO Mailroom

O mBBCBB

O OMIAF

(O Optional Retirements
O PcEs

Q Phone

QO RIR

O Rural

Q separations

QO Another team not listed here (specify below).

[ ]

Privacy AC: Statement: Your In‘ormation and indfvidual responses to survey questons wil be used 1o provide the HQ Human Resource Ofice with decision

making information based on your i job-related function: i in programs. Collection is authorized by 39 U S C. 401, 412 1501
1005, and 1205 Your participation In the survey s voluntary. We do not tisclcse yous Information to third parties v tnout your consent, except to act on your
behalf or request. or as legally required. This Includes it toa "ice on your behalf 1o a U S. Postal Service:

audier, for law enforcement purposes, 10 1ac0f organizations as required by appiicable law: incident to legal praceedings inveiving the Postal Service: fo
govemment agencies In connection vith decisions as necessary’ Lo agents o contractors when necessary 1o fulil a business function: 1o the Equal
Employment Opzoranity Commission when requested in cennection with the investigation of  formai complalnt: 10 the Kert Systems Protection Board of
Gtiea ot Special Counsel for the purpose of iigation: and records regarding recipiants of awards may be disciosed to the news media er the Natianal Safety
‘Council v:hen consistent vith the public’s fight to knar. For more Information on our privacy policies visit vy i %

Powered by Quaitrics (3
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Q2.4. How long have you been at USPS?

QO Less than 6 months
QO 6- 12 months

QO 1-5years

Q 6-10years

O 11-15years

O 16-20years

(O Over20 years

Q2.5. How long have you been in your current job ()?

(O Less than 6 months
QO 6-12months

QO 1-5years

QO 6-10years

O 1-15years

QO 16-20years

(O Over 20 years

Q2.6. How long have you been in your current team or workflow assignment ()?

(O Less than 6 months
QO 6-12 months

O 1-5years

QO 6-10years

QO 11-15years

O 16-20 years

(O Over 20 years

Q2.7. Approximately how many hours a week do you work? Enter a number only.

[]

Privacy Act Statement: Your information and Individual responses to survey questions villl be used to provide the HQ Human Resource Office vith decision
making ion based on your in job-related functions and in programs. Collection is authorized by 38 US.C 401, 410, 1001
1005, and 1206 Your participation In the survey is voluniary. We do not disciose your information to third parties without your consent, except 1o act on your
behalf or request. or as legally fequired. This includes the folicwing limited circumstances. to a congressional office on your behalf 1o a U.S. Pestal Service
auditor, for faw enforcement purposes. to labor organizations as required by applicable law. Incident to legal proceedings invoiving the Postal Service; to
govemnment agencies in connection with decisicns as necessary: to agents or contracters when necassary 1o fulfill a business functicn; to the Equal

C Vi when requested In with of a‘ormal corplaint 10 ihe Merit Systems Protecticn Board or
Office of Special Ccunsel for the purpose of litgaticn; and records regarding recipients of awards may be disciosed to the news media cr the National Safety
Council when consistent vith the public's right to know. For mare information on our privacy pokcies ¥isit #1hy¢ USRS COM/RHvACYROICY

*G. Shate Freview
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Q2.8. What is the highest level of education you have completed?

(O Less than a high school degree

(O High school degree (diploma, GED, or equivalent)
(O some college, but no degree

Q Associate degree (2-year college program)

O Bachelor's degree (4-year college program)

O Master's degree

O Doctoral degree

Q2.9. Are you currently considered a Superuser?

O No
QO Yes

QO Not Sure

Q2.10. Are you currently considered a PTSP (Process Training Support Partner)?

QO No
O Yes

O Not sure

Q2.11. Are you currently considered an Assigner?

O No
O Yes

(OO Not Sure

Privacy Act Your and Indwvidual to survey guestions will be used to provide the HQ Human Resource Cffice vith decision
making information based on your expenience in job-related functions and participalion in programs. Collection Is authonzed by 38 U.S.C. &1, 418, 1601,
1005. and 1206 Your participation in the survey is voluntary. We do not disclose your information to third parties without your consent, except 1o act on your
behalf or request. or as legally required. This includes the foticwing limited circumstances: to a congressional office on your behalf; to a U.S. Postal Service
auditor; for law enforcement purposes, 1o fabor as required by faw: incident to legal proceedings invelving the Postal Service; to
government agencles In connection with decisicns as necessary; to agents cr contractars when necessagy to fulfil a buslress function; to the Equal

v (o] ity C ission when reqt in connection with the Investigation of a formal complaint; to the Kerit Systems Protection Board or
Office of Speclal Counsel for the purpose of litigaticn; and records regarding reciplents of awards may be disciosed to the news media or the National Safety
Council when consistent with the public’s right to know. For more information on our privacy poiicies visit wuw.usps convprivacypolicy
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Q4.1.

Job Tasks
Task Frequency and Importance Ratings
Instructions

The next few pages include a list of job tasks. For each task, you will be asked to provide frequency
and importance ratings. Frequency is how often you perform a task, and importance is how essential
atask is to your job. Your ratings should reflect your current job and assignment.

There is a total of 169 tasks. The tasks are grouped together based on common themes and
similarity with other tasks.

Use the rating scale below:

FREQUENCY
How often do you perform this task?

Regardiess of the impostance of the task. indicate how often you perfosm it.

Not Performed Annually Monthly Weekly Daily Constantly

| perform this task yearly. {1 perform this task | perform this task weekly,

1 do not perform this task ! perform this task daily, orl perfcrm this task several
of ptoafewtimes per  |monthly, cruptoafew  for uptoa fewtimes per

in my cument job. Up to a fev: times per day. {times throughout the day.
year. times per menth reek 1

How important is this task for successfully porforming your job?
Regardless of the frequency or amount of time spent on this fask, indicate this task's importance
Not Important Somewhat important Important 1 Critical

[ This task Is not Important to my current

| This 125k is somewhat importans tory  {This task is important o my job. Failure [This task is critical to my job. Failure to

itc do this 1ask has considerable {do this task has very serious negative

{job. Failure to do this task has some

negative negative

Privacy Act Your in and incividual 10 survey questions v:ill be used to provide the HQ Human Resource Cffice with decision
making information based on your experience in job-refated functions and participation in programs. Collection is authorized by 38 U.S.C. 401, 410, 1001,
1005. and 1206 Your participation in the survey is voluntary. *¥e dc not disclese your Infermaticn to third pastles without your censent, except to act on your
behaif or request. or as legally required. This Includes the foliowing limited circumstances: to a congresslonal office on your behalf to a U.S. Postal Service
auditor; for law enforcement purposes, 1o labor as required by iaw; incident o legal proceedings invelving the Postal Service; to
government agencles In connection vith decisions as to agents or when to fuifill a business function; to the Equal

v (o] ity Ci vhen in with the of a formai complaint. to the Merit Systems Protection Board or
Office of Speclal Ceunsel for the purpose of itigation; ang recerds regarding reciplents of awards may be disciosed to the news media cr the Natlonal Safely
Council when consisient with the public’s right to know. For more infermation on our privacy policies visit vaww usps comv/privacypolicy
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Q4.3.
Customer Service & Support

FREQUENCY IMPORTANCE
Pun!i?.tl ¥ y | Monthly | weekly Dally [C Not Important] important Critical
1 parfnrm iperfnrm [ | perform i perfarm | perfarm Zg;ff:ﬂ? lm;«r’l:’:a':ls'(‘ol?n y This 1ask i3
P! 1 this task i H .

Iﬂdo nnt' i tnls'ask this la’sk | Il'nls task thistask | this task | This task s rit | important tc my ficb. Failure to do ceitical to my job.
pertorm this yearly. orup{ monthyy, or | weekiy. or | cally, orup | several e Fallure to do this
faskinmy | toafew Juptoalew [uploatew| loafew times Imperian: te my yo. Falure fodof  this m_K e task has very
Current jeb. || times per | times per ‘ times per | times per | throughout cuest jon. mls\zk.h;s :cn_sfd:r?DIE serdous nagative

year | month. | week day | theday. | it e Iegamve
Not . Not Somewhat -
Performed Annually  Monthly  Weekly Daily  Constantly Important important imporiant Critical

Send dt I i
2 gr: plegggfnents to customer (e g employees, annuians, local services) for O O O O O O O O O O

Provide instructions to customers {2... explanation of next steps. needsd
documentation, availabie resources).

inform callers of phone questionnaire to ke completed &t the end of the calf

Provide guidance. answer questions, and give agvice to team members onwork
responsibilities. policies, procedures, and processes.

