LABOR RELATIONS JUL 11707

UNITED STATES

F-’ POSTAL SERVICE

July 8, 2022
Mr. Ivan D. Buits Certified Mail Tracking Number:
President 7020 3160 0002 0327 0861

National Association of Postal Supervisors
1727 King St., STE 400
Alexandria, VA 22314-2753

Dear lvan:;

This letter is a follow up to a previous correspondence dated January 21 (enclosed), regarding the
Postal Service conducting a job analysis for each of the following Clerk craft positions:

Occ-Code Title Level
2320-0005 Bulk Mail Clerk PS-07
2320-28XX Bulk Mail Technician PS-07
2345-32XX Mailing Requirements Clerk | PS-07
2345-0032 Mail Classification Clerk PS-07
2345-52XX Mail Classification Clerk PS-08

As previously advised, each job analysis consists of job observations, interviews, focus groups and
surveys with job incumbents, training staff, supervisors, and managers. Participation will be
voluntary. Responses will remain confidential and be reported in aggregate.

The Postal Service has completed the job observations and focus groups and is going to conduct the
job analysis survey in the coming month.

Enclosed for your review are copies of the Email Invitation for Employees, Bulk Mail Job Analysis
Stand up Talk, Mail Requirements Clerk Survey, Mail Classification Clerk Survey, and the Bulk Mail
Technician/Bulk Mail Clerk Survey.

The results of the job analysis will be used to update job descriptions, selection processes, exams,
and training for these positions.

If you have any questions on this matter, please contact Dion Mealy at extension 6861.

Sincerely,

Shannon Richardson SR
Director, Labor Relations
Contract Administration (APWU)

Enclosures

475 L'ENFaNT PLaza SW

WasHingTon DC 20260-4100
WWW.USPS.COM (CA2022-133)



LABOR RELATIONS

UNITED STATES
F' POSTAL SERVICE

January 21, 2022

Mr. lvan Butts

National Association of Postal
Supervisors

1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Mr. Butts:

As a matter of general interest, the Postal Service will be conducting a job analysis for each of the
following Clerk craft positions:

Occ-Code Title Level

2320-0005 Bulk Mail Clerk PS-07
2320-28XX Bulk Mail Technician PS-07
2345-32XX Mailing Requirements Clerk | PS-07
2345-0032 Mail Classification Clerk PS-07
2345-52XX Mail Classification Clerk PS-08

Each job analysis will consist of job observations, interviews, focus groups and surveys with job
incumbents, training staff, supervisors, and managers. Participation will be voluntary. Responses will
remain confidential and be reported in aggregate.

The results of the job analysis will be used to update job descriptions, selection processes, exams,
and training for these positions.

The study will begin in February 2022 and will take approximately 6-8 months.
If you have any questions on this matter, please contact Bruce Nicholson at extension 7773.

Sincerely,

David E. Mills
Director
Labor Relations Policies and Programs

475 L'ENFANT PLAZA SW
WasHINGTON DC 20260-4101
WWW.USPS.COM



Subject: ACTION: Job Analysis Survey — [Due Date]

Hello [FirstName],

You are invited to take the [Job Title] Job Analysis Survey.

The purpose of this survey is to gather information about the tasks performed by [Job Title] and
the knowledge, skills and abilities needed to perform those tasks. The results will 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 Supervisor to coordinate the best
date/time to take the survey, which may take [time frame] 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.

() 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!



Mailing Requirements Clerk Survey
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> UNITED STATES
| = POSTAL SERVICE.

MobileDeviceRestriction

Mobile Device Restriction
WARNING! You are using a mobile device to complete the job analysis survey.

Close the survey and access it with a laptop or desktop computer.

.nq_smm. survey was designed to be completed on a laptop or desktop computer and should not be completed with a mobile
evice.

| am disregarding the instructions

Introduction

Job Analysis Questionnaire
Thank you for your willingness to complete this job analysis questionnaire!

Human Resources is conducting a job analysis of Bulk Mail jobs. Your participation in this analysis is crucial to determine the most relevant characteristics of your job and supporting updates to your job description,
selection processes, and training.

:ﬂum“\\cmwm_aagm_wn%mgn.mo,\_.D:N_Enm.noa\oxma:mnnmo:\.m_oowm\&mx\_mﬂw:?&:ui:%_.gwwi..vOoEoﬁm:EnﬁUHm/\\Ncoa<m€mdwdmmmﬁnuonﬁn5:UBJLUHCWlmjx... 6/2/2022
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The questionnaire is divided into five sections:

+ Background information aboui you and your job
+ Job Tasks

« Knowledge, Skills, and Abilities (KSAS)

= Equipment, Tools, and Technolgies

+ Respondent Demographics

Please be aware that all responses are confidential and collected data will only be reported in aggregate form. Participation in this questionnaire is voluntary, and no individual responses will be identified from this survay.
Please respond o all statements by following the instruciions for each section and indicating the response that best reflects your opinion. It is important that you complete each saction of the survey, as incomplete
surveys cannot be used in this process.

The n:m%o::uma will take approximately 90 minutes fo complete; it will be open through [close date]. Please atiempt to complate the survey in one session. [f you are unable to complete the survey in a single session,
you may use the same link {0 resume the survey. Upon returning, the link will enable you to continue where you left off.

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

Click Next to begin.

Background Information

Background information

Please answer the foliowing 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.

What is your eurrent job title ("Form 50" position)?

hitps:/fuspsindevalfedramp. gov].qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=SV_2uGmYHws TJkTIs2&ContextLibraryID=UR_2{V... 6/2/2022
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Mailing Requirements Clerk (P7-07)

To which tour are you currentiy assigned?

Tour 1
Tour2
Tour 3

Lengih of time In cugrent job ("Form 50" position):

Less than 6 months
6 - 11 months
1-5years

6- 10 years

11 -15 years

16 - 20 years

Crver 20 years

Length of time at the Postai Servige:

Less than 6 months
& - 11 months

1 -5 years

G- 10 years

11 - 15 years

16 - 20 yaars

Qver 20 years

Approximately how many hours a week do you work?

Page 3 of 29

hitps:/fuspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=8V_2uGmY HwsTIkTJs2&ContextLibrarylD=UR _2{V... 6/2/2022
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What is the highest level of education you have completed or the highest degree you have received?

Lass than high school degree

High school graduate (high school diploma or equivalent including GED)
Some college but no degree

Associzie’s degree (2-year college program)

Bachieior's degree (4-year college program}

Master's degree

Doctoral degree

Location Demographics

What is your MRC area?

Cap Metro
Eastemn
Great Lakes
Northeasi
Pacific
Southern

Westemn

Over the past 12 months where did you primarily work?

