LABOR RELATIONS

UNITED STATES
7 POSTAL SERVICE

September 17, 2019

Mr. Brian J. Wagner Certified Mail Tracking Number:
President 7016 3560 0000 7963 2162
National Association of Postal Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Brian:

This is in further reference to the Postal Service's notice dated May 21 (enclosed) regarding the
proposed revisions to the position descriptions and qualification standards for the retail clerk
positions that included:

Lead Sales and Services Associate (P7-07), Occupation Code; 2320-0009

Sales and Services Associate (P7-06), Occupation Code: 2320-0001

Sales, Services and Distribution Associate (P7-06), Occupation Code: 2320-0003

Postal Support Employee (PSE) Sales, Services and Distribution Associate (New Work) (P4-

06), Occupation Code: 2395-0034

* Postal Support Employee (PSE) Sales, Services and Distribution Associate (P4-06),
Occupation Code: 2395-0017

» Delivery/Sales, Service and Distribution Associate (P7-06), Occupation Code: 2320-0007

Based on feedback provided by the American Postal Workers Union (APWU), the Postal Service
has reviewed the duty and responsibility regarding presort and bulk mailings and returned it to the
original wording prior to the revision. Additionally, the exam requirement has been updated to
reflect the new Virtual Entry Assessment CS 477. Notification of the exam revision was provided
to your organization by letter dated, April 5.

Enclosed are two copies of the subject position descriptions and qualification standards, one with
changes identified from the version previously sent to your organization and one finalized version.
Please note the Delivery/Sales, Service and Distribution Associate position description and
qualification standard has no changes from the previous version provided.

Please contact Dion
ordy,

Mealy at extension 6861 if you have any questions concerning this matter.

Contract Administration (APWU)

Enclosures

475 L'ENFANT PLaza SW (CA201 9-283)
WasHiNGTON DC 20260-4100
WWW.USPS.COM



LABOR RELATIONS

J UNITED STATES

POSTAL SERVICE
May 21, 2019

Brian J. Wagner Certified Mail Tracking Number:
President 7016 3560 0000 7963 1202
Nationa! Association of Postal Supervisors
1727 King Street, Suite 400

- Alexandria, VA 22314-2753

Dear Brian:

As a matter of general interest the Postal Service intends to revise position descriptions and
qualification standards for the retail clerk positions that include:

Lead Sales and Services Associate (P7-07), Occupation Code: 2320-0009
Sales and Services Associate (P7-06), Occupation Code: 2320-0001
Sales; Services and Distribution Associate (P7-06), Occupation Code: 2320-0003
Postal Support Employee (PSE) Sales, Services and Distribution Associate (New Work} (P4-
06), Occupation Code: 2395-0034
» Postal Support Employee (PSE) Sales, Services and Distribution Associate (P4-086),
Oceupation Code: 2395-0017
¢ Delivery/Sales, Service and Distribution Associate (P7-06), Occupation Code: 2320-0007.

* * 8 @

The revisions to these position descriptions are designed to enhance the overall employee and
customer retail experience. The addition of fobby assistant and passport duties to the position
descriptions are intended to help the Postal Service meet customer démands, provide excelient
service, and increase revenue by providing a “world class customer experience”,

We have enclosed: -

*  Acopy of each job description, one with-and one without changes identified.

»  Acopy of a narrative explanation of the purpose and effect of the proposed revisions.

*  An electronic copy of the revised job descriptions. '

Please contact Dion Mealy at extension 6861 if you have any questions conceming this matter.

Contract Administration (APWU)

Enclosures

476 LUENANT PLAZA SW (CA2019-139)
WasanaTon DG 20260-4100
WWWASPS,COM




STD JOB DESCRIPTION - U.S.Postal Service

SALES AND SERVICES ASSOCIATE (P7-06)
OCCUPATION CODE: 2320-0001

FUNCTIONAL PURPOSE:

cts. Maintains pleasant and effective
with postal laws, regulations,

Performs a variety of sales and customer support services for:
public relations with customers and others requiring a gengf
and procedures commonly used.

DUTIES AND RESPONSIBILITIES:

1. Performs any variety of sales and customer servi
inventory of and selling stamps, stampe
applicable) and other retail services;
packages and accountable mail; issuin
accepting and responding to customer ¢
regarding postal regulations.

em, accepting and delivering
omestic postal money orders;

2. Provides sales and cu Vi id explaining store layout;
determining special int 3y ggrams offers ass&stance in
product selectlon pro*@

setting up, arranging, and replenishing displays and merchandise
' 3as, work stations, and storage areas are presentable to customers.

Performs routine mainten 'SKs and mPOS, including troubie shooting.

6. Conducts product inventories by counting items on hand; attaches and removes security devices;

accounts for items on display; and verifies and records sales floor inventory and shrinkage. Brings

inventory discrepancies and shrinkage reports to the attention of the appropriate supervisory presence.

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

8. Checks and sets post office postage meters.

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




10. May perform passport duties as assigned, including verification of identification and photograph,
administering oath, reviewing application for completeness, affixing stamp or seat on application and
ensuring all documents are stored securely and mailed promptly.

11. In addition, may assign and clear accountable items and distribute mail as required.
SUPERVISION:

Supervisor, Customer Services, or other supervisor/designee.

SELECTION METHOD:

BARGAINING UNIT:

CLERK SP-2640; KP-0013

o

Doc Date: 0

Occ Code: 23200001




QUALIFICATIONS U.S.Postal Service

SALES AND SERVICES ASSOCIATE (P7-06)
OCCUPATION CODE: 2320-000

BARGAINING UNIT QUALIFICATION STANDARD
2320c

{2320-0001)

SALES AND SERVICES ASSOCIATE
DOCUMENT DATE:

FUNCTION:

es. Maintains professional and
jarity with postal laws, regulations, and

Performs a variety of tasks to support
effective public relations with customers®
current procedures.

DESCRIPTION OF WOR

421 SALE ERV - i s/No_Qualification Proficiency: Yes Computer
Based E . %

KNOWL

This section i Abilities (KSAs) that are required to satisfactorily perform
the tasks of the st demonstrate that they possess a sufficient level of each KSA,

y for senior-qualified positions to enable them to perform these
, C et:on of the applicable testing procedure(s) is sufficient to
demonstrate the KSAs liste: Bw:fn certain mrcumstances appllcants may demonstrate these Ievels

1. Ability to work and deal with people sufficient to work cooperatively and interact positively with
customers, co-workers, as well as respond appropriately to changing conditions or unique customer or
coworker situations. 2. Ability to communicate orally refers to expressing spoken ideas or facts clearly
and logically when answering questions, giving instructions, and providing information. 3. Ability to
perform basic mathematical computations refers to performing basic calculations such as addition,
subtraction, multiplication, and division with whole numbers, fractions and decimals. 4. Ability to work
independently refers to following either spoken or written instructions or directions, multitasking and
organizing time effectively to perform work assignments, either with or without direct supervision. 5.
Ability to reference, comprehend and use information refers to gathering information from both oral and
written sources, retaining it for future use, providing it in response to request (e.g., on forms), and using



it to identify the appropriate course of action to resolve a situation based upon postal laws, regulations,
and current procedures. 6. Demonstrating conscientiousness and initiative refers to taking care in
performing work assignments and working toward task completion. 7. Ability to safely perform the duties
common to the position.

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessment CS (477).

TRAINING/EXAMINATION REQUIREMENTS:

Individuals who qualify and are selected under this standard wHI
training satisfactorily to demonstrate, through testing and/or pr
of the knowledge, skills and abilities covered at the level regy
KSA is disqualifying. The following KSAs are covered by tHig

required to complete prescribed
‘demonstration, possession of each
sthe job. Fallure to demonstrate any

persuaswe selling to customer needs, providing pr
aesthehcally pleasing retail enwronment and col

service to accomplish established goa
by gathering information from both or
action to resolve the situation. 5. Ability te
calculatlon equment or computers suffi c

velopmg an approprlate course of
iness equipment, such as
nsactions, input data, and produce

appropriate Postal re
requirements, classe

PHYSICAL

50 work an assigned tour and days of work. Sales and Services
Associates must follow P policies and procedures for personal conduct at work, including

adhering to rules and regul

Sales and Services Associates are required to provide service to the public. They must maintain a neat
and professional appearance in such interactions, including wearing a uniform and name tag when
required.