Advise employees on who to contact to address any reguest discrepancies,
inaccuracies, or incompletions cn matters not handied by HRSSC

Schedule job applicants for drug tests, exams, or assessments required for job
eligibility

Notify applicants of job posting changes due to administrative changes

00 O 09

QO 4O O0D
OO0 CO0OO0OO0U
OO O 00O
OO0 O OO0
OO O O0O0O0
OO0 O 00O
OO O O0OO0O0
Q0 0000

Assist employees interested in retirement opt:ons by ordering retirement kits,
sending forms. requesting annuity esti . or scheduling counseling

appointments

O 00O O0O0O0O0

O
@)
O
O
O
@)

O ®) ®)
N

ot . , Not Somewnat
Performed Annually  Monthly  Weekly Daily  Constantly Important Importard imporiant Critical

Notify employees of Leave Without Pay (LWOP} status changss or issues.

Assist or educate customers on finding, filing out and submitting forms and
documentation

Perform callback for requests that wers escalated due to complexity or othar
issues

Advise employees on their eligibility for bengfits

Contact employees, annuitants. or applicants fo inform of request status or
provide updates

inform requesting employees or local services of actions required in order to
process request or resolve issues.

Assist or educate customers on using, navigating or froubleshaoting online
empioyee resources

o000 Q gD
O O DOG QO
C OO0 O0
20O C0Q 00
O O OO0 OO0
OO0 000 00
Q0 0oQ Q0O
O 0 O0O00OQO0
C 0O O0C0O0 0O
O 0000 C0

Privacy Act Your i ion and individual 10 survey questions will be used 1o provide the HQ Human Rescurce Cfice with decision
making Information based on your experience In job-related functions and participation in programs. Collection Is authorized by 39 U.S.C. 401, 410, 1001,

1005. and 1206 Your participation In the survey is vollintary. We do not disclose your Information 1o third parties without your consen, except 1o act on your
behalf or request. of as legally required. This includes the following limited circumstances: to a congresslonal office on your behalf to a U.S. Postal Service

auditor: fer law enforcement purposes, 1o labor as required by i taw: incldent to legal proceedings involving the Postal Service: to
government agencies in connection %ith decisions as necessary; to agents or contractors when necessary 1o ulil a business function: 1o the Equat
[o] ity ¢ when In with the of a formal complaint: to the Hlerit Systems Protection Board or

Office o1 Speclal Counsel for the purpose of litigation: and records regarding reciplents of awards may be disclosed to the news media or the National Safety
Council when consistent with the public’s right to know. For mare infermation on our privacy policies visit yaww.usps comvprvacypolicy
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~ UNITED STATES
B POSTAL SERVICE.

Q4.5.
Evaluating and Calculating
FREQUENCY IMPORTANCE
INot Imoartant] SOmewhat | e
Pertomed Annualy | Monthy | weeky | oany [c ot P imporane | et | Cttca
B v - This task is This task Is i
1 do not I(r[;:nt::: 1 '15271': ll:l:g:? .r[::.‘;‘s;‘ 'ﬁ':f;?: - | Somewtal ] imponantiomy crr'l!.cha’rl?:r)\;‘rcb
perform this | yearly or up monthly, or | weekly, or daily,cvup | severzi iTn:“s ::Kz im\ Amp:\:nl “; rr‘;y U:“'- E:"”’:n‘o 4 Failure to do this
taskinmy | toafew Juptoafew |uptoatew]| toafew times :?rre:l jobmj M;l sala:’(en:s & é o: s:}se ra:lz task has very
cumentjob. | timesper | timesper | timesper | fimes per | throughout . some negative negative serlous negative
year | month. week. cay theday. | peletlscatiod ConsEe!%uenc e, | comsequences.
Not ) " Not Somewnat
Performed Annually  Monthly  Weekly  Deily Censtantly important Important Important Critical
Calculate eligitdity dates for benefits or retirement. O O O O O O O O O O
Dstermine fotal of tme employee is in Leave Without Pay (LWOP) staius. O O O O O O O O O O
Calculate empioyee pay pericds for pay adjustments. corrections, LWOP, OWCP,
or other related reasons O O O O O O O O O O
Caiculale empioyee safaries. O O O O 0 © O o ol O
Determine iotal of time amployee is in OWCP status. O O O O O O O O O O
Not y o Not Somewhat .
Performed  Annually  Monthly  Weekly  Dain Constantly impostant Inportant Important Critical

g::nfllitl::\; years of eigible govemment service credit for new fires, employees, or '®) D e & O O ® O 'e) @)
i!::;\aﬁsfy requests that cannct be processed due o submitter-made errors or O O O o0 ') O O O 'e)
évglgg:&i;aﬁggam fequest pnority level by reviewing condition attachments O @) O O O ®) €5 O e )
;ocume mzrg_é\d cg::rr“ by by reviewing condition attachments (.g . legai O ®) ®) o O O e) O O 'e)
R e gl ity O © ¢ 0o © ©) O O O

Privacy Act Your i and Individual 1o survey questions will be used 1o provide the HQ Human Rescurce Office tdth decision
making information based on your experience in Job-refated functions and participation ir programs. Collection is authorized by 39 U S.C 401, 410, 1001,

1005, and 1206 Your participation in the survey is voluntary. We do nct disclose your infermation to third parfies withaut your consent, except to act on your
behalf or request. or as legally required. This includes the foliowing limited circumstances: to a congressional cfice on your behalf: to a U.S. Postal Service

audlor for taw eaforeement pumoses tn 1anar ang 5 A% reniren by iaw Incitlent 1o legal proceedings Inveiving the Pnstal Service: ta
government agencies in connection vith decisions as Y. to agents or when ¥ 10 fuifill a business function’ tothe Equal
Opp! y C lission when reqt in Vith the ion ¢f a formal complaint: to the Merit Systems Protection Board or

Ofice of Special Counsel for the purpose of itigation; and records regarding recipients of awards may be disclosed to the news media or the Natlonal Safety
Councll when consistent with the public's fight to now. For mare Information on our privacy policies visit wiww usps comiprivacypolicy

Powered by Qualtrics (3



proersry [N o < oo ]

UNITED STATES
E POSTAL SERVICE.

Q4.6.
F g and Maintaining | ion and Data
% | awvan oy
senc s mem.e
caequerces
Pedonruy AN s iy gmwsre | WL ST e G
Ohgtize forms by scan rg dacment betches & O

YO3as3 fifs msrarce berafirecvesta s 3 crenges carce micas
renstatemants.

et past eaR and ¢ ¢s6 (ot Fostrs
Process e cree s e orcerment spezilc pay bers’is b e aw enforcemmert
wsaiailily pay laca 'y g2,

£rata ot

ot 6 Wy it prcoss.
PYCoess emo Ciee ratitemer:requests e o d1saniF, op onal retiemints

YOI 13730 08" e rens 128 7Km “uners NG MASS CCRLEN Cra process
Ir cysom .. HCES)

Frecess LGP relunicouty 157 astsns (e g remtaement tsmneren
croowd new empicyee v7as

Dule v ecened et

O0C0OOCO0000O0

0000000000
0000000000
OO0 000 0O O 0 0
OO0 O 000000
[eleloelNeNeoNoNeNe)

v
q
Fd

;éOOOOOOOOOO‘
0000000 00 0

t0oo00O0O0O0OOOO

@]
¢]
(e]
(o]
(o]
(@]
o}
o
(¢]
@]

§
H

Iportant

ig
Q
&

N
Farbarsn

El

£reato an JTR KStroment hntSaveas “las Recicten n Sarey: rozordor aa
e

Creste zoratoval lter e1e7s tor sebectac xb cavdoaies

Frepae anc SUmIINIOTNE' “esutnsson. 276 rfacton packs's for scannas
Canceibreas 7 senvice 31 Peke comcton fo ok nislery 2 st ¢ 9.

BrOCRs Gns Cves 33tens roguTes by sott sment agresments.
ratt and ecit ot £ postngs
“reata e i) woels

Soan (eceives - orty i toupsers vack og bireten

O00000O 00O

YCCeYS o urdate tequ shien 1 refiect curmers recr Amart stakIs (e apiant
welus g stalus)

AT LPOER 0 CnAge 72198 1 S71ETS (0G HCES)

EO 0OO0000D 00O
0 O 00000 OO0
§00000C0O00 OOQO0O ;i

]
Ed

§
i

Prepery an seng ssvralion pachets © €9 07503 being sepsicied

©0i0 000000 000000000000

et postonrurto.