Remcte
In the Office
Hybrid (working & mix of remote and in office)

https:/fuspsindevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurvey ID=SV_2uGmYHwsTIkTIs2& ContextLibraryID=UR_2£V... 6/2/2022
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Task Statement Instructions

TASK RATINGS

This section of the questionnaire lists tasks you may perform. For each of the following items, rate the FREQUENCY you perform the task, the
IMPORTANCE of the task for successful job performance. If you do not perform a task yourself, select “Not performed” for both scales. For REMOTE,
indicate if the task can be completed remotely (for example, is this a task that must be completed on-site at a postal facility or can it be completed
virtually). If you do not perform a task yourself, select "NO".

Instructions: Use the scales below to rate the tasks. Be sure to provide ratings for every task.

FREQUENCY: How often do you perform this task?
Not performed - | do not perform this task.
Infrequently - | perform this task no more than once a month.
Somewhat Frequently - | perform this task no more than once a week.
Frequently - | perform this task several times a week, but no more than once a day.
Very Frequently - | perform this task several times each day.

IMPORTANCE: How important is this task for successfully performing your job?
Not performed - | do not perform this task.
Not Important - This task is not important to my job. Failure to successfully perform this task typically has no consequence.
Minor Importance - This task is of minor importance to my job. Failure to successfully perform this task has little or no consequence.
important - This iask is important to my job. Failure to successfully perform this task has some negative consequences.
Critical - This task is one of the most essential tasks of my job. Failure to successfully perform this task has significant negative consequences.

REMOTE: Can this task be performed remoteiy?
Yes - This task can be performed remotely.
No - This task must be performed at a Postal Facility.

Click on NEXT to begin your task ratings.

Task Ratings

https://uspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=SV_2uGmYHwsTIkTJs2&ContextLibraryID=UR. 2fV... 6/2/2022
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FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Not

Performed

Infrequently

Business Reply

Frequency

Somewhat
Freguenily

Very

Frequandly Frequenty

Not
Performed

Not
Important

Importance

Miner
impoitance

Please rate each task statement. Be sure o provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

important

Critical

Page 6 029

Remote

Yes No

Cocordinate artwork requests for business reply
envelopes after customer account fees are paid and
Form 6805 is complete.

Treubleshoot custormer applications to ensure they are
accurate, complete, and fees are paid.

Forward customer applications {Form 6805) for
permits to Address Management System io create
unique zip + 4 assigned.

Noiify local office once a master permmit and
subaccount are created.

Identify master account mmn permit information using
account search function in PostalOne to determine
customer contact information (e.g., point of contact).

O

O O O O

© O O O O

O
O
O
O
O

Business Reply

O
O
C
O

O

O

o O O O

O

O O O O

O

O
O
O
@)

O

O O O O

O

o O O O

Please rate each task statement. Be sure to provide three ratings for every fask. The scales are visible when hovering your mouse over each rating iabel.

FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

o O O O

oNe
© 0
oXe
oXe
oXe)

https:/fuspsindevalfedramp. govl.qualirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=8V_2uGmYHwsTIkTIs2&ContextLibraryID=UR 2fV... 6/2/2022
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Frequency
Not Somewhat Very
Pefformed  INfrequently Frequently Frequently Frequently

Net
Performed

linportance
Mot Minar
Important Importance

important  Critical

Page 7 of 29

Remote

Yes Ne

Use master account to authorize subaceounts in
PostalOne.

Research permit number and customer account
information using PostalOne to identify payment
discrepancies for business reply mail placed on hold
due o fees not paid.

Return business reply mail to station if fees for the
account are current and funds are in account.

Provide guidance to coworkers and exiemnal customers
regarding tiers of business reply mail, relevant account
fees, and issues regarding business reply mail and sub
accounts.

O O O O O
O O O o O
c O O o O
o O O O O

Communication

O

o
O
O

O O

O O
O O
O O

O

o O O O

O
O
O

Please raie each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Frequency
Not Somewhat Very
Performed tnfrequenty Freguently Frequently Frequently

Not
Perfomed

Importance
Mot Minor
important - imporiance

Important  Criticat

OO0

C O

00

OR®

Remote

Yes No

Refer customers to helpdesks and other poinis of
contact based on customer needs.

O O O O o
O O O O O

O
O

O O
O O

o O
o O

OO
OO

https:/uspsindevalfedramp.gov Lqualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV 2uGmYHwsTIKT] s2& ContextLibrarylD=UR_2fV... 6/2/2022



Qualtrics Survey Software

Not
Performed

Infrequently

Frequency

Somewhat
Frequently

Fraquently

Vary
Freguently

Not
Performed

Page 8 of 29

Importance Remote
Not Minar .
Impertant importance Important Critical Yes No

Provide guitdance to customers regarding use and
navigation of postal systems (e.g., Business Customer
Gateway [BCG], PostalPro, Postal Explorer) to manage
account infermation.

Provide information to customers regarding bulk mail
accounts and permits including mailing requirements
{volume, Move Update, postage statements), and Quick
Services Guides (0SG).

O

O

O

Customer Account

O

O

C

O O o 0|00

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Nat
Parformed

Infrequently

Frequency

Semewhat
Frequently

Frequently

Very
Fraquently

Not
Parformed

Impcrtance Remote
Not Minor .
important impertance Impertant  Critical { Yes Neo

Respond to customers as walk-ins, through ¢360
emails, and phone calls via Genesys o geherate a
service request and resolve questicns or concems
regarding mailing requirements.

Provide guidance and support to customers to ensure
Customer Registration Identities (CRID} and permits are
linked in PostalOne.

Create and update customer contact information in
PostalOne, Express Mail Corporate Account (EMCA),
and ¢360.

O

O

O

O

O

O

O

O

O

o

O

O

O @) O O|00

©C O

ON®)

https://uspsindevalfedramp.govl .nnm#aom.85\@5&ﬂmwoﬁom\wHonwm\E.m&@aﬁmﬁa%?ﬁ%ﬁ&wﬁmﬂonﬁﬁmﬂ?oﬁdﬂmzwlwcmﬁm\mémﬂ?d s2&ContextLibraryID=UR_21fV... 6/2/2022
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Frequency Impertance Remote
Not Somewhat Very Not Not Minor - e
Performeq  Imirequently Frequsntly Frequently  pranently Performed important mportarice Important  Criical | Yes Mo

Forward customer checks 16 window T0r processing m O O @) O O @) O O O O 1O O

Retail System Software (RSS) and verify payment
zppears in PestalOne,

Customer Account
Please rate each task statement. Be sure o provide three ratings for every task. The sczles are visible when hovering your mouse over each rating fabel.

FREQUENCY: How often do you perform this task?
“ IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Not Somewhat Very Not Not Minor -
Parformed Infrequenty Frequently Frequently Frequently Performed importart importance Important  Crificai | Yes  No

Apply fund ilable i fi ' nt fees,

fund maiiings, and fransfer funds between accaants. | O O O O O O O O O 0|00

Log received checks for customer deposiis and fee
t the check | 4., date, check ber,

Eastomer mame. company. permit number; and omere | QO O O O o @) Q O o 0|00

records are filed.