Doc Date: ' _ Occ Code: 2320-0001




STD JOB DESCRIPTION U.S.Postal Service
SALES AND SERVICES ASSOCIATE (P7-06)
OCCUPATION CODE: 2320-0001

FUNCTIONAL PURPOSE:

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

DUTIES AND RESPONSIBILITIES:

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

2. Provides sales and customer service support by greeting customers and explaining store layout;
determining special interests and referring to sales and promotional programs; offers assistance in
product selection; provides lobby assistance that includes monitoring the retail line, directing customers
to the self-service kiosk (SSK) (where applicable), and/or using Mobile Point of Service (mPOS) to
complete transactions (where applicable).

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

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

5. Maintains appearance of store by setting up, arranging, and replenishing displays and merchandise
racks; ensures display and selling areas, work stations, and storage areas are presentable to customers.
Performs routine maintenance on SSKs and mPOS, including trouble shooting.

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

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

8. Checks and sets post office postage meters.

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



10. May perform passport duties as assigned, inciuding verification of identification and photograph,
administering cath, reviewing application for completeness, affixing stamp or seal on application and
ensuring alt documents are stored securely and mailed promptly.

11. In addition, may assign and clear accountable items and distribute mail as required,
SUPERVISION:

Supervisor, Customer Services, or other supervisor/designee.

SELECTION METHOD:

BARGAINING UNIT:

CLERK SP-2640; KP-0013

Doc Date: 0 Occ Code: 2320-0001



QUALIFICATIONS U.S.Postal Service

SALES AND SERVICES ASSOCIATE (P7-06
OCCUPATION CODE: 2320-0001

BARGAINING UNIT QUALIFICATION STANDARD
2320c
(2320-0001)

SALES AND SERVICES ASSOCIATE
DOCUMENT DATE:
FUNCTION:

Performs a variety of tasks to support sales of products and services. Maintains professional and
effective public relations with customers and others requiring familiarity with postal laws, regulations, and
current procedures.

DESCRIPTION OF WORK:
See the Standard Position Description for the Occupation Code given above.
REQUIREMENTS:

421 SALES AND SERVICES (V3.9) - Essential Scale: Yes/No_Qualification Proficiency: Yes Computer
Based Exam

Non-E ial.Seale: Yes/No_Qualificat

KNOWLEDGE, SKILL, AND ABILITY REQUIREMENTS:

This section is composed of Knowledge, Skills, Abilities (KSAs) that are required to satisfactorily perform
the tasks of the position. Individuals must demonstrate that they possess a sufficient level of each KSA,
to include at least minimum competency for senior-qualified positions to enable them to perform these
tasks satisfactorily. Successful completion of the applicable testing procedure(s) is sufficient to
demonstrate the KSAs listed below. In certain circumstances, applicants may demonstrate these levels
by describing examples of experience, education, or training, any of which may be non- postal. Failure to
demonstrate any KSA is disqualifying.

1. Ability to work and deal with people sufficient to work cooperatively and interact positively with
customers, co-workers, as well as respond appropriately to changing conditions or unique customer or
coworker situations. 2. Ability to communicate orally refers to expressing spoken ideas or facts clearly
and logically when answering questions, giving instructions, and providing information. 3. Ability to
perform basic mathematical computations refers to performing basic calculations such as addition,
subtraction, multiplication, and division with whole numbers, fractions and decimals. 4. Ability to work
independently refers to following either spoken or written instructions or directions, multitasking and
organizing time effectively to perform work assignments, either with or without direct supervision. 5.



Ability to reference, comprehend and use information refers to gathering information from both oral and
written sources, retaining it for future use, providing it in response to request (e.g., on forms), and using
it to identify the appropriate course of action to resolve a situation based upon postal laws, regulations,
and current procedures. 6. Demonstrating conscientiousness and initiative refers to taking care in
performing work assignments and working toward task completion. 7. Ability to safely perform the duties
common to the position.

EXAMINATION REQUIREMENTS:

Applicantslmust successfully complete the Virtual Entry Assessment CS (477).

TRAINING/EXAMINATION REQUIREMENTS:

Individuals who qualify and are selected under this standard will be required to complete prescribed
training satisfactorily to demonstrate, through testing and/or practical demonstration, possession of each
of the knowledge, skills and abilities covered at the level required for the job. Failure to demonstrate any
KSA is disqualifying. The following KSAs are covered by this prescribed training:

1. Ability to sell products and services includes providing timely and courteous customer service,
persuasive selling to customer needs, providing product information, creating/maintaining an
aesthetically pleasing retail environment and completing sales transactions. 2. Ability to interact with a
variety of customers to gather information, evaluate service needs and respond appropriately to unique
customer situations. 3. Ability to exercise courtesy and self-control in providing appropriate customer
service to accomplish established goals of the functional area. 4. Ability to identify and analyze problems
by gathering information from both oral and written sources and developing an appropriate course of
action to resolve the situation. 5. Ability to use technology-based business equipment, such as
calculation equipment or computers sufficient to process customer transactions, input data, and produce
numeric and written reports. 6. Knowledge of financial procedures such as the terminology, materials,
techniques, and procedures used in maintaining accurate records of disbursements, receipts and other
financial information and loss prevention. 7. Knowledge of postal products and services including
appropriate Postal regulations regarding mail service (e.g., domestic and international mail
requirements, classes of mail).

PHYSICAL REQUIREMENTS:
Individual must be physically able to perform efficiently the duties of the position.
ADDITIONAL PROVISIONS:

When filled internally, this position usually involves a deferment period during which the senior bidder
must successfully complete the prescribed training.

Sales and Services Associates must work an assigned tour and days of work. Sales and Services
Associates must follow Postal Service policies and procedures for personal conduct at work, including
adhering to rules and regulations.

Sales and Services Associates are required to provide service to the public. They must maintain a neat
and professional appearance in such interactions, including wearing a uniform and name tag when
required.
Doc Date: Occ Code: 2320-0001



STD JOB DESCRIPTION U.S.Postal Service

SALES,SVCS/DISTRIBUTION ASSOC (P7-06)
OCCUPATION CODE: 2320-0003

FUNCTIONAL PURPOSE:

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

DUTIES AND RESPONSIBILITIES:

1. Performs any variety of sales and customer ser at a retail wind ch as maintaining

packages and accountable mail; issuing and cashi‘ng
accepiing and responding to customer claims and in

ey orders;

2. Provides sales and customer servicg
determining special interests and referring fo
product selection; provides Iobby assistanceithat i i :the retail line, directing customers
o the self-service kiosk {3 ) ‘ |

complete transactio

ers, includinhg nforming customers regarding
promotlng products based on customer needs.

S lifig areas, work stations, and storage areas are
routine maintenance on SSKs and mPOS, including trouble

presentable to ¢y
shooting.

6. Conducts product in ¥y counting items on hand; attaches and removes security devices:
accounts for items on display; and verifies and records sales floor inventory and shrinkage. Brings
inventory discrepancies andshrinkage reports to the attention of the appropriate supervisory presence,

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

8. Checks and sets post postage meters:

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

10. May assign and clear accountable items and distribute mail as required.




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

12. Distributes primary and cne or more secondary schemes of outgoing mail for dispatch based on
knowledge of current distribution schemes.

13. May perform passport duties as assigned, including verification of identification and photograph,
administering oath, reviewing application for completeness, affixing stamp or seal on application and
ensuring all documents are stored securely and mailed promptly.

is:. face and cancel mail; make

r related duties for distribution.