FYGCess healih nsuizace dereft masests (6.9 changes cancelatons
wrstatsnants’

Cenermle tew pOSIN nTars MSysamS (69 HOES,

Frecess asd razord racussts e o, PO wacency reert <0505, 150! 5 Jo>
27 hlanegemant (J6M) schesle

FRCCass e hre ertarsactis deisrans 1 ¢y 0 g HCES £PAN)

L29 29 sled scanned Tazumany bawes

Frecess FHtLA sxtens

=

Frecess en g ovee 2y

edrs, edisinenis o Canges

i

i

P

i

T
OOOOOOOOOOEOOOOOOO 000

Q

0oo0coo00000fo
0000000000

PYCCens L OP retundod ty % Ssunneabonsts attors a3 rinetstemant
erminaon

’OOOOOOOOOO?%OOOOOOO 000

flococoooo0o00

k34

"i‘EO (elefeleNoloNcRole)

¥
%

(offoRelloo] OOOOO; OOOCOOOOOO;OOOOOOO QOO0
H

o
Peroarse.

3

Process amnus sais exctanga reauests

g o employmect e

et remests
“Oexd ;31262 socuments nCaptea.

Freeess tencturios fer smphoyee ccten

Pep cecurnt catcrws for nsax; T8l w1 pateh
DTS

Fark 1E g istic a0 Conts o MUt 11873 such B3 Senirty of vaeen's
pelenie

Precess, geranate, or ¢z Form 35

T T —

CC00 © OOOOO; OOOCOOOOOO%OOOOOOO 00

00000 00000}
00000 00000

Provéss heall docth ofd 1 ard edi funds,

}
{

OOOOO;OOOOOOOOOO.

0 0000i{0000000 00 O]

i=
ﬁﬂ

OO0 O0OCO0 OO0 0ECOOO0O 0O0O0OO

CraRrpackeges, packes o t0: gt hes.
" Snér 4moioy895

oicooo00 000001

Process L1.C7 rstum Lo cuty "eath msurz e seaekt actons fe g
ceStatmanl berin e

[ packets, crots dratsbe
a3 A dasigrated 2763 o box tr mal-oorm retee

recess emoovee 255K meat C13706s, Cerper ComTS KNS 9%ometans, of
scprations,

Proceas om0 0y0e 149 150 Clames m oysome e g HIES EPAN)
Creats roch siNS 191 vecansy tevuinenty ousss

YGCusS o 5 Oree sota elnart 2167303 0 Conmstins (0 socal securily
0T, geNde. eITVCH, 40 dete ¢ o)

o Jns {0y s nees g0t
AR ORI OGRS, 4 o)

Proces: flsal edjstments for ing pos
coct of (0 aductrions.

OO0 0O 0C0O0 00 O0jfC0O00O0 0C00O0O

Prceess bils insysbms (e g HOES, JEM)

000000000 0fcoooo 00000

0 0000
0joo 00000000
{00 0000000 0$C0000 00000§0C0CO000000
i
fooooocoooo

O 000000 0 0000 OO0 O

B e B A s
S sl ey I D VGG G A1 1 perscn
Precess Tl Savigs e retoet o o makerp con v Rulons syt fms

PYocuss oy cyee savsamndlacten fom (Fom 501 dietnns. Sanacins @it
wneialers

0 0000f0000C00 00 O0{00000 00000 000CO0O0O0

O 000

Q ©OO000
O 0000
O 0000
s B eRatuole

SaS— g
2ot
= Your mmasc on . 0 ncecann
L0 0 gty a o £141 100
Iotiaf v o a0 ey et i v s tetrameans 3 a Al S vt e

a0t o, 430 et cevangs 3
NI g ) GO T 0 0 R 10 10 TR C 0% s At 15 D T B e ~a.e

pmer Opzorary ¢ e requenea cer

O v 2yed =, “ e - a1 Seets

Powered by Guatiics (3



£1sauend Aq paiamod

ROTOERIERITI IO SISTIZRATE HSIA $919110d A0BAU SO U0 UOIYEULIOJU] ROW JO- “OUM 01 1UBI SalIand SU1 LIM LURISISUOD USLA f1ouneg
A10/es [ELONEN 5Ul Jo BIPaw SWaU 3U: ) PaSOSID 30 Aew SpIeAYE O SWBIdIa: BuIpKEBa1 SPI%03) bue :uoneBa jo Ssodind B} 10; (BSUNDD (293dS 10 o
1O PIEO3 UOIIIRI0I] SWRISAS IMBIN S O 1RW)o; & jo sy A d \

uaum o] o
1203 S} 0} \UGHIUN) SSUISNG © 11N O} AJBSSEOSU LB SIOIDBNUOD 10 S|UBBE 01 /AIESSAIRU SB SUDISIORD Yy UORIFULIOD U] SIIIUREE IUBUILIBACE
0} [8AIRS (8IS0 2u: Bujaioau) sBuipaadcid |eB3| o) Juspioul ‘el ajqeojdde Aq pasinba) se suoliezjueBlo Joge) o} ‘sesodind WSWSIOLUS Avel Joj Joyipne
801UBS 11504 "S'N O] J|EYSQ JNOA LO 30|10 {eU0|sSaIBUGD B 0} [SIIUBISWNID payu) Buiwoilo) a4 sepnpUj siuL pasinbas Ajeds) se Jo 1sanbalso Jeusq
Jn04 uo (e 0} 1daaxs YUasUD oA oy sajued pauy ©} uoiiewoju) JNoA IS0RSID 10U op 9py Aleiunjoa s AsAIns 2y uj uoljedioied InoA 2071 pue ‘cpol
'L00L ‘0L 'L O'S'N 6 AQ PaZUOLINE S| UORH|0D "slwiesboid ] uoliediofiied pue SUBDUN; paIERS-a0 U} oA uo paseq Bupjewr
voisjaap SO IUNOSIY UBWNH OH 8L} apiosd 0] pasn 2q || suonsanb AsAans o} 1enpIupul pue 1 INOA v Adeaud

Woday ypne 0g wio4 uny
Slaquiaw Wea) Jaylo Aq peja|diuod }iom Jo AIeinade Ajuep

uogung
upne wajsds Guisn Aq pessea0id Ajinysseddns aq [iIm }iom palejdwod 18y} Ajuep

QOO0
Q000
00O
02 aon
o000
0000
O Q0o
Q00
0O DD
0000

sebexaed palejduiod Ul Sejy 10 SJUSLUNIOP JO J8PI0 1981103 AJUaA

uepodwy wepioduw)
1BUMAIOS 1oN

pale)

@
o

== i3i0) jueLoduy Apuejsuon Alea  AMesp  Aupuow  Aenuuy

‘(efeuew 338y
10U pip "Y LY isenbsl jou pip * 6 8) wies) desd yiBW 8Y) AQ 8pew SIois JuswWNI0Q

'sanss| 108100 o} wes) Buissed0.d o} sjexoed Jusualles e)ejdwodul uNey
'53055800)d AQ 9peW sioue Juswnoeq

184400y
VO oy Buisn Aq jewi 51041 som pateidwod o suolieidedxs Aenb Jey) Aluaa

OO0O00O0
0000
QSO O00 0
O ONONOIOR

“Buissecosd eyeinade Ajien o} sioyded Juswsial BNy

OO0O00O0
OO0OO00 O
00000
OO0OO00O0
CODOOD D
OO0OO00O0

od i
oW jueuoduy Bieios Emﬂu_e_ fumsuod  Aleq  ApesM  AuwoW  Aenuuy  POUed
p S80U2Nbasyo; 3 - —
$39U=NnbIsuo3 _ a >=“ch i ¥ MMMMMM__WMW_MM [ Aepaw | Aep Weam | ywow Jeak
| omeBau snopss i . | se sise) sl -qof uauna | noubnosy | sed sown | sedsawn | sadsawy | sad sawp [ ‘qofjuaund
Aian sey ysey | 5 | seun Majeol (mojeordn e eoidn| maeo | Awuiyser

Seu ysel sui [lop o1 ainied “qolf A o) jueoduy
OP 01 a1nire5 ‘qol| A o} wevodw | 20U S| ysel sy L
dworepodw || 1eyrawos

SI Op 0; Bunjies
qof 4w 0} eagyo|

1BI9ABS | dn o ‘Ayiep | Jo Apiaam | Jo ‘Auwow fdn o Auead | s wiogad
ASEISIU | vselsiul ASE} sjul Aser st yse s oucp )

N SI SE) SIYL S1yjse} sy ) wiopad | L wiopad ) || uuopad | uwousd| f wiopad |
eploduw| SUIopa
eopuy | quemodwy | FESCM hueriodu jon of Auea | Avioom | Auom | Ayenuuy (PO HHed
JONVLYOdWI AJN3NDIVA

Bunipny pue asueinssy Ajijend
L'vO

"AIINYTS .;@_MQ.Q = |

‘SFIVIS G3LINN

B - 1001 MBWYOOS 39814

S MBInaid areys So .