Provide direction te customers on setting up Enterprise
Payment System (EPS) account, including funding the

account, managing user roles (e.g., when the Business O O O ‘ O O O O O O O o O

Service Administrator [BSA] changes), withdrawals,
refunds and linking existing permits fo the account.

Enter and correct refunds for closed accounts in

Enterprise Imaging Workflow System (elWS) using O O O O O O O o O O O O

online forms.

https://uspsindevalfedramp.gov] -qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=8V_2uGm YHwsTIkTTs2& ContextLibraryID=UR 2fV... 6/2/2022
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Customer Calls
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating [abel.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Not Somewhat Very Not Not Minor .
Performed Infrequenty Frequently Frequerty Frequently Parformed Tmpartant Importance Important  Critical Yes  No

Respond to incoming customer phone calls using
standardized script and provide guidance on O O O
products/services, and customer accounts.

O O o O o 0|00

Request customers complete customer satisfaction
survey at ihe end of customer calls to allow customers
to provide feedback.

O
O O oM@,
departments based on customer request. O

Start Zoom calls with colleagues and customers to
assist in navigating postal systems.

o O O O O O o O
Transfer phone calls internally to other helpdesks or O O O O O O O O O O O
o O O o O O O o o 0|00

Customer Support

Please amﬁm each task statement. Be sure to provide three raiings for every task. The scales are visible when hovering your mouse over each rating labal.
FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

hitps://uspsindevalfedramp. gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=8V_2uGmYHwsTIkTIs2& ContextLibraryID=UR _2fV... §/2/2022
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Frequency importance Remote

Somewhat
Frequently

Very Not Mot Miriar

Infrequently Frequently Performed impartant  Importance

Frequenty important  Critical Yes No

Not
Performed

Coordinate with coworkers, supervisars, and other
helpdesks (e.g., Enterprise Verification System [EVS])
to resolve customer issues and provide consistent O O - O O O O O O O O O O

support.

Cpen and respond to mail received at BMEU office

including responding to requests to open a business O O o O O O O O O O O O

reply account, and renewal fee payments.

Provide directicns on training courses and resources to

new mailers including how fo use Postal Systams (e.g., o O O O O O o O O O O o

Postal Wizard, IMSB).

Partner with internal and external stakeholders to

troubleshoot and resolve customer issues with Postal O O O O O O O O O O O O

products or services supported by the MSSC.

Express Mail Corporate Accounts
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse qver each rating labsal.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your _cco
REMOTE: Can this task be performed remotely?

Frequency importance Remote

Not Infrequently Somawhat Very Not Not Minor

Performed Frequently Frequenty Fraquently Performed Important Importance Important  Crifical | Yes Mo

Review and monitor Express Mail Corporate Account

Mm_wowww _NM“_UM%Mm wo identify customers that have negative O O O O O O O O O O O O
O O O O O O O @] O O|00

https://uspsindevalfedramp.govl -qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV_2uGmYHwsTJkT} s2&ContextLibrarylD=UR_2{V_.. 6/2/2022
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Not

Performed

Frequency
Vel
Irfrequently wwm:unm“\:ﬂﬁm«." Frequently Fre gzw._:__.

Mot
Performed

importance

Not

important

Minor

Impertance

Important

Page 12 of 29

Critical

Remcte

Yes No

Send certified letier notiications to customer regarding
account status (e.g., negative account balance,
inactivity).

Invalidaie account and flag to review for account
closure aiter 30 days of inactivity to ensure account
balance is resoived (e.g., debt collection, refunds).

Review Express Mail Corporate Accounts (EMCA)
reports for errors including receipt of payment.

O
O

O O Q
O O O

Express Mail Corporate Accounts

©
O

O
O

O

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY" How often do you perform this task?
IMPORTANCE: How important is this task for successfuily performing your job?

REMOTE: Can this task be performed remotely?

Not
Performed

Frequency
Somewhat very
Infrequently Frequently Frequently Frequently

Not
Performed

Not
Important

Importance

Minor
importance

Important

Critical

OO
CO0

Remote

Yes No

Create Express Mail Corporate Accounts (EMCA) in
Electronic Marketing Report System (EMRS) by
entering customer contact information from completed
form.

Review and verify Express Mail Corporate Account
charges and payment (2.g., express mail manifest
shipmenis) according to publication 97-A.

Review inactivity report to identify inactive accounts and
generate certified leffer notifications.

O

O
O

O O O

O O O

O

@)
O

O

O
O

o

O
O

O

O
@)

O

O
O

O

O
O

ON®)

OO
ON®

htips://uspsindevalfedramp. gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurvey D=8V 2uGmYHwsTIkTIs2&ContextLibrary[D=UR_2£V... 6/2/2022
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Not
Performed

Infrequenty

Frequency
Somewhat Very
Freauently Frequentiy Frequently

Not
Performed

Not
Important

Importance

Minor
Importance

Impartant

Page 13 of 29

Remote

Critical Yes No

Enter and correct Express Labels in Product Tracking
and Report (PTR) and verify that the changes update in
the system.

O

O

O o O

Non-Profit

O

O

O

o O

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible whan hovering your mouse over each rating [abel.

FREQUENCY: How ofien do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Not
Performed

Infrequertly

Frequency
Somewhat Very
Frequently Frequently Freguentfy

Not
Performed

Not
Important

Importanca

Minor
Importance

tmportart

C O

Remote

Critical Yes  No

Monitor approved non-profit authorizations and submit
requests fo Pricing Classification & Service Center
(PCSC} to determine if inaciive and revoke.

File documentation related te requests for nor-profit
permits that were withdrawn or denied.

Submit hardcopy forms received from customers into
PgstalOne and forward to Pricing Classification &
Service Center {(PCSC).

Use form fo update or change contact information (e.g.,
name, email address) for non-profit accounts in
PostalOne and submit {o Pricing Classification &
Service Center (PCSC) for review,

O
O

@)
0

O

O o O
O o O
O O O

O
O

O
O

O
O

O
O
O

O
O

o O
o O

00
00
OO0

ON®)
C O

rn_uw”:c%w_umﬁm_mng@mﬁH.aﬁ&ﬂnm.ooao\m&ﬁmm&o%5owmbﬁEqmﬂmﬁowwaﬁ%aﬁmswOonﬁnxﬁmc?mw5um<lwn@ﬁE$mquﬂwwmmnoa@nbéamQHUnglwz - 6/2/2022
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Frequency Importance Remote
Not Somawhat Very Not Not Minor -
Performed Infrequently Frequently Frequerty Frequently Performed Impartant Impertance important  Critical Yes No

Monitor the non-profit authorization activity report in
PostalOne message center.