14. May perform additional duties such as: maintain records of ma
emergency carrier relays; label and tie out mail for dispatch an

SUPERVISION:

SELECTION METHOD:

BARGAINING UNIT:

CLERK SP-2641; KP-0013




QUALIFICATIONS U.S.Postal Service

SALES,SVCS/DISTRIBUTION ASSOC (P7-06)
OCCUPATION CODE: 2320-0003

BARGAINING UNIT QUALIFICATION STANDARD
2320d
(2320-0003)

SALES, SERVICES AND DISTRIBUTION ASSOCIATE
DOCUMENT DATE:

FUNCTION:

professional and effective public rela g
laws, regulations, and current proceeig'

DESCRIPTION OF WORK:
See the Standard Positio
REQUIREMENTS: /.

421 SALES AND SERV] 9 i Yes/No_Qualification Proficiency: Yes
Computer Based Exam
L .

This secti edge,"Skills, Abilities (KSAs) that are required to satisfactorily
perform the dividuals'must demonstrate that they possess a sufficient level of
each KSA, toi m competency for senior-qualified positions to enable them to
ccessful completion of the applicable testing procedure(s) is
inimum competency to perform these tasks satisfactorily. In certain
trate these levels by describing examples of experience, education,
non-postal. Failure to demonstrate any KSA is disqualifying.

circumstances, applicants:de
or training, any of which

1. Ability to work and deal with people sufficient to work cooperatively and interact positively with
customers, co-workers, as well as responding appropriately to changing conditions or unique
customer or coworker situations. 2. Ability to communicate orally refers to expressing spoken ideas or
facts clearly and logically when answering questions, giving instructions, and providing information. 3.
Ability to perform basic mathematical computations refers to performing basic calculations such as
addition, subtraction, multiplication, and division with whole numbers, fractions and decimals. 4. Ability
to work independently refers to following either spoken or written instructions or directions,
multitasking and organizing time effectively to perform work assignments, either with or without direct
supervision. 5. Ability to reference, comprehend and use information refers to gathering information
from both oral and written sources, retaining it for future use, providing it in response to request (e.g.,



on forms), and using it to identify the appropriate course of action to resolve a situation based upon
postal laws, regulations, and current procedures. 6. Demonstrating conscientiousness and initiative
refers to taking care in performing work assignments and working toward task completion. 7. Ability to
safely perform the duties common to the position.

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessment CS {(477).
TRAINING EXAMINATION REQUIREMENTS:

individuals who qualify and are selected under this standard
training satisfactorily to demonstrate possession, through.
of the knowledge, skilts and abilities covered at the levelreq ired

e required to complete prescribed
for practical demonstration, each
job. Failure to demonstrate

ems by gathering o

rse of action to resclve the situation.
: iate customer service to accomplish

established goals of the functional area.™

as calculation eqmpment or computers s

records of disbursements,
{edge of postal products and
ice (e.g., domestic and

Esociates must work an assigned tour and days of work. Sales and
Postal Service policies and procedures for personal conduct at work,
regulations.

Sales, Services and Disf
Services Associates mus
including adhering to rules

Sales, Services and Distribution Associates are required to provide service to the public. They must
maintain a neat and professional appearance in such interactions, including wearing a uniform and
name tag when required.

Doc Date: _ Occ Code: 2320-0003




STD JOB DESCRIPTION U.S.Postal Service

SALES,SVCS/DISTRIBUTION ASSOC (P7-06)
OCCUPATION CODE: 2320-0003

FUNCTIONAL PURPOSE:

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

DUTIES AND RESPONSIBILITIES:

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

2. Provides sales and customer service support by greeting customers and explaining store layout;
determining special interests and referring to sales and promotional programs; offers assistance in
product selection; provides lobby assistance that includes monitoring the retail line, directing customers
to the self-service kiosk (SSK) (where applicable), and/or using Mobile Point of Service (mPOS) to
complete transactions (where applicable)

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

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

5. Maintains appearance of retail lobby by setting up, arranging, and replenishing displays and
merchandise racks; ensures display and selling areas, work stations, and storage areas are
presentable to customers. Performs routine maintenance on SSKs and mPOS, including trouble
shooting.

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

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

8. Checks and sets post postage meters.

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

10. May assign and clear accountable items and distribute mail as required.



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

12. Distributes primary and one or more secondary schemes of outgoing mall for dispatch based on
knowledge of current distribution schemes.

13. May perform passport duties as assigned, including verification of identification and photograph,
administering oath, reviewing application for completeness, affixing stamp or seal on application and
ensuring all documents are stored securely and mailed promptly.

face and cancel mail; make
rrelated duties for distribution.

14. May perform additional duties such as: maintain records of maii
emergency carrier relays, label and tie out mail for dispatch an

SUPERVISION:
Supervisor, Customer Services, or other supervisor/dgs

SELECTION METHOD:

BARGAINING UNIT:

CLERK SP-2641; KP-0013




QUALIFICATIONS U.S.Postal Service

SALES,SVCS/DISTRIBUTION ASSOC (P7-06)
OCCUPATION CODE: 2320-0003

BARGAINING UNIT QUALIFICATION STANDARD
2320d
(2320-0003)

SALES, SERVICES AND DISTRIBUTION ASSOCIATE
DOCUMENT DATE:
FUNCTION:

Performs distribution and a variety of tasks to support sales of products and services. Maintains
professional and effective public relations with customers and others requiring familiarity with postal
laws, regulations, and current procedures.

DESCRIPTION OF WORK:
See the Standard Position Description for the Occupation Code given above.
REQUIREMENTS:

421 SALES AND SERVICES (V3.9) - Essential Scale: Yes/No_Qualification Proficiency: Yes
Computer Based Exam

3 ATTERY. - Non-E ial Seale: Ves/NELQualificalion-Profici Ly
KNOWLEDGE, SKILL, AND ABILITY REQUIREMENTS:

This section is composed of Knowledge, Skills, Abilities (KSAs) that are required to satisfactorily
perform the tasks of the position. Individuals must demonstrate that they possess a sufficient level of
each KSA, to include at least minimum competency for senior-qualified positions to enable them to
perform these tasks satisfactorily. Successful completion of the applicable testing procedure(s) is
sufficient to demonstrate at least minimum competency to perform these tasks satisfactorily. In certain
circumstances, applicants demonstrate these levels by describing examples of experience, education,
or training, any of which may be non-postal. Failure to demonstrate any KSA is disqualifying.

1. Ability to work and deal with people sufficient to work cooperatively and interact positively with
customers, co-workers, as well as responding appropriately to changing conditions or unique
customer or coworker situations. 2. Ability to communicate orally refers to expressing spoken ideas or
facts clearly and logically when answering questions, giving instructions, and providing information. 3.
Ability to perform basic mathematical computations refers to performing basic calculations such as
addition, subtraction, multiplication, and division with whole numbers, fractions and decimals. 4. Ability
to work independently refers to following either spoken or written instructions or directions,
multitasking and organizing time effectively to perform work assignments, either with or without direct
supervision. 5. Ability to reference, comprehend and use information refers to gathering information
from both oral and written sources, retaining it for future use, providing it in response to request (e.g.,



on forms), and using it to identify the appropriate course of action to resolve a situation based upon
postal laws, regulations, and current procedures. 6. Demonstrating conscientiousness and initiative
refers to taking care in performing work assignments and working toward task completion. 7. Ability to
safely perform the duties common to the position.

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessment CS (477).

TRAINING EXAMINATION REQUIREMENTS:

Individuals who qualify and are selected under this standard will be required to complete prescribed
training satisfactorily to demonstrate possession, through testing and/or practical demonstration, each
of the knowledge, skills and abilities covered at the level required by the job. Failure to demonstrate
any KSA is disqualifying. The following KSAs are covered by this prescribed training:

1. Ability to sell products and services includes providing timely and courteous customer service,
persuasive selling to customer needs, providing product information, creating/maintaining an
aesthetically pleasing retail environment and completing sales transactions. 2. Ability to interact with a
variety of customers to gather information, evaluate service needs and respond appropriately to
unique customer situations. 3. Ability to identify and analyze problems by gathering information from
both oral and written sources and developing an appropriate course of action to resolve the situation.
4. Ability to exercise courtesy and self-control in providing appropriate customer service to accomplish
established goals of the functional area. 5. Ability to use technology-based business equipment, such
as calculation equipment or computers sufficient to process customer transactions, input data, and
produce numeric and written reports. 6. Knowledge of financial procedures such as the terminology,
materials, techniques, and procedures used in maintaining accurate records of disbursements,
receipts and other financial information and loss prevention. 7. Knowledge of postal products and
services including appropriate Postal regulations regarding mail service (e.g., domestic and
international mail requirements, classes of mail).