Aomng 1esay



" Restart Survey Place Bookmark

Toois

UNITED STATES

POSTAL SERVICE.

| >

Q4.8.

Requesting Information and Escalating Issues

. &5 Share Preview

FREQUENCY IMPORTANCE
——— - o Somewhat "
pernot | Annualy | Monthiy | weekty | paily lc NotImportant] | ortant | !mPortant | Critical
I periom | 1perfom | Iperform | Iperform | | perferm | Ins "’?Sk 5 . B !as!( & This task is
1conot | Mhistask | tistask | tistask | thistask | thistask | : | comentel | imposanttomy ] L g L0
periomm this {yearly orup{ momthiy, or weekiy, or | daily, or up several This task|s ot § important to my ficb. allure to do Failure io do this
faskinry | toafew |[upio atew uploafew oa few times Imporiantto my yjod. Failure todoj - ihis task has 1ask has very
cumentjob. | times per | umesper | timesper | times per | throughout ClmenLich: s ek h,af cmsldafahke SEfioUs negatve
year rronth week day the day. | Somenoqaiee | ek
— | e __1consequences. { consequs
Not ’ Not Somewhat ;
Performed  AMnually  Monthly  \Weekly Daily  Constantly important Important Important Crifical
Escalata unprocessed requests due to high complexity errors or other issues to
appropriate recipient (e.g . superusers, supervisors, PTSP, subject matter experts}
approprte ©C O O O O o #) O O @)
Escalate erroneous Form 50 sts to appropriate recipient (e.g. sup
Form 50 team) for corrective ac\l'ion O O O O O O O
Send reguest to RTR to conduct ion of employee eligibility. O O O O O O O O O O
Send reguest 1o RTR to verify years of eligible government service credit. O O O O O O O O O O
Not " Not Somewnat
Performed  AnPually  Monthly  Weekly Daily  Constantly Important Important Imporiam Crifical
Intiate necessary checks (e g . credit, driving history criminal background) for
hiling procoss ety O 0 O 0 0O © @) O O O
Request assistance from others (e.g.. superusers, PTSP. supervisors, subject
matter exparts systems support) to help resolve pracessing problems, O O O O O O O o O O
troubleshcot issues. or answer questions
Escalate calls with high complexity or other issues 1o appropriate recipient (s.g..
Superusers, supervisor. PTSP, subject matter experts) for resolution O O O O O O O O O O
Request addrtional employment or personnel records from other federai
government agencies (e.g , OPM) O O O O O O O O O O

Privacy Act

: Your i

and incividual resp!

10 survey guestions wiill be used 1o provide the HQ Human Resource Cffice with decision

making information based on your experience in job-refated functions and participaticn in programs  Collection is authorized by 39 US.C. 401, 410, 1001,

1005, and 1206 Your participation in the survey is voluntary. We do not disclose your information to third parties vithout your consent, except to act on your
benalf or request. or as legally required. This includes the folloviing limited cifcumstances: to a congresslonal office on your behalf. to a U.S. Postal Service
as required by

auditor; for law enforcement purposes, 1o labor

faw; incident to legal proceedings involving the Postal Service; to

government agencies In connection with decisions as necessary: to agents or contractors when necessary to tulfill a business function: to the Equal

0 ity Co when

in

with the

of a formal complainl; to the Merit Systems Protection Board or

Office of Special Counsel for the purpose of litigation; and records regarding recipients of awards may be disclosed to the news media or the National Safety
Councit when consistent with the putiic's right to know: For more Information on our privacy polictes visit wausps com/privacypolicy

Powered by Qualtrics (3
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UNITED STATES.
B POSTAL SERVICE,

making information based on your experience in job-related functions and participation in programs. Collection Is authorized by 39 U.S.C 404, 410, 1001,
1005, and 1206 Your participation in the survey is voluntary. We do not disclose your information to third parties without ‘your consent, except to act on your
benaif or request, or as legally required. This Includes the following limited circumstances: to a congresslonal office on your behalf: to a U.S. Postal Service
audftor: fer taw enforcement purposes, to labor organizations as required by applicable faw; incident to legal proceedings invelving the Postal Service; to
government agencles in connection with decisions as Y: to agents or s when ¥ 1o fulfill 3 business function: to the Equal

! el C vssicn when in ion with the i ©of a formal complaint: to the Merit Systems Protecticn Board or
Office of Special Counsel for the purpose of fitigation; and records. regarding recipients of awards may be disclosed to the news media or the National Safety
Councll when consistent with the public's rght to know. For more information on our privacy policies visit v usps comipavacypolicy

Q4.9.
Resolving Problems and Issues Independently
FREQUENCY MEORTANCE
Somewhat | .
Not v | Monthy | Weekiy Dally Ic INot Important] Critical
Performe = — — e
Iperfom | 1peromn tperform f fperform | 1 perform s \a'sk 15 T": Eﬁ( 15 This task s
foonot | thstesk | thistask | thistask | thistask | thistask e somestel  {rpomal By | oy o
periorm this { yearty or up] monthry, or weekiy, or | daily, crup | several | st | inporit sy [oh 5 nfre e Faiiure to do this
| teskinmy | toafew |uptoatew uploafew | toafew | times | 'mmﬂa": ' Dty goe IFE“H'E Mg W za:k e lask has very
jcurentjob | times per | timespar | times per | times per | throughout ] cmention, Mhls task has Ccns'd"fame serious negative
vear month | k. day the day, Some negative |, negathe
& ___ | consequentes | consequerces | i
Not " Not Somewnat -
Performed Amnually  Monthly  Weekly  Daily Constantly Jmportant Important ‘mportant Critical
Independently resolve fatal errors, audit issues, or other prabiems that prevent
requests from being processed O O O O O O O O O O
Correct employee history records via ing Form 50s ch ically O O O O O O O O O O
Carect Form 50 errors. O 0O O O 0 © @) O O O
Assist other team members in resoiving fatal errors, audit issuss, or other
problems that prevent requests from being processed O O O O O O O O O O
Return forms or to (e.g.. 3 i {pcal services)
for corraction or completion O O O O O O O O O O
Confact employees. annuitants, or applicants to resolve errors er issues m
Sabriod pacia O 0O O O O o©° O O O O
Not " Not Somewhat ;
U !
Performed Annually  Monthly  Weekly  Daily Constantly Important Impoftant importart Critical
Correct errors in digized forms to match physical forms O O O O O O O O O O
Correct erconeous seniority rankings O O O O O O O O O o
Cortectata etors. a O 0 o o © O O O O
Resoive errors received in error reports O O O O O O O O O O
Correct erroneous job awards O O O O O O O O O O
Correct data inconsistencies in systems {e.o., HCES. Payroll. eHRSSC;) O O O O O O O O O O
Privacy Act Your ion and individual to survey questions vill be used to provide the HQ Human Resource Office with decision

Powered by Qualtrics (3
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STATES
AL SERVICE.

Sending Information and Notifying

FREQUENCY {MPORTANCE
1 -~ = — [ Somewnat =
Ferzcr‘:ned Annually | Monthly ‘ Weekly Dally |C Not Important Important Important cml;al
R Tperiorm | 1pert T per = Thistask s This lask is -
¢ | tperform | fperform | |perform | Ipererm Sormewhat imporant to my 7his task is
| do not this task thistask | this task this task this 1ask This taskis rot impmar{{ i i oDHFa}ure t0.do| crifical te my job.
perform this | yearly. or up{ monthiy, or i weekiy, or | dally, orup | several ik pm’an; tomy fjo» Fature 10"20 this ua Sk has Failure to do this.
tasknmy | toafew [uptoaiew Juptoatew || toafew times i L2 e 1ask has very
curent jcb. || times per | times per | times per times per | throughout il s‘:{:fe‘a;kc;?\s? co:sl?::le serious negative
year. month. | week, day. ine dav. comericnges can<2gquences tonsequences.,
Perf’\cl;rlrtne g Anaually  Monthly Weekly Daily Constantly Im:i?;m 7;'::‘&;3‘ important Critical

Nail Form 50s to employees feceiving changes.
Send offer letters for selected Jjob candidates to local services for processing

Notify Office of Personnel Management {OPR} of Office of “Workers'
Compensation Program (OWCP) stalus changes or issuss.