Review mailpiece to determine non-profit eligibility. O O O O O O O O O O O O

Periodicals
Please rate each task siatement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
- IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Impoitance Remote
Not Somewhat Very Not Not Miner - w
Perfomed Infrequenty Frequently Frequently Fraquently Performed Impartant Importance Impartant Critical ves No

Complete audit of mailpieces to confim the percentage

of advertising meets the criteria to qualify for o O o o O O O O o O o O

periodicals.

Review postage statements and enter information into
frequency log to document the publication number, O Q
date, weight, and number of pieces.

File periodical documents and paperwork and/or
forward fo logal office for records.

ON®)
OO0
ON®)

Complete and send permit renewal reminders to
customers.

Respond to walk-in questions regarding periodicals or
permits from custemers referred from window clerks.

© O O O
O G O O
©C O O O
o O O O
o O O O
©c O O O
o O O O
© O O O
©C O O O
o O O O

https:/fuspsindevalfedramp.gov].qualtrics.com/Q/EditSection/Blocks/Ajax/ GetSurveyPrintPreview?ContextSurveyID=SV 2uGmYHwsTIkTJ s2&ContextLibraryID=UR_2{fV... 6/2/2022
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Net
Performed

Infrequently

Frequency

Somewhat
Freguently

Freguently

Very
Frequenty

Not
Performed

Mot
[mportant

Imporance

Minor
Importance

impostant

Critical
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Remote

Yes No

Review statements of ownership completed by
customers 1o ensure mailing frequency is in compliance
with permit requirements.

O

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Nat
Performed

Q

Infrequently

O

O

Permits

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating tabel.

Frequency

Somewhat
Frequently

Fraquently

O

Vary
Frequently

Q

Not
Performed

QO

Not
Imporiant

O

Iinportance

Minor
mportance

o 0O

Important

[ONE

Critical Y¥es No

Validate and process customer applications for Bulk
Miail permits using PostalOne including sending a
welcocme email, verifying customer information and fees
are paid, and sufficient funds are available in account to
pay for mailing to issue the permit.

Log/file approved refund records.

File records for permit documentation including a 3615
and/or forward to local office for retention (2.g., IRS
letter, articles of incorporation, sample of mailing).

O

O

o

O

O
O

Service Requests

O

O
O

O

O
O

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.
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FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performi
REMOTE: Can this task be performed remotely?

Not
Performed

Infrequerty

ng your job?

Frequency

Somewhat
Frequenty

Fragquently

Very
Frequently

Not
Performed

Not
Important

importance

Minor
tmportance

Important

Page 16 of 29

Criical

Remote

Yes No

Create service request after cusiomer interactions (e.q.,
calls, emails, walk-ins} using contact information,
including & summary of the action.

Create service request using system (e.g., ¢360) to
identify the customer account/contact information,
summary, service request descripfion and supporting
documentation, service request origin, department,
category and subcategory, service requast number and
closing with closing notes.

Use c360 to send correspondence via email throughout
service request to maintain communication with
customer and summarize request updates.

Maonitor email queues and respond to service requests
or required action. )

Knowledge, Skills and Abilities Instructions

O

KNOWLEDGE, SKILLS and ABILITIES RATINGS

O

O

O

O

O

O

O

O

O

O

C O

OO0

OO
CO

This section of the questionnaire lists the knowledge, skills and abilities (KSAs) that may be required to successfully perform your job. For each of the following items, rate the

IMPORTANCE of the KSA for successful job performance, whether the KSA is NEEDED AT ENTRY, or upon appointment to the job, and how well the KSA can provide
DISTINGUISHING VALUE for employee performance.

Insiructions: Use the scales below to rate the KSAs. Be sure to provide all three ratings for every KSA. The scales will also be visible when hovering over each rating labsl.

https:/fuspslndevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurveyID=SV_2uGm YHwsTIKTJs2& ContextlibraryID=UR_2{V.. 6/2/2022
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IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
Not Important - This KSA is not important to successful performance.
Minor Importance - This KSA is of minor importance to successful job performance.
Important - This KSA is important to successful performance.
Crifical - This KSA is essential to the job and is critically important to succassful performance,

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
No - Successful job performance does not require proficiency in this KSA prior to entry. Competence in this area must be developed over time through training or experience

on the job.
Yes - Successful job performance requires this KSA prior to eniry. Competence in this area is difficult to acquire, and job demands require this KSA soon after hire (for

example, in the first week or so).

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much betier do employees

perform when they have more of this KSA than those who have less of this KSA?
Not at all - Having more of this KSA does not lead to better job performance.
Moderately — Having more of this KSA leads to moderately better job performance. For example, an employee may need to have working knowledge of national and local
union agreements to gather information needed for grievance processes. However, having more knowledge of union agreemenis doesn’t help the employee to gather
needed information more accurately or quickly.
Considerably — Having more of this KSA leads to considerably better job performance. For example, having more knowledge of national and local union agreements may
enable a supervisor to have more positive relationships with craft employees and union representatives resulting in significantly fewer grievances.

KSA Ratings MRG

Communication
Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY" Is this KSA required before being hired, or can it be learned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much bsfter do employees

perform when they have more of this KSA than those who have less of this KSA?

https://uspslndevalfedramp.gov!.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurvey PrintPreview?ContexiSurvey D=8V _2uGmYHwsTIkTJs2&ContextlibrarylD=UR. 2£V... 6/2/2022
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Net Important

importance

Minor Impartance

Important

Crifical

Meeded at Entry

Not at
All

Page 18 of 29

Distinguishing Value

Maoderateiy Considerably

Knowledge of customer-facing sysiems (e.g.,
PostalOne, Business Customer Gateway) to provide
direction to customers to look up account information
and access electronic services.

Ability to work with people sufficient to provide
customer service to customers and coworkers,
including responding to complainis, troubleshoofing
and resolving problems, and exercising courtesy.

Ability to follow instructions, either oral or writien,
{e.g., iob aids, directions included in forms, manuals)
sufficient to apply relevant information based on
specific programs.

Ability to communicate with colleagues te research
and clarify product and service information.

Ability to communicate orally and in writing with
internal and external customers sufficient to answer
guestions, and provide direction and guidance
regarding postal regulations and procedures.

Ability to communicate orally and in writing sufficient
to express ideas or facts clearly ard logically when
answering questions.

O

O

O

o

Critical Thinking

O

C

O

O O

o
o O O

Please rate each KSA statement. Be sure to provide three rafings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?

NEEDELD AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

hitps:/fuspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurv cyPrintPreview?ContextSurveyID=SV_2uGmYHwsTIkTJs2& ContextLibraryID=UR_2{V... 6/2/2022
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Not Important

Importance

Minor importance

Important

Critical

Needed at Entry

Ne Yes

Page 19 of 29

Distinguishing Value

Not at

Al Moderately Considerably

Ability te work without immediate, on-site supervision.