PHYSICAL REQUIREMENTS:
Individual must be physically able to perform efficiently the duties of the position.
ADDITIONAL PROVISIONS:

When filled internally, this position usually involves a deferment period during which the senior bidder
must successfully complete the prescribed training.

Sales, Services and Distribution Associates must work an assigned tour and days of work. Sales and
Services Associates must follow Postal Service policies and procedures for personal conduct at work,
including adhering to rules and regulations.

Sales, Services and Distribution Associates are required to provide service to the public. They must
maintain a neat and professional appearance in such interactions, including wearing a uniform and
name tag when required.

Doc Date: Occ Code: 2320-0003



STD JOB DESCRIPTION U.S.Postal Service

DELIVERY/SALES SERVICES & DISTRASSOC
(P7-06) OCCUPATION CODE: 2320-0007

FUNCTIONAL PURPOSE:

Performs distribution and a variety of sales and customer support services for products. Delivers and
collects mail on foot or by vehicle under varying conditions in any area.

DUTIES AND RESPONSIBILITIES:

1. Performs a variety of sales and customer services at a retail window. Rents post office boxes, receives
rental payments, conducts reference checks, and completes relatedforms,

rs and explaining store layout.
information about product features,
t includes monitoring the retail line,

2. Provides sales and customer service support by greeting cu
Promotes products based on customer needs and provid
incentives, and services to the public. Provides lobby as
directing customers to the self-service kiosk (SSK) (wher
Service (mPOS) to complete transactions (where

5. Delivers and collects mall on foot or
pleasant and effective p

thods,“procedures and safety precautions while performing all duties.
procedures by exercising good judgment when determining when to

leave mail or le rn mail to post office for customer pick-up.

notice and

assigned, including verification of identification and photograph,
plication for completeness, affixing stamp or seal on application and
ored securely and mailed promptly.

9. May perform passpor,
administering oath, revi
ensuring all documents ar
SUPERVISION:
Supervisor of unit to which assigned
SELECTION METHOD:
Senior qualified

BARGAINING UNIT:

Clerk SP-2643; KP-0013




Occ Code: 2320-0007

Doc Date




QUALIFICATIONS U.S.Postal Service

DELIVERY/SALES SERVICES & DISTR ASSOC
(P7-06) OCCUPATION CODE: 2320-0007

. DELIVERY SALES SVCS DISTRIBUTION ASSOC - Essential

Scale: Yes/No_Qualification Proficiency: Yes
DELIVERY/SALES SERVICES & DISTR ASSOC (P7-06)
OCCUPATION CODE: 2320-0007

DOCUMENT DATE; MARCH 16, 2019
FUNCTION )
Performs distribution and a variety of tasks to support salé
professional and effective pubiic relations with custom
laws, regulations, and current procedures.

nd services. Maintains
uiring familiarity with postal

DESCRIPTION OF WORK

See the Standard Position Descriptions given above,

REQUIREMENTS

This section is compgs

quired to satisfactorily perform
the tasks of the posflip

sess a sufficient level of each KSA, to

sting procedure(s} is sufficient to demonstrate at
factorily. In certain circumstances, applicants

3. Ability to perform basi atical computations refers to performing basic calculations such as
addition, subtraction, multiplication, and division with whole numbers, fractions and decimals.

4. Ability to work independently refers to following either spoken or written instructions or directions,
multitasking and organizing time effectively to perform work assignments, either with or without direct
supervision,

5. Ability to reference, comprehend and use information refers to gathering information from both oral
and written sources, retaining it for future use, providing it in response to request (e.g., on forms), and
using it to identify the appropriate course of action to resolve a situation based upon postal laws,
regulations, and current procedures.

6. Demonstrating conscientiousness and initiative refers to taking care in performing work assignments
and working toward task completion.




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

8. Applicants must have a valid states driver's license, and demonstrate and maintain a safe driving
record.

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessment CS {477).

TRAINING EXAMINATION REQUIREMENTS

Individuals who qualify and are selected under this standard will be required to complete prescribed
training satisfactorily to demonstrate possession, through testing and/or practical demonstration, each of
the knowledge, skills and abilities covered at the level required by the job.  Failure to demonstrate any
KSA is disqualifying. The following

KSAs are covered by this prescribed training

4, Ability to exercise courtesy and self-col
established goals of the fupgtional area.

ices includihg appropriate Postal regulations regarding mail
ail requirements, classes of mail).

ADDITIONAL PROVISION

When filled internally, this position usually involves a deferment period during which the senior
bidder is provided appropriate combinations of training, testing, and practical demonstration of ability
to perform in the actual position, including the Right-Hand Drive Privilege Certification Form (if
applicable).

Delivery/Sales Services & Distribution Associates must work an assigned tour and days of work.
Delivery/Sales Services & Distribution Associates must follow Postal Service policies and procedures for
personal conduct at work, including adhering to rules and regulations.

Delivery/Sales Services & Distribution Associate are required te provide service to the public. They must
maintain a neat and professional appearance in such interactions, including wearing a uniform and name
tag when reguired.



2. CUSTOMER SERVICE CLERK VEA - Non-Essential
Scale: Yes/No_Qualification Proficiency: Yes
Customer Service Clerk VEA

Doc Date:

Occ Code;

2320-0007




STD JOB DESCRIPTION U.S. Postal Service

DELIVERY/SALES SERVICES & DISTR ASSOC
{P7-06) OCCUPATION CODE: 2320-0007

FUNCTIONAL PURPOSE:

Performs distribution and a variety of sales and customer support services for products. Delivers and
collects mail on foot or by vehicle under varying conditions in any area.

DUTIES AND RESPCNSIBILITIES:

1. Performs a variety of sales and customer services at a retail window. Rents post office boxes, receives
rental payments, conducts reference checks, and completes related forms.

2. Provides sales and customer service support by greeting q_; mers and explaining store layout.
Promotes products based on customer needs and provide% ddifional information about product features,

incentives, and services to the public. Provides lobby aggl at includes monitoring the retail line,
directing customers to the self-service kiosk (SSK) (w : dfor using Mobile Point of
Service (mPOS) to complete transactions (where a ble)

work stations, storage areas and merchandise rac)
Performs routine maintenance on SSKs and mPOS

ifies and records sal oor inventory;
appropriate supervisor.

yfocedures and safety precautions while performing all duties.
res by exercising good judgment when determining when to
rn mail to post office for customer pick-up.

ssigned, including verification of identification and photograph,
administering oath, revie application for completeness, affixing stamp or seal on application and
ensuring all documents are'stored securely and mailed promptly.

SUPERVISION:
Supervisor of unit to which assigned

SELECTION METHOD:
Senior qualified

BARGAINING UNIT: .
Clerk SP-2643; KP-0013




1 2320-0007

Occ Code




QUALIFICATIONS US.Postal Service

DELIVERY/SALES SERVICES & DISTR ASSOC
(P7-08) OCCUPATION CODE: 2320-0007

1. DELIVERY SALES SVCS DISTRIBUTION ASSOC - Essential
Scale; Yes/No_Qualification Proficiency: Yes
DELIVERY/SALES SERVICES & DISTR ASSOC (P7-08)
QCCUPATION CODE: 2320-0007

DOCUMENT DATE: MARCH 18, 2019
FUNCTION

Performs distribution and a variety of tasks to support saI%
professional and effective public relations with customie
laws, regulations, and current procedures.

and services, Maintains
iring familiarity with postal

DESCRIPTION OF WORK

are'fequired to satisfactorily perform

8sess a sufficient level of each KSA, to

d positions to enable them to perform these tasks
stesting procedure(s) is sufficient to demonstrate at

tasks sa gacton!y In certain circumstances, applicants

s of expérience, education, or training, any of which may

cient to work cooperatively and interact positively with
ing appropriately to changing conditions or unigue customer

s to expressing spoken ideas or facts clearly and logically when
ons, and providing information.

iematical computations refers to performing basic calculations such as
ation, and division with whole numbers, fractions and decimals.