Send field final postings of bids for display.
Print and send Leave Without Pay (LWOP) requests.

Send incorrectiy assigned requests to the correct department workiiow, or
person

Send pre-award nofification fo field employee for processing.

Send pre-hire interviewing packet to intefviewing commmittess.

OO0 OO0 OO0
OO0 OO0 OO0
OO0 OO0OO0OO0OO0O0
QOO 00O D OO
OVO0 OO0 OO0
QOO0 00 OO
QOO 00O O oD
OO OO0 0O 00
OO0 OO0 0O 00

Send job applicant secondary exam email to local servicss.

Not Somewnat

Importarit Irportant Impertant Critical

G Annually  Monthly  Weekly  Daily Constantly

o
@

0000000 0IECOVOOOODOD OO

Notify employees of Office of Workers® Compensation Program (OWCP) issues or
status changes.

Resubmit incomplete packets to scanning
Send report of current job postings (e.g.. draft posting. fnal award, final posting).

Send notifications regarding requests (e g.. benefits changes, benefits siatuses
separations, final awards) to priate customer, . OF Processes

Create and send candidate pre-hining I:sts to seiection officials.
Send field job bid pre-award report.

Generate pre-vacancy notice

Q0OC O oL O

Send employse separation notificaticns to locat services.

O0OO0OO0O OO0 O
QRS T L0 O
QOO0 OCOQ D
ONONONONONONONG)
OO0C O 0O O
00000 DO Q0
QDO OO0 O

' 0000000 O

Privacy Act Your i tion and individual 1o survey questions will be used to provide the HQ Human Rescurce Cfiice with decision
making information based on your experience In job-refated functions and participation in programs. Collection Is authorized by 39 U S.C. 401, §10. 1001,

1005, and 1206 Your participaticn in the survey is voluntary. \We do not disclose your Infermatien to third parties without your consent. except to act on your
behalf of request. cr s legally required. This Includes the fol lowing limited circumstances: o a congresslonal office on your behalf. to a U.S. Pestal Service

auditor: for taw enforcement purpesas, to labor as required by i faw; Inclgent to legal proceedings inveiving the Postal Service; to
government agencies in connection vith decisions as necessary: to agents or contractors when necessary to fulfill a busiress function: to the Equal
o] Ci when in with the ©of a formal complaint. to the iMerit Systems Protection Board or

Office of Special Counsel for the purpase of litigation; and records regarding recipients of awards may be disclased to the news media or the National Safety
Council when cansistent with the public's fight to knov, For morc Information on our Privacy pONCIC VISt yAv.USPS comiprivacypolisy
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UNITED STATES
E POSTAL SERVICE.

Q4.13.
Verifying and Researching
FREQUENCY IMPORTANCE
Somewhat 4
] P
ot gq] Annually | Monthly | Weekly | Daly I Not Important) important | ImPortant | Critcal
== Igeromr | Tparasn | tparom | {perorm | 1 perorm Thistaskis | Thistaskis [ o
| tconot | wstass | tmstesk | thistask | tustask | tstask e Rtk Lol 1M Lcrtical to my job
| pertorm this vearly. orup| moninly, or | weexly, or daiiy, orup | several s taskis not | mportant to my Job. Saire to do Failure to do this
| 1ask n my wartew upoatew [upioatew 3Ry ames S ?n [l Pahite tadof - this task hak task nas very
| currentjob. | times per | times per | timesper | timesper | throughout cument job sg}:f;f‘izzfe ] w::;eﬂ'::'e senous negative|
% menth. Wesk. 4 .
1 year menth. week day 1he day consequences | consequences, | “OTSEUENCes.
Not . 2 . Not Somewhat p
Performed Annually  Monthly  WWeekly Daiy  Constantly Important important Important Critical
Verify eligible prior military service for veterans preference status based on
guidelings @) O O O O o @) @) O O

Verify the status of job postings in systom (c.g.. cCarcer, JBM scheduling teo:.
)

HCES O
Conduct research on personnel files (e.9.. Form 50s, pay, benefits terminations,
icati 1o gein further ing on escalated issues
Check received mail in maif for exp: forms or other
correspondence.

Venty that requisition requests hava received appropniate approvals eq.
headquarters. field staffing, MOUs)

Verify hours of workers compensation paid to employees or annuitants

Conduct research to find source of discrepancies inaccuracies, or incomplete
information.

OO0 000
QOO0 O Q0O
Q0O QO
OO0 QO 0C
QOO0 C O ¢
OO O O0O0
00 O 0 ©
OGO 0OD
D0 000
QOO L QO

=
=3

Somewhat Imporiant Critical

O ©) O

it . .
Per?l‘)?med Anually  Monthly  Weekly Daiy  Constantly

o

Verify that request contamns ail necessary documents. forms, and information
needed In order fo process

O
O
O

©)

Verify status of candidate background invastigation in systems (s g, GIS,
Pangea)

Venfy applicant or fisld employee job eligibility based on specified criteria (e.g.
disqualifying discipfinary actions job focation area of consideration career type
assessment score. seniortiy).

Verify callsr’s dentity by asking for identifying employee information (e.g Name
E£mployee Identfication Number, Ffaikng Address)

Verify all necessary documents and checks have been received (e.g . drug
screen, crminal background checks for hiring process finalists

Verify the accuracy of submi ion or ion by cross-
referencing system information (e g.. HCES. EPAH DDE, eCareers. Pangea)

OO0 0 O O O
OO0 O 0O O
000 Q O
OO0 OO0 O ©
OO0 O 0O O 0 0!}
0 00O O ©
OO0 OO0 O O
OO0 OO0 O O

Venfy f fhere are pending Form 59 actions for sffective dates or future dates.

Annuelly  Monthly  Weekly Constanty | | mp'i’;‘;m Sim;' important Critical

bl
o

O O0OO0O000EEO0OO0 OO O 0O

led
Venfy names and dates between digitized documents and physical documents to
prevent emoneous document indexing.

Verify that secondary exams can be released to job candidates.

Venify fhat alf required documentaticn needed to process requests or claims has
been submitted

Verify Federal Employees Group Life Insurance (FEGLI) coverage eligibiity.

Verify that submitted forms or dacuments include fequired signatures. dates_ or
other information required for processing

Verify processing actions are in I with I unit
contract agreements

OD0oOO0CUBDEO0OQ QU © © O

O 0OO0O0OO0O0
ORNCNONONONG)
O 0OO0O00O0
0 Q0 QQQ
oo
0 OO0 D D
O OO0O0OO0O0

I O 00000

Privacy Act Statement: Your information and individual responses 10 survey questions will be used to provide the HQ Human Resource Gfiice with decision
making on based on your n job-related functions and participation in crograms. Collection s authorized by 38 US C 401, 410, 1001,
1005, and 1206 Your participation in the survey is voluntary. We do nt disclose your information to thid parlies without your censent, except to act on your
behalf or request. cr as legally required. This incluces the foliowing limited circumstances: to a congressional office on your behaif to a U S. Postal Service
audttor, for law enforcement purposes, 10 labor organizations as required by applicable fav: Incldent to legal proceedings invoiving the Postal Service; to
government agencles In connection with decisions as necessary: 1o agents ar Contractors when necassary 1o fullll a business function: to the Equal
Employment Opportunity Commissian when requested In connection with the Investigaticn of a formal complalnt: to the Merit Systems Protection Board or
Office of Speclal Ceunsel for the purpose of fitigation: and records reparding recipients of awards may be disclosed to the news media er the National Safety
Council when consistent with the public's fight to know. For more information on our privacy policies visit waw usps com/privacypolicy.
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UNITED STATES
POSTAL SERVICE.

Q5.1.

Knowledge, Skills, and Abilities (KSAs)
KSA Frequency, Importance, and Needed on First Day Ratings

Instructions

The next few pages include a list of knowledge, skills, and abilities (or "KSAs" for short). For each
KSA, you will be asked to provide frequency, importance, and needed on first day ratings.
Frequency is how often you need a KSA, and importance is how essential a KSA s to being
successful in your job. Needed on first day refers fo if a KSA is essential for employees to have on
the first day of the job, or merely helpful. Your ratings should reflect your current job and assignment.

There is a total of 53 KSAs. The KSAs are grouped by common themes and similarity with other
KSAs.

Use the rating scale below:*

FREQUENCY 3
How frequently do you need to use this KSA white performing your job?
Consider how often you rely on this KSA for successful overall job performance, and how often an employee in your pesition would nesd

this KSA to psriorm assigned job tasks
Not Needed, or Rarely Monthly Weekly

Dally

I either do not need this KSA n my

| use this KSA monthly of uptoatew i use this KSAweeky, oruptoatew  [ineed (o use this KSAdally, or up to
current Job, of | need this KSA rarety,

times per menth © ftimes perweek [many times per day

such as annually ora few imes a year.