Ability to perform basic mathematical computations
using a calculator including addition, subtraction,
multiplication and division with whole numbers,
fractions, percentages, and decimals.

Ability fo identify and analyze problems, inciuding
gathering necessary informaticn and resources,
evaluating and summarizing the information, and
airiving at an appropriate recommendation or course
of action 1o address customer needs.

O
@)

©

O
o

O

Products & Services

O
O

O

O
O

O

O O
O o

O O

c O O
c O O

© O @)

Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?

NEEDED AT ENTRY: Is this KSA required before baing hired, or can it be learned on the job?

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Not Imporiant

Importance

Minor Importance

Important

Critical

Needed at Entry

Ne Yes

Distinguishing Value

Not at

Al Moderately Considerably

Knowlaedge of USPS policies and standards as
defined in the Domestic Mail Manual and the
International Mail Manual, Publication 52, sufficient to
inform decisions regarding permits, customer
accounts, and products and services.

O
O

@
O

o
O

@)
o)

O O
O O

o O O
c O O

hitps://uspsindevalfedramp.gov1.qualtrics.com/ Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=SV_2uGmYHwsTIKTT s2&ContextLibraryID=UR._2Z{V... 6/2/2022
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Importance Needed at Entry Distinguishing Value

Not Inportant Minor Importance Important Critical Ne Yes ot at Moderately Considarably

Knowledge of physical mailpiece characteristics and
typical errors {e.g., intelligent mail barcode emrors)
sufficient to respond to customer guestions.

Knowledge of mailpiece classification {(e.q., First-
class, marketing mail, non-profit, periodicals,

packages services) sufficient to provide direction and O O o O O O O O o
guidance to customers.

Knowledge of Mailer Scorecard including typical
errors sufficient to respond to basic customer .

questions (e.g., how fo request account review and O O O o o O O O O
pay an assessment).

Knowledge of forms and applications needed for ¢ach

type of product or service (e.g., non-profit, O O O o O O O O o

periodicals).

Knowledge of bulk mall enfry processes and

procedures for account types and permnits sufficient fo o O O O O O O o O

identify root causes of customer problems.

Systems & References & Tools
Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating labsl.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be leamed on the job? :

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance an the job? That is, how much beiter do employees
perform when they have more of this KSA than those who have less of this KSA?

Importance Needed at Entry Distinguishing Value

Not at

Not Important Minor Impertance Imporiant Crifical No Yas Al

Moderately Considerabiy

https://uspslndevalfedramp.gov].qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=SV_2uGmYHwsTIKT s2&ContextLibraryID=UR_2{V... 6/2/2022
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Importance Needed at Entry Distinguishing Value

Not Impertant Minar Impertance important Critical No Yes zM"__m” Moderately Considerably

Knowledge of systems (e.g., PostalOne, ¢360) O O O O O O O O O

sufficient to lockup customer account information in
response to questions from cusiomers.

Ability to use computer applications, software, and
systems (e.g., PostalOne, Genesys, c360) to create

and send comrespondence, enter data, provide O O O O O O o O O
customer service and lookup information.

Ability to research information using multipie sources
(e.g., Domestic Mail Manual [DMM], Internationai Mail

Manual [IMM]) and other departments to identify O : O O O O O O O O

mailing requirements and pricing for each mail type
(e.g., letters, flats, periodicals).

Ability fo adapt to ing ch s to policies,
systoms, toofs, and techmology. T O O O O O C |C O O

Training
Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when havering your mouse over each rating iabel.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have mare of this KSA than those who have less of this KSA?

impertance Needed at Entry Distinguishing Value

Mot at
All

O O O O O O 10 O O

Not Important Minor Importance Important Crifical No Yes Moderately Considerably

hitps://uspsindevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurveyID=SV_2uGmYHwsTJkTJs2& ContextLibraryID=UR_2§V... 6/2/2022
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importance Needed at Entry Distinguishing Vaiue

Nat Impartant Minor Importance Important Criticat No Yes zm_m” Moderately Considerably

Ability to provide guidance, coaching, and assistance
to internal and external stakeholders on workflow
manuals, job aids, policies, processes, systems, and
tools.

Ability to provide guidance and direction to intemnal

and external customers on how to use custemer- O o : O O O O o O O

facing systems {e.g9., Business Customer Gateway).

Equipment, Tools & Technology

Equipment, Tools & Technology

This section of the questionnaire lists systems and technologies you may use to perform your job. For each of the following items, rate the
FREQUENCY you use the system or technology.

FREQUENCY: How often do you use the system or technology while performing your job? Rate each item using the following scaie:
Not Used - | do not use this system or technology in my job.
Infrequently - | use this system or technology no more than once a month.
Somewhat Frequently - | use this system or technology no more than once a week.
Frequently - | use this system or technology several times a week, but no more than once a day.
Very Frequently - | use this system or technology several times each day.

For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

Frequency of Use

Mot Usad [nfrequently Somewhat Frecquently Freguantly Very Fraquently

bitps:/fuspsindevalfedramp. gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=8V_2uGm YHwsTIk TIs2& ContextLibraryID=UR_2{V... 6/2/2022
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Frequency of Use

Mot Used Infrequently Somewhat Frequently Frequently Very Frequently

Account Management Sysiem (AMS)

Address Matching Engine Web

BCG Kiosk (pilot project related)

BMA Webpages, Newsletter, Advisory, [ndustry Alerts
BMA Workfiows

Business Customer Gateway (BCG)

C360

Calibration Weights

Change of Address

ONORONORORORONONONO
ONONONONONONONONONG
ONORONONONONONORONS
ONONONONONORONONONG
OCO0O0O0O0O00OQ

Click n Ship (Business Pro)

For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

Fraguency of Use

Not Usad Infrequently Somewhat Fraguently Frequently Very Freguently
Computer {Deskiop/Laptop)
Customer Labeling & Distribution System (CLDS)

Customer Support Rulings

OJONONG)
OLONONO)
O 00
OJONONG,
QO OO0

eAdmin

hitps://uspslndevalfedramp.gov] qualirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=SV_2uGmYHwsTIkTJs2&ContextLibraryID=UR_2fV... 6/2/2022
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Not Used

Infrequentiy

Frequency of Use

Semewhat Frequently

Frequently

Page 24 of 29

Very Frequently

EDW/Mailer Scorecard

Electronic Markefing Reporting System (EMRS)
Enterprise Data Warehouse (EDW)

Enterprise Imaging Workflow System (elWS)
Enterprise Payment System (EPS)

Enterprise Verification System (EVS)

ONONONONONG;

OO0O0O0CO0O0

COO0OOO0

ONONONONONG]

ONONONONONG)

For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse aver each rating label.