3. Ability to perform basic:
addition, subtraction, multi

4. Ability to work independently refers to following either spoken or written instructions or directions,
multitasking and organlzmg time effectively to perform work assignments, either with or without direct
supervision.

5. Ability to reference, comprehend and use information refers to gathering information from both oral
and written sources, retaining it for future use, providing it in response to request (e.g., on forms), and
using it to identify the appropriate course of action to resolve a situation based upon postal laws,
regulations, and current procedures.

6. Demonstrating conscientiousness and initiative refers to taking care in performing work assignments
and working toward task completion.



2. CUSTOMER SERVICE CLERK VEA - Non-Essential :
Scale: Yes/No_Qualification Proficiency: Yes
Customer Service Clerk VEA

Doc Date: _ QOcc Code: 2320-0007




STD JOB DESCRIPTION U.S.Paostal Service

LEAD SALES & SERVICES ASSOCIATE (P7-07)
OCCUPATION CODE: 2320-0009

FUNCTIONAL PURPOSE:

Performs a variety of sales and customer support services f
paper, postal cards, philatelic products, and special promofj
May work alone or as a working leader, providing adminigtr
clerks assigned to retail and post office operations.

s including; stamps, stamped

:with or without direct supervision.

nical guidance to one or more
3

OPERATIONAL REQUIREMENTS:

é‘i"mg information to the publlc
Sceives rental payments, conducts reference
ssistance that includes monitoring the retail line,

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

6. Conducts product inventories by counting items on hand; accounts for items on display; and verifies
and records sales floor inventory and shrinkage. Brings inventory discrepancies and shrinkage reports to
the attention of the appropriate supervisory presence. Maintains an adequate supply of materials
required for the operation of a retail office,




7. Processes and/or accepts and verifies applications for redeemed stamps and stamped paper.
Prepares and submits necessary stock for destruction.

8. Instructs and advises individual employees in correct financial and retail sales procedures.

9. In accordance with the directives of the supervisory presence, plans, directs, organizes and monitors
retail related programs/ projects and the work of people to meet unit goals, including coordinating and
scheduling work hours. Supplies leadership necessary to secure a customer friendly environment,
encourages professional appearance and work habits to accomplish effective and pleasant customer
relationships. Makes Supervisor approved entries to correct time and attendance records and retains
required supporting documents.

o

| ?forming customers regarding
hd promotional programs by
Aguiries.

10. Provides product and service information to customers, inclu
special offers and the layout of the store; refers customers to saj
promoting products based on customer needs, Answers cu

4.displays and merchandise

11. Maintains appearance of store by setting, arranging;zand replenish
‘ : presentable to customers.

racks; ensures display and selling areas, work stati
Checks and maintains post office self-service kio
12. Trains new employees to ensure quality servicé:

13. Maintains records, files and submi

14. May verify presort and bulk mailings e’ ' uting and maintaining on a current
basis mailers' credit balances. :

Superviso { ignated supervisor
SELECTION :
Senior Qualified
BARGAINING UNIT:

Clerk STANDARD POSITION REFERENCE SP-2642

Doc Date: Occ Code: 2320-0009

U.S.Postal Service



QUALIFICATIONS

LEAD SALES & SERVICES ASSOCIATE (P7-07)
OCCUPATION CODE: 2320-0009

BARGAINING UNIT QUALIFICATION STANDARD

{2320-0009)

LEAD SALES & SERVICES ASSOCIATE

DOCUMENT DATE:

FUNCTION:

Performs a variety of sales and customer support:
- paper, postal cards, philatelic products, and special’

May work alone or provide administrative and technicalidirgction, & ssigned to retail

and post office operations. :

DESCRIPTION OF WORK:

REQUIREMENTS:
This section is composed . Ski & g wﬁich are required to satisfactorily
perform the tasks of the ion. : efonstrate that they possess a sufficient level of

rated by successful completion of tests and
mohstrate any KSA is disqualifying.

2. Ability to work and tr.
positively with custome
customer or coworker si
appropriate customer serv

includes exercising courtesy and self-centrol to provide good
er to accomplish established goals of the functional area.

3. Ability to provide oversight, ."dlrection, and support of co-workers in the absence of a supervisor.

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

5. Ability to perform basic mathematical computations refers fo performing basic calculations such as
addition, subtraction, multiplication, and division with whole numbers, fractions and decimals.

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




7. Ability to follow instructions refers to comprehending and executing either spoken or written
instructions or directions sufficient to perform work assignments, follow procedural directions or
instructions either with or without direct supervision.

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

8. Ability to coordinate, open and close, and operate a retail postal unit. This includes planning and
organizing the work of a small group of employees to achieve unit goals.

10. Ability to use technology-based business equipment, such as calé
sufficient to process customer transactions, input data, and produ

ation equipment or computers
meric and written reports.

11. Ability to safely perform the duties common to the positig :

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtualt
EXPERIENCE REQUIREMENTS: |

-clerk,
, sales and services associate,
sales semces and dlstrlbutlon assomatb _prcs iding ve knowledge of postal regulations,

Applicants who quali

: quired to complete prescribed
training satisfactorily. *

uties of the position.

,\ ves a deferment period during which the senior bidder is
provuded appropfi testing, and practical demonstration of ability to perform in

the actual positio

ust work their assigned tour and days of work. Lead Sales &
Services Associates mus tal Service policies and procedures for personal conduct at work,
including adhering to rules an “regulatlons

Lead Sales & Services Associates are required to provide service to the pubiic. They must maintain a
neat and professional appearance in such interactions, including wearing a uniform and name tag when
required.

Doc Date: Occ Code: 2320-0009




STD JOB DESCRIPTION U.S.Postal Service

LEAD SALES & SERVICES ASSOCIATE (P7-07)
OCCUPATION CODE: 2320-0009

FUNCTIONAL PURPOSE:

Performs a variety of sales and customer support services fi
paper, postal cards, philatelic products, and special promof ¢
May work alone or as a working leader, providing admi
clerks assigned to retail and post office operations.

ts including; stamps, stamped
ith or without direct supervision,
ical guidance to one or more

OPERATIONAL REQUIREMENTS:
This position is for use in Custorner Service facilities

DUTIES AND RESPONSIBILITIES:

applicable) and other r: (
packages and account mestic postal money orders;

i : iding information to the public
ceives rental payments, conducts reference
stance that includes monitoring the retail line,

applicable) and/or using Mobile Point of

4. Prepares a local bank
accounting records of retai

and/or a consolidated funds bank deposit. Prepares and maintains unit
ies.

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

6. Conducts product inventories by counting items on hand; accounts for items on display; and verifies
and records sales floor inventory and shrinkage. Brings inventory discrepancies and shrinkage reports to
the attention of the appropriate supervisory presence. Maintains an adequate supply of materials
required for the operation of a retail office.




7. Processes and/or accepts and verifies applications for redeemed stamps and stamped paper.
Prepares and submits necessary stock for destruction.

8. Instructs and advises individual employees in correct financial and retail sales procedures.

9. In accordance with the directives of the supervisory presence, plans, directs, organizes and monitors
retail related programs/ projects and the work of people to meet unit goals, including coordinating and
scheduling work hours. Supplies leadership necessary fo secure a customer friendly environment,
encourages professional appearance and work habits to accomplish effective and pleasant customer
relationships. Makes Supervisor approved entries to correct time and attendance records and retains
required supporting documents.

10. Provides product and service information to customers, including informing customers regarding
special offers and the layout of the store; refers customers to sales and promotional programs by
promoting products based on customer needs. Answers customer inguiries.