IMPORTANCE

How 1S this KSA for ly your job?

Regardless of the frequency or amount of fime spent on this task. indicate this task’s importance.

Not important Somewhat important Important Critical

[This KSA Is somewhat impertart to my |This KSA ks importani to my Job. Lack of{This KSA s critical to my jeb. Lack of
This KSA Is not Important to successful

[iod. Lack o7 this KSA has scme (s KSAfias consiverable negative [this KSA has Very serious negative
licb performance in my current job.
negative impact on job limpact on jcb . limpact on job perfermance.
NEEDED ON FIRST DAY

How necessery is this KSA on the first day of the job?
Consider if a new employes on the first day of the job needs to be fully competent in the KSA to meet basic performance expectations, or will

anew ly be exp: 0 gain in this XSA in fime, eiths

Not Needed on First Day Heipful on First Day, But Not Required Required on First Day

Successtul Job performance does not require Preficiency In this KSA pror o first day on the job [Successful cb performance requires this KSA prior to
proficiency in this KSA prier to first day on the jcb. #oukd be helpul Sutis not essential. New hires vill {the first day on the job. New hires rrust already be

[Having this KSA befere the first day of the job is not eventually develop this KSAthrough on-the- [proficient In this KSA on the first day of the jeb

benefcial.

|iob trainirg of experience.

|and cannot develop it while on the Job,

Privacy Act Statement: Your information and individual responses fo survey guestions will be used to provide the HQ Human Resource Cffice ¥ith decision
making based on your fence in job- functions and ipation in programs. Collection is authorized by 39 U.S.C_ 401, 410, 1001,
1003, and 1206 Your participation In the survey is voluntary. Ve 4o not osdcse your Information to 1hd partes without your consent, except 1o act on your
behaif or request or as legally requited This includes the follcing limited circumstances: to a congressional office on your behalf: to a U.S Pastal Service
avditer; for taw enforcement purposes, 1o lator organizations as reguired by applicable faw: incident to legal proceedings invalving the Postal Service; to
government agencies in conneciion with decisions as necessary: to agents cr conlraciers when necessary to fulfill a business function: o the Equal

Opgporiunily Ct ion vwhen requested in with the i ligaticn of a formal complaint: to the Merit Systems Protection Board or
Office of Speclal Counsel for the purpose of ltigation; and records regarding recipients o awards may be disciosed to the nev:s media or the National Safety
Councll when consistent with the public's right 1o know. For rore Information on our privacy policies Visit yaww usps com pivacypolicy
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UNITED STATES
Bd POSTAL SERVICE,

Q5.5.
Communication and Coordination

NEEDED ON FIRST DAY

IMPORTANCE s = pful on First e
FREQUENCY Not Needed on {MeIPful onFirstl oo on
ToTesied T _ . ; = T Somewhat T S First Day D;’g;‘:ﬁ:&“ | FirstDay
ot Neede = | it
or Rarely Monthly | Weekly | Daily [Not Important Important Important ,E’E‘ca{ ® job { Proficiency mthis | SUccessul joo
Telther do not i e This KSA 5 ThisKSAs “his KSAis perfermance dees KS}\ prmr’!u first performance
need this KSAin This KSAis not | _SOmeshal | important to my fcriicat to my job requires this KSA
| need to use this]l need to use this|} need 0 use this|

5 : g not require day on the job
i Important 1o my | job. Lack of this Failure to . " prior to the first day |
¢ current, ant I
i CUTem 10D F e samentniy, or| KSa weekly, or | KSA daily, or up ImOORanto . ackerths|  ksahes | successtuiy do proficiency in this § wiould be heipful

] i 4 P . i i @n ihe job. Mews
Kg\ r’::('d' 'f“s jup to atew timesjup to a few times| to many times ik KSAhas some | considerable this task has KSApricrto st fbutis n'ot_ essermaL hires must already
ly. such % 1 i A performance in 7 = S : day on the job. New hires will = bo
as annualty or a permonth. | perweek. perday. my current jcb. negative Impact § negative impact | very serious Having tis KSA {eventually evelop be proficient in this
frew times a year i onjob onjob i befere t‘r.e Arstday { this KSA through KSZ(:rh\ m:bﬁ :::ay
=L PETROFTRNe. = ofthesonis nct Jontnedob wraining | = | ; é  vakoai
beneficial. orexpenence. | Lo me}:b
ofu)
Not Needed ’ Not Someuhat - NotNeedeg ~ HePfulonFirst oo udon
or Rarely Monthiy Weekly Daily Important Importart important Critical on First Day Day, But Not First Day

Required

oo o @) g g © @ O O O O O O
el b i kb O o O O O O £ O O

O o O @) O & O O O
wien 1 s s okt o ensuro O & @) O O O O O O
cocatng b i e O O g O O X O O O O O

Not Needed ' it Not Scmewhat e Not Needed on  Helpful on First Day.  Required on
or Rarely Monthly Weakly Daily Important Important tmportant Grydcal First Day But Not Required First Day

Ability to coordinate with mulliple teams or workflows.

Ability to recognize when additional clerity is needsd or

O OO0
O OO0

Ability to communicale in wiiting in a clear and

organized manner to document and provide information, O O O O O O O O O O O

and respond to questions.

Ability to communicate technicai or complicated
information in a clear end easy to understand manner to
audiences who are unfamiliar vth the subject matter.

raquiremants to others

Ability to diffuse and de-escalate contentious or
argumentative interactions

O @ O O O O (@] @) O O
Ability to explain processes, proceduires, and O O @) O O O O O O @)
D) O O O O @] @ O O O

o O O

Privacy Act Your i and individual 10 survey guestions will be used to provide the HG Human Rescurce Cffice with decision
making Information based on your experience In job-related functions and participation in programs. Collection is authofized by 38 U.S.C 401, 410, 1001,

1005. and 1206 Your participation in the survey is voluntary. We dc nat disclcse your Information to third parties without your consent, except to act on your
behaif or request. or as legally required. This includes the following fimited circumstances: to a congresslonal cffice on your behalf; to a U.S. Postal Service

auditor, for law enforcement purposes, to iabor ions as required by i faw: incident 1o legal proceedings invelving the Postal Service; to
gevernment agencies in connection vith decisions as necessary; to agents or contractors when necessary 10 fuifill a business function: 1o the Equal
Op C issicn when In with the ion of a format complaint: fo the herit Systems Protection Board or

Office of Special Counsel for the purpose of litigation: and records regarding recipients of awards may be disclosed to the news media or the National Safety
Council when consistent w:ith the public's Aght to know. For mare Information on our privacy policies vistt yauwusps comprivacypolicy
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UNITED STATES
B POSTAL SERVICE,

Q5.7.
Planning, Prioritizing, and Tracking Work
NEEDED ON FIRST DAY
IMPORTANCE i
FREQUENCY Not Needed on {HelPfuf on First Required on
s = - Day, but Not %
e Somewhat 3 First Day Required First Day
Not Needed Not Important| Important Critical e
Rarel Monthly Weekly Daily Important Successl jcb
or Rarely futjob | Proficiency In this &
WP This KSAls ThisKSA s This KSAls performance
I elther do not 7 performance dees { KSA prior 10 first 2
need this KSAin ThisKSAlsnot | SOTERha: | Important to my ferftcal to my job. notrequie | dayonthejob | TEAUIES IS KSA
$at 2 | need to use this|l need to use this{l need to use this) important te my § job. Lack of this Failure to 5 priof 1o the first day
¥ current job o imponant to % R proficiency in this | would be helpful 2
of I niead this. KSAmenthly. or | KSA weekly, of | KSAdaily. or up o sstul job job Lagk of this. has successfully do KSA prior fo first {but & rot essential. cnthe job tew
KSArarely, such up 10 2 few timesjup to a few times| to many dmss 2 o in KSAnhas some | considerable ihis task has ool zn 1he job. N M’;W ri”ﬁ H'"' “{ hires must akreagy
] . 4 per month per week. psr day. perommanee negative impact | negative impact |  very serlous il el i e be preficiert in tis
5 annually or a my cument jcb. . Having this KSA {eventualiy develop
few: times a year, bl i negaiive before the first day | this KSA through [ orCn e firstdey)
Rt e SRR periommance. | performance | consequences. % ortne joband
— = — = ofthe jobisnct  { on-the-jcb training
bengficial or experience. canmckfevelop §
P B | whiteon thejob.
Not Needed Monthiy Week Dei Not Somevinat impotant  Crtical | NotNeeded HSE butor  Rewwired on
or Rarely 4 y ¥ Important Importent e L on First Day R{iquifed First Day
Adiiity to assign work 1o others based on priority, y
workload capacity, or other considerations. O O o O O O O O O O

Ability to pnoritize multiple tasks. requests. assigned
workTows, and deadlines.