Not Used

Infrequently

Frequency of Use

Somewhat Frequently

Frequently

Very Frequently

ePost Office Box Online (ePobol)
eRegistration

Every Door Direct Mail (EDDM) Tool

Faciliies Database

Facllity Access and Shipment Tracking (FAST)
Genesys

Handheld scanners (e.g., Zebra, IMD)

CO0OO0O0O0O0

ONONONONONONG)

ONCRONONONONG)

COO0OO0O0O0O0

ONONONONONONG)

https://uspsindevalfedramp.gov].qualirics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurvey[D=SV_2uGmYHwsTIkT 52& ContextLibraryID=UR 2{V.. 6/2/2022
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Not Used

Infrequentty

Frequency of Use

Somewhat Frequently

Frequently

Page 25 of 29

Very Frequently

Industry Alerts
Informed Visibility (iV)

Inteiligent Mail Barcode

For each of the foliowing items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

O
O
O

Net Used

O
O
O

Infrequentty

O
O

@)

Frequency of Lse

Somewhat Frequently

O
Q
o

Frequently

O
O
O

Very Frequently

Intelligent Mail Small Business (IMSB) Tool

Mail Transport Equipment (MTE)

Mall Transport Equipment Ordering (MTEOR)

Microsoft Office Suite (e.g., Outlook, Excel, Word)

MID CRID Tool (MaileriD)

National Meter Accounting and Tracking System {NMATS)
OnlineEnrofiment

Package Viewer, WEB APAT

Pallet Jack (elecironic)

Pallet Jack (manual}

ONONCHONONONORONONS)

ONORONONORONORONONS

ORONONONONONORONONG)

ONONONONONONONONORG)

ONONONONCNONONONONG;

hitps Sﬁmﬁmgngémn&mﬁv. gov]l.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSury eyID=8V_2uGmYHwsTIkTIs2& ContextLibraryID=UR_2§V... 6/2/2022
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For each of the following items, rafe the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating [abel.

Frequency of Use

Not Lised Infrequently Somewhat Frequently Freguently Very Frequently

Postal Expiorer

Postal Updates (e.g., Bulletin, Digest)

PostalExplorer (e.g., IMM, DMM, Customer Support Rulings)
_ PostalOne

PostalPro

Premium Forwarding Service Commercial

Price Notice 123

Product Tracking & Repeoriing

Proemotions {(Informed Delivery Campaign)

ONONONONONORONONONG)
ONONONORORONONONONS:
ONONCHONORONORONONG)
ONONONONORONONONONY,
ONCHCHONONONONORONG)

Rubber Stamper (2.9., rotary dater)

For each of the following ftems, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

Frequency of Use

Not Used Infrequently Somewhat Frequantly Frequently Very Frequently

Scissor Lift O O O C O
O O @ O O

Self Service Terminal

https://uspsindevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ConiextSurveyID=8V_2uGmYHwsTIkTJs28&ContextLibraryID=UR 2{V... 6/2/2022
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Gender:

Female
Male
Prefer Not to Answer

Are You Hispanic or Latino? (A person of Guban, Mexican, Puerio Rican, South or Central American, or cther Spanish culture or origin, regardless of race.)

Yes
Mo

Racial Category {(Check as many as apply):

Native American or Alaska Native - A person having origins in any of the original peoples of North and South America (including Central America), and who maintaing tribal affiliation or community
attachment.

Asian - A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcentinent including, for example, Cambuodia, Ching, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American - A person having origins in any of the black racial groups of Africa.
Native Hawaiian or Other Pacific Isiander - A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.
White or Caucasian - A person having origing in any of the original peopies of Europe, the Middie East, or North Africa.

End of Survey

Click the Next bution below te finish the survey.

hittps://uspsindevalfedramp.gov].qualttics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurvey =SV _2u0GmYHwsTIkTIs2& ContextLibraryID=UR._2fV... 6/2/2022
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Privacy Act Statement: Your information and in ual responses to survey questions will be used to 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 39 U.S.C. 401, 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
behalf or request, or as legally required. This includes the following limited circumstances: to a congressional office on your behalf; to a U.S. Postal Service
auditor; for law enforcement purposes, to labor organizations as required by applicable law; incident to legal proceedings involving the Postal Service: to
government agencies in connection with decisions as necessary; to agents or contractors when necessary to fulfill a business function: to the Equal
Employment Opportunity Commission when requested in connection with the investigation of a formal complaint; 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
Council when consistent with the public's right to know. For more information on our privacy policies visit www usps com/privacypolic

Powered by Qualtrics
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= UNITED STATES
B POSTAL SERVICE.

MobileDeviceRestriction

Mobile Device Restriction
WARNING! You are using a mobile device to complete the job analysis survey.
Close the survey and access it with a laptop or desktop computer.

MEM survey was designed to be completed on a laptop or desktop computer and should not be completed with a mobile
evice.

| am disregarding the instructions

Introduction

Job Analysis Questionnaire

Thank you for your willingness to complete this job analysis questionnaire!

Human Resources is conducting a job analysis of Bulk Mail jobs. Your participation in this analysis is crucial to determine the most relevant characteristics of your job and supporting updates to your job description,
selection processes, and training.

:Eum;E%Bna?&ﬁ&mﬁn.mo<H.n:mﬁﬁnm.ooB\O\m&Hmoomo%~on_a\>h.mx\QQmEémwwlu%agmosw.ﬁo:ﬁﬁw_.=.<mﬁUuw<lcwmNEWEEENEDﬁOoEnﬁEUBQEHCW|Mﬁ. 6/2/2022
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TASK RATINGS

This section of the questionnaire lists tasks you may perform. For each of the following items, rate the FREQUENCY you perform the task, the
IMPORTANCE of the task for successiul job performance. If you do not perform a task yourself, select “Not performed” for both scales. For REMOTE,
indicate if the task can be completed remotely (for example, is this a task that must be completed on-site at a postal facility or can it be completed
virtually). if you do not perform a task yourseif, select "NO™.

Instructions: Use the scales below to rate the tasks. Be sure to provide both ratings for every task.

FREQUENCY: How often do you perform this task?
Not performed - | do not perform this task.
Infrequently - | perform this task no more than once a month.
Somewhat Frequently - | perform this task no more than once a week.
Frequently - | perform this task several times a week, but no more than once a day.
Very Frequently - [ perform this task several times each day.

IMPORTANCE: How important is this task for successfuily performing your job?
Not performed - | do not perform this task.
Not Important - This task is not important to my job. Failure to successfully perform this task typically has no consequence.
Minor Importance - This task is of minor importance to my job. Failure to successfully perform this task has little or no consequence.
Important - This task is important to my job. Failure to successfully perform this task has some negative consequences.
Critical - This task is one of the most essential tasks of my job. Failure to successfully perform this task has significant negative consequences.