11. Maintains appearance of store by setting, arranging, and replenishing displays and merchandise
racks; ensures display and selling areas, work stations, and storage areas are presentable to customers.
Checks and maintains post office self-service kiosk.

12. Trains new employees to ensure quality service.

13. Maintains records, files and submits reports, as assigned.

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

15. May perform passport duties as assigned, including verification of identification and photograph,
administering oath, reviewing applicaticn for completeness, affixing stamp or seal on application and
ensuring all documents are stored securely and mailed promptly.

16. May assign and clear accountable items and distribute mail as required.

17. Performs other duties as assigned.

SUPERVISION:

Supervisor, Customer Services or other designated supervisor

SELECTION METHOD:

Senior Qualified

BARGAINING UNIT:

Clerk STANDARD POSITION REFERENCE SP-2642

Doc Date: Occ Code: 2320-0009

U.S.Postal Service



QUALIFICATIONS

LEAD SALES & SERVICES ASSOCIATE (P7-07)
OCCUPATION CODE: 2320-0009

BARGAINING UNIT QUALIFICATION STANDARD

(2320-0009)

LEAD SALES & SERVICES ASSOCIATE
DOCUMENT DATE:

FUNCTION;:

Performs a variety of sales and customer support
paper, postal cards, philatelic products, and speci
May work alone or provide administrative and technicak:
and post office operations.

DESCRIPTION OF WORK:

ities (KSAs) which are required to satisfactorily
nstrate that they possess a sufficient leve| of

This section is compos
perform the tasks of the |

: as well as analyzmg and responding appropriately to unique
includes exercising courtesy and self-control to provide good
er to accomplish established goals of the functional area.

customer or coworker st
appropriate customer se

3. Ability to provide oversight, dyirection, and support of co-workers in the absence of a supervisor.

4. Ability to communicate orally refers to expressing spoken ideas or facts clearly and |og|cally when
answering questions, giving instructions, and providing information.

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

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




7. Ability to follow instructions refers to comprehending and executing either spoken or written
instructions or directions sufficient to perform work assignments, follow procedural directions or
instructions either with or without direct supervision.

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

9. Ability to coordinate, open and close, and operate a retail postal unit. This includes planning and
organizing the work of a small group of employees to achieve unit goals.

10. Ability to use technology-based business equipment, such as calculation equipment or computers
sufficient to process customer transactions, input data, and produce numeric and written reports.

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

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessment CS (477)

EXPERIENCE REQUIREMENTS:

Applicants must have a minimum of one year of experience in a window position (window clerk,
distribution and window clerk, distribution, window and markup clerk, sales and services associate,
sales, services and distribution associate) providing a comprehensive knowledge of postal regulations,
rulings, policy, and procedures relating to window work.

TRAINING REQUIREMENTS:

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

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

When filled internally, this position usually involves a deferment period during which the senior bidder is
provided appropriate combinations of training, testing, and practical demonstration of ability to perform in
the actual position.

Lead Sales & Services Associates must work their assigned tour and days of work. Lead Sales &
Services Associates must follow Postal Service policies and procedures for personal conduct at work,
including adhering to rules and regulations.

Lead Sales & Services Associates are required to provide service to the public. They must maintain a
neat and professional appearance in such interactions, including wearing a uniform and name tag when
required.



: 2320-0009

Occ Code

Doc Date




STD JOB DESCRIPTION U.S.Postal Service

PSE SALES & SVCS/DISTRIBUTION ASSOCIATE (P4-086)
OCCUPATION CODE: 2395-0017

FUNCTIONAL PURPOSE:

Performs distribution and a variety of sales and customer suppo
pleasant and effective public relations with customers and oth
postal laws, regulations, and procedures commonly used.

ices for products. Maintains
juiring a general familiarity with

OPERATIONAL REQUIREMENTS:
This position is to be used for non-career Postal

DUTIES AND RESPONSIBILITIES:

1. Performs any variety of sales and ¢ ' window such as maintaining sufficient
inventory of and selling stamps, stamped: i dlucts, passport acceptance (where

applicable) and other retail services,May ) i accepting and delivering packages
and accountable mail; issuing and cashlng i oney orders; accepting and - -

responding to customer cI { di i e public regarding postal
regulations, ‘

s and explaining store layout;
romotional programs; offers assistance in
monstorlng the retall line, dlrectmg customers

‘ ; urchases and returns relating to products and services and may
use a point of sale syst m. Assis lj_‘stomers with transactions.

5. Maintains appearance obby by setting up, arranging, and replenishing displays and
merchandise racks; ensures’ gplay and selling areas, work stations, and storage areas are presentable
to customers. Performs routine maintenance on SSKs and mPQOS, including trouble shooting.

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

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

8. Checks and sets post office postage meters.




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

10. May assign and clear accountable items and distribute mail as required.

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

12. Distributes primary and one or more secondary schemes of outgeoing mail for dispatch based on
knowledge of current distribution schemes,

13. May perform passport duties as assigned, including verification
administering oath, reviewing application for completeness, affixing
ensuring all documents are stored securely and mailed prompt

entification and photograph,
mp or seal on application and

14. May perform additional duties such as; maintain recorﬁé ofmail gfgge and cancel mail, make
emergency carrier relays; label and tie out mait for dispateh and otherteldted duties for distribution.
SUPERVISION:

Supervisor of unit to which assigned.

SELECTION METHCD:

Doc Date: Occ Code: 2395-0017




QUALIFICATIONS ‘ U.S.Postal Service

PSE SALES & SVCS/DISTRIBUTION ASSOCIATE {P4-06)
OCCUPATION CODE: 2395-0017

BARGAINING UNIT QUALIFICATION STANDARD

2395_0017
(2395-0017)

PSE SALES & SERV/DISTR ASSOC

DOCUMENT DATE:

FUNCTION:

Performs distribution and a variety of tag
professional and effective public relations

: _
REQUIREMENTS:

e, Skills, Abilities {(KSAs) that are required to satisfactorily perform
must demonstrate that they possess a sufficient level of each' KSA,
to include at least minim ompetency for senior-qualified positions to enable them to perform these
tasks satisfactorily. Successfiilicompletion of the applicable testing procedure(s) is sufficient to
demonstrate at least minimumcompetency to perform these tasks satisfactorily. In certain
circumstances, applicants demonstrate these levels by describing examples of experience, education, or
training, any of which may be non-postal. Failure to demonstrate any KSA is disgualifying.

1. Ability to work and deal with people sufficient to work cooperatively and interact positively with
customers, co-workers, as well as responding appropriately to changing conditions or unigue customer
or coworker situations. 2. Ability to communicate orally refers to expressing spoken ideas or facts clearly
and jogically when answering questions, giving instructions, and providing information. 3. Ability to
perform basic mathematical computations refers to performing basic calculations such as addition,
subtraction, multiplication, and division with wholé numbers, fractions and decimals. 4. Ability to work
independently refers to following either spoken or written instructions or directions, multitasking and



organizing time effectively to perform work assignments, either with or without direct supervision. 5.
Ability to reference, comprehend and use information refers to gathering information from both oral and
written sources, refaining it for future use, providing it in response to request (e.g., on forms, and using it
to identify the appropriate course of action to resolve a situation based upon postal laws, regutations,
and current procedures. 6. Demonstrating conscientiousness and initiative refers to taking care in
.performing work assignments and working toward task completion. 7. Ahility to safely perform the duties
common to the position.

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessment@S (477)

TRAINING/EXAMINATION REQUIREMENTS:

Individuals who qualify and are selected under this standa J
training saﬂsfactonly to demonstrate possession, throu 5

red to complete prescribed
tical demonstration, each of
jjure to demonstrate any

1. Ability to sell products and services includes providi
persuasive selling to customer needs, providing produ
aesthetically pleasing retail environmen d

variety of customers to gather informati
customer situations. 3. Ability to identify'a
and written sources and developing an ap
exercise courtesy and self-control in providin
goals of the functional area:/5:Ability to use F‘
equipment or computers! nt 1 :
and written reports. 6 erminology, materials,
techniques, and proc g sbursements, receipts and other
financial information an Q . of postal products and services including
appropriate 1ai } g., domestic and international mail

requireme

and respond approp‘nately to unigue
thering information from both oral
resolve the situation. 4. Ability to

This position involvesa
prescribed training.