O O
©) O

O
®)

ALiiity to identify individua! strengths of team members
forassigning work

Atiiity fo track and monior status of work assigned to

o O O
O O O
o O O
o O O
o O O
O O O
0 O O

and completed by team. O O O
Not Needed Not Somewhat Not Needed on  Helpfu! on First Day,  Required on
or Rarely Monthly Weekly Important Important important Criical First Day But Not Required First Day

Akiiity to orgenize information and documentation.
Abifity to frack requests and service fickets.
Ability o manage own time and workload effectively

Ability {o recognize team mambers needing assistance to
complete work

O000EO O OO0

Qe
Q 000
O 000
0000
QOuQ
0000
O 00O
O 000
O 000
I O 00O

Privacy Act - Your and Individual to survey questions will be vsed to provide the HQ Human Rescurce Oftice with declsion
making information based on your experience in job-related functions and participation in programs. Collection is authorized by 39 U.S.C. 401, 410, 1001,
1005, and 1208 Your participation in the survey 5 voluntary. We do not disclose your infarmation te third parties withoul your consent. except 1o act on your
behail or request. or as legally required. This includes the foliowving limited circumstances’ to a congressional office on your behalf. 1o a U.S Postal Service
auditor, for law enforcement purposes, to tabor organizations as required by applicable iav. incident to legal proceedings invelving the Postal Service; to
government agencles In connection with decisions as Y. to agents or when v 1o fulfill a business function: to the Equal

v (o] Ct when in ion with the ion of a formal complaint. to the Merit Systems Protection Board or
Ofice of Special Counsel for the purpose of litigation; and records regarding recipients of awards may be disciosed to the nev:s media or the National Safety
Councll when consistent with the pudlic’s fght 10 know. For more information on our privacy policies VIsH v usps.convprivacypolicy
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UNITED STATES
B POSTAL SERVICE.

Q5.8.
Policies and Procedures

NEEDED ON FIRST DAY
1 AN [ ful on First| o __ o
FREQUENCY MEORTANGE |Not Needed on [HEIPRUIONFIISE] o oy o0y
1 Day, but Not £
Somewhat T | First Day Required First Day
Not Needed " Not Important] { Important Critical — 23 .
Monthl; Weeki Dail Important | S
ot Rarely o : - ﬁg‘x?ﬂs | ThisKSAls | This KSAls kb { Profidency inttis m&ﬁiﬁﬁ'ﬂ?
I elther do not | s | 5 performance does | KSApriortofirst | PErOMMa

Ineed this KSAIn This KSAlsnot | Somewhat | important to my fertical to my Job not require dayon el | Eukes SKSA
my current joo, {120 10 se thisfl need o use thisf need to use this \mponantto | MPortant o my {job. Lack of tnis | Fallure to | proficiency Inthis | would be nefptun [P1EF 1othe first say

or Ineed s | KSAmonthly or | KSAwseky.or |KSAcaly.orup [ | SPPOIEM 0 fjob tackorthis | KsAhas | suscesstuiy o | | | oo it T e 1l | onthe oo, New
<Sa rarely S;I chl up to a few timesjup to a few times| 1o many times r‘olr‘\anccje i KSAhas some | considerable this task has 1 & gn the u‘b ‘ng' m fes m'" hires mus! akeacy
o 34 | permonth perweek perday. pe‘\- 4 negative impact | negative impact{ very serious ¥.91 e o i be proficient in this
3 annually or a | iy current jcb o od ! onjob negative | Having this KSA ]eventually cevelop IKSA o the st oy
e times a year I ] o neg: 9 vefore the frst day | this <satougn [ IS 4
2 P RepoEs, cithejobisnct onhe b fraining | 15 ﬁ: ol

et | cromeiene | e

Helpful on First &
Not Needed " Not Somewhat Not Needed Reguited on
¥ : t
or Rarely onthly Wieekly Daily Important Important important Criical on First Day Day But Not First Day

Required

Knowiadge of Family and Medical Leave Act (FMLA)
processes, policies. and requirements.

O
®)
O
O
O

Monthly ‘Fleekly Deily

O Q O O
O O @) O
®) @) L3 O
O o O O
O U 2 O

Not Somewhat
fmportant Important

Krowiedgs of Postal pay rules and policies

Abiiity to quickly learn and apply new processes.
programs, and procedures.

Knowiedge of union contracts and agreements.

Knowledge of Federai and Postal benefits programs and
policies

OO0OO0OO0O0
OO0O0O0O0
@)
OO0OO0OO0O0
OO0O0O0O0
QOO0 0O0

Not Needed

Not Needed on  Heipful on Firsi Day.  Recuired on
or Rarely

Important Critical First Day But Not Required Fisst Day

Knowiedge of Postal hinng processes, procedures. and
sequirements.

Ability to follow stendardized processes and procedures

Knowiedge of Faderal and Postal retirement programs
and poficies

Ability to recognize how newly implemented processes.
. Systems. or proced apply to current work
responsibilifies and duties.

Q QQ 000
©O O 00O
© O 00O
Q O QQO
O O 00O
O O 00O

Knowiedge of the Office of Personne! Management's
{OPI) guidelines on Qualifying Life Events.

©C O 00O
O O 00O
O O 00O
O O 00O

IOOOOO

Privacy Act Your and Indtividual resp 10 survey questions will be used fo provide the HQ Human Resource Office with decision
making information based on your experience In job-related functions and participation in programs. Collection Is authorized by 33 U.S.C. 401. 410, 1001,

1005, and 1208 Your participation in the survey is voluntary. We do not disclose your infermation to third parties without your ccnsent, except to act on your
benaif or request. or as legally required. This incluges the following limited circumstances” to a congresslonal office on your behalf: to a U.S Postal Service

auditor: for taw enforcement purposes, to labor as required by i faw, incident to legal proceedings invciving the Postal Service: t6
government agencies In connection with decisions as necessan. to agents ¢r contractors when necessary to fulfill a business function' to the Equal
(s] C when in with the of a formal complaint: to the Merit Systems Protection Board or

Ofiice of Speclal Counsel for the purpose of litigation; and records regarding recipients of awards may be disclosed to the news media or the National Safety
Council when consistent with the public’s right to knotw. For more Information on our privacy policies visit yawwusps com/privacygolicy.
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UNITED STATES
POSTAL SERVICE.
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Q5.10.

Technology Use

FREQUENCY IMPORTANCE
1 Somewhat "
Ngrt::::';d Monthly Woekly Daily Not Important Important Important Critical
T either do not This KSAls This KSA s This KSAs
i p somevhat Important to my (ctical to my job
I e oufl e 10 use thisl neeci o use thsf) need to uss this Tt impartant to my | b Lack cthis | - Faitwretn
o Hé’ s KSAmerithly. or | KSAweekly, or { KSA dally, cr up Su cgessru; job Job. Lack of this. KSA has successtully do
Py m; such|¥P® afes dmesfuptoafewtimes| to many imes performance In KSAhas some | considerable | this task has
= a'm.';;' pai renth perweek. perday. y negallve impact | negative Impact |  very sericus
cra my current job. ”
t.ewdrresa year. on job on jcb negaiiva
- performance. performance. | consequences.
Not Needed " Not Somewhat Eri
of Rarely Monthly Weekly Daily Important Important Important Crtical

o Shafe Preview

NEEDED ON FIRST DAY
Not Needed on HBIE;UL:? ;Lrtst Required on
. q
First Day Required First Day
Successfutjob | Proficiency In this S;Fr?g;:r:;é?
performance does | KSAprior to fiist requires this KSA
atrequse | dayontMeld 4o e neet oy
profidency inthis | weuid be helpful onthe job. New
KSApOriofrst ot notessental § °% m‘ﬁ, already
day on the fob. New hires will be proficient in this
Hangthis KSA. |everally cevelop |, f ot et don
hefore the ficst day | this KSAthrough | ofthejoband
cfthejodisnct fontnepbuaining § o1 PEERET
beneficial e experience. | e on he J:D‘
s T e
on First Day Requrred First Day

Skill using computer epplications and systems required to

perform assigned work duties

Skill using standard office equipment (e.qg., printers, fax
machines) required to perform assigned work duties.