REMOTE: Can this task be performed remotely?
Yes - This task can be performed remotely.
No - This task must be performed at a Postal facility.

Click on NEXT to begin your task ratings.
Task Ratings

_ Business Reply
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating fabel.

wnﬁm“\\nmwﬂbmma.&m@&maﬁ.mg~.a:&ﬁmnm.ooB\OE&ﬁmmnﬁowE~onmeﬁ.BQQQMEmﬁimﬂ?gHmé.wﬂonﬁﬁmEdmeUHmA\I@megﬁwWEQ@Oouﬁmﬁﬁm?ﬁe"%lmm.. 6/2/2022
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FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Impertance Remots
Not Someawhat Very Not Not Minor -
Performed Infrecrently Freguently Frequently Frequently Performead Important Impertance Impertant  Critical Yes No

Coordinate artwork requests for business reply

envelopes after customer account fees are paid and O o O O O O O O O O o O

Form 6805 is complete.

Forward customer applications (Form 6805) for permits
to Address Management System to create unique zip +
4 assigned.

ON®)

Identify master account and permit information using
account search function in PosialOne to determine
customer contact information (e.g., point of contact).

ON®)

Nofify local office once a master permit and subaccount
are created.

C O

Provide guidance to coworkers and external customers
regarding tiers of business reply mail, relevant account
fees, and issues regarding business reply mail and sub
accounts.

O O O O
o O O O
O O O
O O O
O O O O
O O O O
o O O O
O O O O
o O O O
o O O O

OO

Business Reply
Please rate each task statement. Be sure ta provide three ratings for every task. The scales are visible when hovering your mouse ovar each rating label.

FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

uﬂwm”\\z%mgmgmmmg@moﬁ.nzm_u.mnm.noE\D\m&ﬂmaomou\mHoowm\E.i@nﬁmsa%wab%ﬁ&wi..‘Ooaﬁamnguﬂmzwldw_mNggﬁwWSQ@Oomﬂnﬁhmgm.d\ﬂ@uglmm... 6/2/2022
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Nt
Performed

infrequently

Frequency
Somewhat Very Not
Freguently Frequenty Frequently Performed

Not
important

Importance

Minor
importance

Important

Critical

Page 7 0f 44

Remote

Yes No

Research permif number and customer account
information using PostalOne te identify payment
discrepancies for business reply mail placed on hold
due to fees not paid.

Refurn business reply mail fo station if fees for the
account are current and funds are in account.

Troubleshoot customer applications to ensure they are
accurate, complete, and fees are paid.

Use master account to authorize subaccounts in
PastzlOne.

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label,

O

O
O
o

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Not
Performed

O

O
O
O

Infrequerntly

O

O
O
O

O

O
O
O

O

O
O
O

O

@)
o
O

Communication

Frequency
Somewhat Very Not
Frequently Frequently Fraquertly Ferformed

C

O
O
O

Not
Important

O

O
o
O

Importance

Miner
mportance

O O O
O O O

Impertant

Critical

ON®;

OO
ON®
OR®)

Remote

Yes No

Collaborate with BMTs for policy questions and to
distribute workload.

Provide guidance to customers regarding use and
navigation of postal systems (e.g., Business Customer
Gateway [BCG], PostalPro, Postal Explorer) to manage
account informaiion.

O

O

O

O

O

O

O

O

O

O

O

O

O

G

O

O

O

O

o

O

ON®;

ORE)
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Not

Perfarmed imfraquently

Fraquency

Somewhat
Frequently

Frequently

Very
Frequertly

Not
Pearformed

Not

Important

Importance

Minor

Importance

important

Gritical

Page 8 of 44

Remote

Yes No

Provide information to customers regarding bulk mail
accounts and permits including mailing requirements
(volume, Move Update, postage statements), and Quick
Services Guides {(QSG).

Refer customers to helpdesks and other points of
contact based on customer needs.

QO O

O O

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Not

Performed Infrequently

O

O

Customer Account
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

Frequency

Somewhat
Freguently

O

O

Frequently

@]

O

Very
Frequently

O

O

Not
Performed

Q

O

Not

Impertant

O

O

importance

Miror
Impertance

O

O

Important

O

O

Critical

00

ON®

Remote

Yes No

Apply funds available in customers’ account to pay fees,
fund mailings, and transfer funds between accounts.

Forward customer checks to window for processing in
Retail System Software (RSS) and verify payment
appears in PostalOne.

Log received checks for cusiomer deposits and fee
payments on the check log (e.g., date, check number,
customer name, company, permit number) and ensure
records are filed.

Accept customer checks to aliow front office to deposit
funds into account.

O O
O O

o) o

O
O

O

O
O

O

O
G

o

O
O

O

O
O

O

O
O

O

O
@)

O

O
@)

O

OO
ON®

0N

C O

Eﬁmntﬁﬁmgm@&wo&msﬁ.mn:;.m:&ﬁmnm.oomi@m&ﬁmmnnos\m_ocﬁ\&EQQQM%&%%%B&@SwOoumﬁnmEQHUumz\lwmeéEﬁwHﬂiQ@Ooﬂoﬁh@aﬁgndﬁlmw.. 6/2/2022
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Al

Frequency
Not Somewhat
Performed Infrequently Frequenty Frequertly

Very
Frequentty

Not
Performed

Page 9 of 44

Importance Remote
Neot Miner -
No
Importart Impertance (mportant  Critica! Yes

Complete deposit and fees log for received customer
checks, enter check number and information into
customer account, print receipt and place check in
envelope for processing at window.

Complete requests for refund and submit to supervisor
for approval.

O @ @] O

G O O O

Customer Account

O

O

O

O

O Q O 000

O O C 000

Please rate each task statement. Be sure io provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How offen do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Frequency

Not
Performed

Somewhat

Infrequenty Frequenty

Freguently

Very
Frequently

Not
Performed

Importance Remote
Neot Miner -,
important Importance Importart Critical Yes Ne

Provide direction to cusiomers on setfing up Enterprise
Payment System (EPS) account, including funding the
account, managing user roles {e.g., when the Business
Service Administrator [BSA] changes), withdrawals,
refunds and linking existing permits to the account.

Provide guidance and support to custemers to ensure
Customer Registration ldentities (CRID) and permits are
linked in PostalOne.

Respond fo customers as walk-ins, through ¢360 emails,
and phone calls via Genesys to generate a service
request and resolve questions or concemns regarding
mailing requirements.