Sales, Services and Distributi ssociates must work an assigned tour and days of work. Sales and
Services Associates must follow Postal Service policies and procedures for personal conduct at work,
including adhering to rules and regulations.

Sales, Services and Distribution Associates are required to provide service to the public. They must
maintain a neat and professionat appearance in such lnteractlons including wearing a uniform and name
tag when required.

Doc Date: Occ Code: 2395-0017




STD JOB DESCRIPTION U.S.Postal Service

OCCUPATION CODE: 2395-0017

FUNCTIONAL PURPOSE:

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

OPERATIONAL REQUIREMENTS:
This position is to be used for non-career Postal Support Employee positions only.

DUTIES AND RESPONSIBILITIES:

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

2. Provides sales and customer service support by greeting customers and explaining store layout;
determining special interests and referring to sales and promotional programs; offers assistance in
product selection; provides lobby assistance that includes monitoring the retail line, directing customers
to the self-service kiosk (SSK) (where applicable), and/or using Mobile Point of Service (mPQOS) to
complete transactions (where applicable).

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

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

5. Maintains appearance of retail lobby by setting up, arranging, and replenishing displays and
merchandise racks; ensures display and selling areas, work stations, and storage areas are presentable
to customers. Performs routine maintenance on SSKs and mPQOS, including trouble shooting.

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

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

8. Checks and sets post office postage meters.



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

10. May assign and clear accountable items and distribute mail as required.

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

12. Distributes primary and one or more secondary schemes of outgoing mail for dispatch based on
knowledge of current distribution schemes.

13. May perform passport duties as assigned, including verification
administering oath, reviewing application for completeness, affixing
ensuring all documents are stored securely and mailed promp,

entification and photograph,
mp or seal on application and

e and cancei mail, make
d duties for distribution.

i4. May perform additional duties such as: maintain recoré% ofmai
emergency carrier relays, label and tie out mail for dispa r

SUPERVISION:
Supervisor of unit to which assigned.

SELECTION METHOD:

See Handbook EL-312, Chapter 2 - Sele cies for Non er Recruitment.

Doc Date: Occ Code: 2395-0017




QUALIFICATIONS U.S.Postal Service

PSE SALES & SVCS/DISTRIBUTION ASSOCIATE (P4-06)
OCCUPATION CODE: 2395-0017

BARGAINING UNIT QUALIFICATION STANDARD

2395_0017
(2395-0017)

PSE SALES & SERV/DISTR ASSOC

DOCUMENT DATE:

FUNCTION:

Performs distribution and a variety of tasks to support sales of products and services. Maintains
professional and effective public relations with customers and others requiring familiarity with postal
laws, regulations, and current procedures.

DESCRIPTION OF WORK:
See the Standard Position Description for the Occupation Code given above.
REQUIREMENTS:

421 SALES AND SERVICES (V3.9) - Essential Scale: Yes/No_Qualification Proficiency: Yes Computer
Based Exam

73 BATTERY ! E ial Scale: Yes/No_Qualification-Profici v
KNOWLEDGE, SKILL, AND ABILITY REQUIREMENTS:

This section is composed of Knowledge, Skills, Abilities (KSAs) that are required to satisfactorily perform
the tasks of the position. Individuals must demonstrate that they possess a sufficient level of each KSA,
to include at least minimum competency for senior-qualified positions to enable them to perform these
tasks satisfactorily. Successful completion of the applicable testing procedure(s) is sufficient to
demonstrate at least minimum competency to perform these tasks satisfactorily. In certain
circumstances, applicants demonstrate these levels by describing examples of experience, education, or
training, any of which may be non-postal. Failure to demonstrate any KSA is disqualifying.

1. Ability to work and deal with people sufficient fo work cooperatively and interact positively with
customers, co-workers, as well as responding appropriately to changing conditions or unique customer
or coworker situations. 2. Ability to communicate orally refers to expressing spoken ideas or facts clearly
and logically when answering questions, giving instructions, and providing information. 3. Ability to
perform basic mathematical computations refers to performing basic calculations such as addition,
subtraction, multiplication, and division with whole numbers, fractions and decimals. 4. Ability to work
independently refers to following either spoken or written instructions or directions, multitasking and



organizing time effectively to perform work assignments, either with or without direct supervision. 5.
Ability to reference, comprehend and use information refers to gathering information from both oral and
written sources, retaining it for future use, providing it in response to request (e.g., on forms, and using it
to identify the appropriate course of action to resolve a situation based upon postal laws, regulations,
and current procedures. 6. Demonstrating conscientiousness and initiative refers to taking care in
performing work assignments and working toward task completion. 7. Ability to safely perform the duties
common to the position.

EXAMINATION REQUIREMENTS:

Applicants'must successfully complete the Virtual Entry Assessment CS (477)

TRAINING/EXAMINATION REQUIREMENTS:

Individuals who qualify and are selected under this standard will be required to complete prescribed
training satisfactorily to demonstrate possession, through testing and/or practical demonstration, each of
the knowledge, skills and abilities covered at the level required by the job. Failure to demonstrate any
KSA is disqualifying. The following KSAs are covered by this prescribed training:

1. Ability to sell products and services includes providing timely and courteous customer service,
persuasive selling to customer needs, providing product information, creating/maintaining an
aesthetically pleasing retail environment and completing sales fransactions. 2. Ability to interact with a
variety of customers to gather information, evaluate service needs and respond appropriately to unique
customer situations. 3. Ability to identify and analyze problems by gathering information from both oral
and written sources and developing an appropriate course of action to resolve the situation. 4. Ability to
exercise courtesy and self-control in providing appropriate customer service to accomplish established
goals of the functional area. 5. Ability to use technology-based business equipment, such as calculation
equipment or computers sufficient to process customer transactions, input data, and produce numeric
and written reports. 6. Knowledge of financial procedures such as the terminology, materials,
techniques, and procedures used in maintaining accurate records of disbursements, receipts and other
financial information and loss prevention. 7. Knowledge of postal products and services including
appropriate Postal regulations regarding mail service (e.g., domestic and international mail
requirements, classes of mail).

PHYSICAL REQUIREMENTS:
Individual must be physically able to perform efficiently the duties of the position.
ADDITIONAL PROVISIONS:

This position involves a deferment period during which the PSE must successfully complete the
prescribed training.

Sales, Services and Distribution Associates must work an assigned tour and days of work. Sales and
Services Associates must follow Postal Service policies and procedures for personal conduct at work,
including adhering to rules and regulations.

Sales, Services and Distribution Associates are required to provide service to the public. They must

maintain a neat and professional appearance in such interactions, including wearing a uniform and name
tag when required.

Doc Date: Occ Code: 2395-0017



STD JOB DESCRIPTION U.S.Postal Service

PSE SALES & SERV/DISTR ASSOC (NEW WORK) (P4-06)
OCCUPATION CODE: 2395-0034

FUNCTIONAL PURPOSE:

Performs distribution and a variety of sales and customer suppo
pleasant and effective public relations with customers and oth
postal laws, regulations, and procedures commonly used,

ices for products, Maintains

iring a general familiarity with
OPERATIONAL REQUIREMENTS:
This position is to be used for non-career Postal ‘
DUTIES AND RESPONSIBILITIES:
window such as maintéining sufficient

passport acceptance (where
accepting and delivering

1. Performs any variety of sales and ci
inventory of and selfing stamps, stampe
applicable) and cother retail services; may u
packages and accountable mall issuing an
acceptmg and responding toigL i

s and explaining store layout;
omotional programs; offers assistance in
monitoring the retail line, directing customers

‘purchases and returns relating to products and services and may
use a point of sale sys m. Assists ctistomers with transactions.

5. Maintains appearance obby by setting up, arranging, and replenishing displays and
merchandise racks; ensures lay and selling areas, work stations, and storage areas are presentable
to customers. Performs routine maintenance on SSKs and mPOS, including trouble shooting.