Skill using computers and accessories including mouse,

keyboard. and headsets to perform assigned work duties

Skill in typing accurately and efficiently

Ability to troubleshoot technical issues with computer
systems or applications.

Ability io iearn new computer systems or applications.

Knowledge of human resource information systems

sufficient to enter data, verify information. or comect ersors.
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Frivacy Act Your i and individual to survey questions will be used to provide tha HQ Human Resource Office with decision
making information based on your experience In job-refated functions and participation In programs. Collectlon is authorized by 39 U S.C. 401, 410 1001,
1005, and 1206 Your participation In the survey is voluntary. ‘We do not discicse your information to third parties without your consent. except to act on your
benalf or request. of as legally required. This includes the foliowing limited circumstances: to a congressional office on your behalf to a U.S. Pestal Service
auditor, fer faw enforcement purpeacs, to labor law; incident to lcgal procecdings involving the Postal Scrvice; to
govemment agencles in connection with decisions as recessary: to agents or contractors when necessary to fulfill a business function; to the Equal

Op ity Ct when reqy In connection with the Investigation of a formal complaint: to the Merit Systems Frotecticn Board or
Ofice of Special Ceunsel fof the purpose of litigation; and records regarding reciplents of awards may be disciosed to the news media or the National Safety
Councli when consistent 1ith the public's dght 1o know. For more Information on our privacy policies vIsit vaww,usps,com:privacypolicy

a3 required by
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UNITED STATES

B POSTAL SERVICE.

Q6.1.

Systems and Technology
Systems and Technology Frequency and Level of Use Ratings

Instructions

The next page includes a list of systems and technology you might use to perform job tasks. For
each system and technology, you will be asked to provide frequency and level of use

ratings. Frequency is how often you use a system or technology, and level of use is how you
typically use that system or technology, the permission level you are given, or any access
restrictions you have for that system. Your ratings should reflect your current job and assignment.

There is a total of 52 systems and technologies.

Use the rating scale below:

FREQUENCY

How frequently do you need this system or technoiogy while performing yours job?
Consider how often you refy on this system or technology for successful overall job performance. and how ofien an employee in vour

position would need this system or technology to perform assigred job tasks

Not Needed, or Rarely Monthly Weekly Daily

| either do not need this system or

| use this system of technology monthiy, {l use this sysiem or technciogy weekyy. |1 need to use This system of technology
technolegy In iy current job, or | need

or up to a few times per month to or up t0 a few times per veek 1o day, or up 1o many tires per day 1o
to use it rarely, such as annually or a
perform Job tasks. [perform job tasks. jperorm jcb fasks.
few times a year.
LEVEL OF USE

How do you typically use this system or fechnology while performing your job?

Consider what you need the system or technology for, the level of access you are given, and any penmissions o restrictions you have.

Basic Use Intermediate Use Advanced Use

Not Applicable or Not Sure

{Reading or Retrieving) {Entering or (Editing, or Ch

Intermediate use Includes ertering [Advanced use intiydes editing,
Basic use Includes reading or retrieving
1 or processing data or informaticn. This  [deietirg. or changing informaticn. This
|data or information only without editing
includes entering dataintoasysiem  fincides deieling information from a
or entering any Information. This
This system or technology is not i requests, or
indudes running reports. puiing data.

33 editirg data that Is

needed *or my job, o | am nct sure [tasks that are more than Just vievdng  |considered high risk or sensitive. Onkv a
{or referencing information stored in the
what level of use. infermation. You require assistance imited number of people are given this

Isystem. You require assistance from
] |from someone with a higher access. level of access, as significant
{someone vith a higher access level to

llevel to delete or edit important or

may occur if used
|enter. edit. or delete any Informaticn.

| sensitive information. lirngroperty.

Privacy Act Statement: Your information and individual responses to survey questions will be used to provide the HQ Human Rescurce Gfice with decision
making Information based on your experience In job-refated functions and participation In pregrams. Collection Is authorized by 39 U.S.C. 4C1, 410, 1001,
1005. and 1205 Your participaticn in the survey is voluntary. We do nct disclose your information to third parties without your consent. except to act on your
behalf or request. or as legally required. This includes the foliowing limited circumstances: to a congressional office on your behall. toa U.S Pestal Service
auditor: for law enforcement purposes. to labor organizations as required by applicable kaw: incident to legal proceedings lnveiving the Postal Service: to
government agencles in cennection with decisians as necessary to agents or centractors when necessary to fuifil a business function: to the Equal
Employment Opportunity Commission when requested In connection with the investigation of a formal complaint to the Lierit Systems Protection Board or
Office of Special Counsel for the purpose of fitigation; and records regarding recipients of awards may be discicsed to the news media cr the National Safety
Councll when consistent with the public's fght to knov.. For more Information on our privacy policies visit wew USps comeprivacy policy
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Systems and Technology
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Q7.1.
Demeographics

The following demographic items are voluntary. Demographic information is used to verify the

extent to which respondents are diverse and representative of employees in these jobs.
Demographic data will only be reported in aggregate.

Q7.2. Age Range:

QO 18- 24 years old
Q© 25-34years old
QO 35-44years old
O 45-54 years old
O 55-64 years old

(O Over 65 years old

Q7.3. Racial Category (Check as many as apply):

Native Amencan or Alaska Native - A person having origins Iﬂ any of the original peoples of North

[ and South A I g Central America), and who tribal affiliation or community
attachment.

Asian - A person havmg ongms in any of the original peoples of the Far East, Southeast Asia, or the
D Indian Subconti g, for ple, Cambodia, China. india, Japan, Korea, Malaysia,
Pakistan, the Philippine Is[ands Thailand, and Vietnam.

[ Black or African American - A person having origins in any of the black racial groups of Africa.

D Native Hawaiian or Other Pacific Islander - A person having origins in any of the original peoples of
Hawaii, Guam, Samoa, or other Pacific Islands.

O White or Caucasian - A person having origins in any of the original peoples of Europe, the Middie
East, or North Africa.

Q7.4. Are you Hispanic or Latino? (A person of Cuban, Mexican, Puerto Rican, Central
American, South American, or other Spanish culture or origin, regardless of race.)

QO Yes
O No

Q7.5. Gender:

O Male

QO Female

(O Nono of tho Abovo

Privacy Act Statement: Your information and Individual responses to survey questions will b2 used to provide the HQ Human Resource Office with decision
making information baacd on your expcricnce In job-rclated functiona and pasticipetion in pregrams. Colicction ia authorized by 39 U S.C. 401, 410, 1001
1005, and 1206 Your participaticn in the survey is voluntary e do net éisclose your information to third pariles without your consent, except to act on your
behalf or request or as legally required. This Includes lhe folloving limited cir toa 'fice on yous behall loa U S Postal Service
auditor; for law purposes, to labor as reqy applicable law; incident 1o lega) proceedings Involving the Fostal Service; to
govarament agencles In connection vith decisions as necessary: to agents or contracters when necessary to futfll a business function: to the Equal
Employment Opportunity Commission when requested in connection with the lavestigation of a formal complalnt, o the ierit Systems Protection Board or
Office of Special Counsel for the purpose of filigation; and reccrds regarding reciplents of awards may be disclosed 1o the news media ¢ the National Safety
Council when consstent with the public’s fight 1o know. For mere Information on our privacy poiicies visit ¥y usps. Comvacy policy.

Powered by Qualtrics (3
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Subject: ACTION: J;)b Analysis Survey — [Due Date]

Hello [FirstName],

You are invited to take the HRSSC Job Analysis Survey.

The purpose of this survey is to gather information about the tasks performed by the Personnel
Processing Specialist, and the knowledge, skills and abilities needed to perform those tasks.

The results may be used to update job descriptions, selection processes and training programs.

We need your help to get accurate information about the job. Participation is voluntary. Your
responses will be kept confidential. Individual responses will not be shared.

Before beginning the survey, please reach out to your manager to coordinate the best date/time
to take the survey, which may take 2 hours to complete. You are encouraged to complete the

survey in one sitting. However, if you are not able to complete the survey all at once, the link will
allow you to resume where you left off.

AP Please complete the survey. This is your opportunity to help make a difference.

Use a laptop or desktop computer to complete the survey; the survey cannot be completed on a
mobile device.

CLICK THE LINK BELOW TO COMPLETE THE SURVEY:

[survey link]

You have until [Due Date] to complete the survey.

Thank you for considering my request. If you have any questions, you can reply to me, or reach
us at HR Survey Support.

Thank you!