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

7. May verify presort and bulk mailings of al! classifications computing and maintaining on a current
basis mailers' credit balances.

B. Checks and sets post office postage meters.



Ability to reference, comprehend and use information refers to gathering information from both oral and
written sources, retaining it for future use, providing it in response to request (e.g., on forms, and using it
to identify the appropriate course of action to resolve a situation based upon postal faws, regulations,
and current procedures. 6. Demonstrating conscientiousness and initiative refers to taking care in
performing work assignments and working toward task completion. 7. Ability to safely perform the duties
common to the position.

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessmen

35 (477)

TRAINING/EXAMINATION REQUIREMENTS:

individuals who qualify and are selected under this standafﬁ
training satisfactorily to demonstrate possession, thro
the knowledge, skills and abilities covered at the Ievgl

ired to complete prescribed
tical demonstration, each of
ture to demonstrate any

s and respond approprétely to unigue
customer situations. 3. Ability to identify 2 .gathering information from both oral

and written sources and deveioping an ap

npf]’f'data and produce numeric
and written reports. 6 WIedge E financi as'the:terminology, materials,

: ini > isbursements, receipts and other
financial mformatlon and . Ige. of postal products and services including
appropriate P ions:! C i ice (e:g., domestic and international mail

PHYSIC

Sales, Services and Distriby Ssociates must work an assigned tour and days of work. Sales and
Services Associates must follow Postal Service policies and procedures for personal conduct at work,
including adhering to rules and regulations.

Sales, Services and Distribution Associates are required to provide service to the public. They must
maintain a neat and professional appearance in such interactions, including wearing a uniform and name
tag when required.

Doc Date: Occ Code: 2395-0034




STD JOB DESCRIPTION U.S.Postal Service

PSE SALES & SERV/DISTR ASSOC (NEW WORK) (P4-06)
OCCUPATION CODE: 2395-0034

FUNCTIONAL PURPOSE:

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

OPERATIONAL REQUIREMENTS:
This position is to be used for non-career Postal Support Employee positions only.

DUTIES AND RESPONSIBILITIES:

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

2. Provides sales and customer service support by greeting customers and explaining store layout;
determining special interests and referring to sales and promotional programs; offers assistance in
product selection; provides lobby assistance that includes monitoring the retail line, directing customers
to the self-service kiosk (SSK) (where applicable), and/or using Mabile Point of Service (mPOS) to
complete transactions (where applicable).

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

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

5. Maintains appearance of retail lobby by setting up, arranging, and replenishing displays and
merchandise racks; ensures display and selling areas, work stations, and storage areas are presentable
to customers. Performs routine maintenance on SSKs and mPOS, including trouble shooting.

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

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

8. Checks and sets post office postage meters.



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

10. May assign and clear acceountable items and distribute mail as required.

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

12. Distributes primary and cne or more secondary schemes of outgoing mail for dispatch based on
knowledge of current distribution schemes.

13. May perform passport duties as assigned, including verification
administering oath, reviewing application for completeness, affixing
ensuring all documents are stored securely and mailed promp

identification and photograph,
np or seal on application and

14. May perform additional duties such as: maintain recorgs;of mail

ce and cancel mail; make

emergency carrier relays; label and tie out mait for dis h and other felated duties for distribution.

- SUPERVISION:
Supervisor of unit to which assigned.

SELECTION METHOD:

4

See Handbook EL-312, Chapter 2 - Sel reer Recruitment,

Doc Date: Occ Code: 2395-0034




QUALIFICATIONS U.S.Postal Service

PSE SALES & SERV/DISTR ASSOC (NEW WORK) (P4-06)
OCCUPATION CODE: 2395-0034

BARGAINING UNIT QUALIFICATION STANDARD
2320_PSE
(2395-0034)

PSE SALES & SERV/DISTR ASSOC (NEW WORK)

DOCUMENT DATE:

FUNCTION:

Performs distribution and a variety of tasks to support sales of products and services. Maintains
professional and effective public relations with customers and others requiring familiarity with postal
laws, regulations, and current procedures.

DESCRIPTION OF WORK:
See the Standard Position Description for the Occupation Code given above.
REQUIREMENTS:

421 SALES AND SERVICES (V3.9) - Essential Scale. Yes/No Qualification Proficiency: Yes
Computer Based Exam

173 BATTERY — Non E tial Scale: Yes/No Qualificati
KNOWLEDGE, SKILL, AND ABILITY REQUIREMENTS:

This section is composed of Knowledge, Skills, Abilities (KSAs) that are required to satisfactorily perform
the tasks of the position. Individuals must demonstrate that they possess a sufficient level of each KSA,
to include at least minimum competency for senior-qualified positions to enable them to perform these
tasks satisfactorily. Successful completion of the applicable testing procedure(s) is sufficient to
demonstrate at least minimum competency to perform these tasks satisfactorily. In certain
circumstances, applicants demonstrate these levels by describing examples of experience, education, or
training, any of which may be non-postal. Failure to demonstrate any KSA is disqualifying.

1. Ability to work and deal with people sufficient to work cooperatively and interact positively with
customers, co-workers, as well as responding appropriately to changing conditions or unique customer
or coworker situations. 2. Ability to communicate orally refers to expressing spoken ideas or facts clearly
and logically when answering questions, giving instructions, and providing information. 3. Ability to
perform basic mathematical computations refers to performing basic calculations such as addition,
subtraction, multiplication, and division with whole numbers, fractions and decimals. 4. Ability to work
independently refers to following either spoken or written instructions or directions, multitasking and
organizing time effectively to perform work assignments, either with or without direct supervision. 5.



Ability to reference, comprehend and use information refers to gathering information from both oral and
written sources, retaining it for future use, providing it in response to request (e.g., on forms, and using it
to identify the appropriate course of action to resolve a situation based upon postal laws, regulations,
and current procedures. 6. Demonstrating conscientiousness and initiative refers to taking care in
performing work assignments and working toward task completion. 7. Ability to safely perform the duties
common to the position.

EXAMINATION REQUIREMENTS:

Applicants must successfully complete the Virtual Entry Assessment CS (477)

TRAINING/EXAMINATION REQUIREMENTS:

Individuals who qualify and are selected under this standard will be required to complete prescribed
training satisfactorily to demonstrate possession, through testing and/or practical demonstration, each of
the knowledge, skills and abilities covered at the level required by the job. Failure to demonstrate any
KSA is disqualifying. The following KSAs are covered by this prescribed training:

1. Ability to sell products and services includes providing timely and courteous customer service,
persuasive selling to customer needs, providing product information, creating/maintaining an
aesthetically pleasing retail environment and completing sales transactions. 2. Ability to interact with a
variety of customers to gather information, evaluate service needs and respond appropriately to unique
customer situations. 3. Ability to identify and analyze problems by gathering information from both oral
and written sources and developing an appropriate course of action to resolve the situation. 4. Ability to
exercise courtesy and self-control in providing appropriate customer service to accomplish established
goals of the functional area. 5. Ability to use technology-based business equipment, such as calculation
equipment or computers sufficient to process customer transactions, input data, and produce numeric
and written reports. 6. Knowledge of financial procedures such as the terminology, materials,
techniques, and procedures used in maintaining accurate records of disbursements, receipts and other
financial information and loss prevention. 7. Knowledge of postal products and services including
appropriate Postal regulations regarding mail service (e.g., domestic and international mail
requirements, classes of mail).

PHYSICAL REQUIREMENTS:

Individual must be physically able to perform efficiently the duties of the position.

ADDITIONAL PROVISIONS:

This position requires a deferment period in which the PSE must successfully complete the training.
Sales, Services and Distribution Associates must work an assigned tour and days of work. Sales and
Services Associates must follow Postal Service policies and procedures for personal conduct at work,
including adhering to rules and regulations.

Sales, Services and Distribution Associates are required to provide service to the public. They must

maintain a neat and professional appearance in such interactions, including wearing a uniform and name
tag when required.
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