O o O O

o

@)

O O o OO0

RS

00

wnﬁmp\\:%mgag.&wngw.moi.nzm,_ﬁnm.noE\O\m&ﬂWnomon\w_ooﬁbﬁmwxmﬂmn.?ou%mb%ﬁﬁoéwnomﬁﬁmsnﬁcnm<\vwmNSWEﬁwWSQ@OoEmﬁhmvamuweudwlmw.. 6/2/2022
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Frequency Importance Remote
Not Somewhat Very Mat Not Minor "
Performed Infrequantly Frequently Frequently Frequently Performed Important Imporiance Important  Crifieal Yes Mo

Create and update customer contact information in O ‘ '®) Q @) O O @) @) O O O O

PostalOne, Express Mail Corporate Account (EMCA),
and c360.

C i its in PostalO
based on customer need T o nFosECte |y O o) o O O O O O O|0O0

Enter and correct refunds for closed accounts in

Enterprise Imaging Workflow System (elWS) using O . O O O O O O o O O O O

online forms.

Customer Account
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Nof Somewhat Very Not Not Minor .
Performed infrequently Frequently Frequently Frequently Parformad Important Importance Important  Critical Yas No

investigate d i jobs, bad il add , and
h%:-:mwmmmoo%_.ﬂﬂm._._:o s, bad emzil addresses, an O O O O O o O O O O o O

Send customer application for nonprofit to the Pricing, O O
Classification, and Service Center.

Use PosialOne to lookup customer account information
and identify the Customer Registration Idenfification O O

O O O O O o o O
Number (CRID). o O O O Q O O . O O O
O O O O O O ©C O|00

wﬁum“\E%mﬁnmﬁﬁo%mﬂﬁ.moi.n_cm,_ﬁowooB\D\m&ﬁmmomos\m_oow.w\e.mxxmﬁmc?mu%im%ugmmﬁwOomﬁﬁmE&owHDum<|meN§HNHuWSQ%OoEoﬁEE5HOHCWINM.. 6/2/2022
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Frequency Importance Remote
Mot Somewhat Very Not Not Minor -
Performed Infrequently Fraquertly Frequently Frequentty Performed Important Importance Important  Critical Yes No
Verify window processes checks by checking receipts
and PastalOne to ensure funds are available in
customer account.
Customer Calls

Please rate each task statsment. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over sach rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Fregquency Importance Remote
Not Somewhat Very Mot Nat Minor .
Parformed infrequently Frequently Frequently Fraquently Performed Important Importance Importert Crifical § Yes  No

Request customers complete customer satisfaction

survey at the end of customer calls io allow customers O o O o O O O O O O O O

to provide feedback.

Respond to incoming customer phone calls using
standardized script and provide guidance on
productsfservices, and customer accounts.

O O

O @) O OO
Start Zoom calls with colleagues and customers to O O O O O
O @) O

assist in navigating postal systems.

Transfer phone calls internally fo other help desks or
departments based on customer request.

O O O o O
O O O © OO0
O O O C O © 0|00

Customer Support

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

Eﬁm“\\&ﬁm_bag%ngﬁ.moi.nsm_u.mom.ooE\O\m&ﬂwanmon\m_oowmbf.g@nﬁmsgwnﬁ%wm&aé_.uOonﬁnNHmEdQHOHm<|¢mmngﬂuwmgqmmmOomﬂmxakmgma%ﬁou%imh.. 6/2/2022
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FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Not Somewhat Very Not, Not Minor . N
Performed  "requenly Frequentty Frequently requently Performed Imgortant importance Important  Crical | Yes  Ne

Coordinate with cowarkers, supervisors, and other

helpdesks (e.g., Enterprise Verification System [EVS]) to O O O O O O O O O O |00

resolve customer issues and provide consistent support.

Open and respond to mail received at BMEU office
including responding to requests to open a business
reply account, and renewal fee payments.

ON®)

Partner with internal and external stakeholders to
troubleshoot and resolve customer issues with Postal O O

products or services supported by the MSSC.

Provide directions on fraining courses and resources to
new mailers including how fo use Postal Systems (e.g., -
Postal Wizard, IMSB).

o o o|lo o o oo
o o olo o o o oloo
O O olo o o o o

ON®)

DMU

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPCRTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Not Somewhat Very Mot Not Minar .
Performed Infrequently Fraquardy Frequenty Frequantly Performad Important Importance Imporiant - Critical Yes No

| © O @) O O | O O O 0O 0|00

:ﬁﬁm”\\cwﬁm_bmg&ﬂmgﬁ.mci.nﬂ&ﬂom.ooﬂqo\m&ﬂwnomo%gowm\&mxxmoﬁwia%wab%am&nimnoEﬂams_&\uuum<\.cwMNéﬁwwSQmuOouﬁnEEmd\ED%INﬁ: 6/2/2022



Qualtrics Survey Sofiware Page 13 of 44

Freguency Importance Remote

Very Not Not Mimor
Frequertly Performed Important Importance

Nat Semewhat

it A ( \
Performed infrequently Frequently ‘mportant  Criticai a5 o)

Frequently

Complete and attach mail release placard and revenue
protection placard to mail fransport equipment before
releasing mail to truck driver.

Enter mailing information in logbooks to track orders by O O O O O O o O O O O o

mailer and by truck driver.

Manitor loading of mail fo be fransported from the

Detached Mail Unit (OMU) to ensure safe loading of O O O O O O O O O Cl|OO0O

APCs on truck,

Travel fo Detached Mail Units to complete statements or O Q O O O O O O O O o O

conduct sampling of mailers' mail.

Express Mail Corporate Accounts
Please rate each task statement. Be sure 1o provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Not Samewhat Very Not Not Minor .
Performed Infrequenty Frequendy Frequently Frequently Performed Important Importance Important  Critical Yes No

Create Express Mail Corporate Accounts (EMCA) in

Electronic Marketing Report System (EMRS) by entering O O O O O O O O O O|00

customer contact inforration from completed form.

Enter and comect Express Labels in Product Tracking

mﬁhmmﬁ%ﬁ and verify that the changes update in O O O O O O O O O O|100
O O O O O O O O O 0|00

wgm“\\sm@&b&mdmﬁogu.mci.nEmE.mom.ooaoxm&.ﬁmnomoiwﬂoowm\&mﬁﬁaﬁmsgwg%aﬁqmoi..uOoEoﬁmEn%muumaCQWMNgﬁwﬂé@ﬁno&ﬁﬁhm@ﬂm@eﬂdﬂbm.. 6/2/2022
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Frequency importance Remote
Not ~ Somewhat Very Net Net Minor .
Performed Infrequently Frequently Fraquanty Freguently Performed tmportant importance Important  Critical Yes No

Invalidate account and flag to review for account closure
after 30 days of inactivity to ensure account balance is
resolved (e.g., debt collection, refinds).

Review and moniicr Express Mail Corparate Account

{(EMCA) reports to identify customers that have negative O o O O O O O O o O O O

account balances.

Express Mail Corporate Accounts
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Net Somewhat Very Mot Not Minor .
Performed Infrequently Frequently Frequently Freguently Performed Impostant Importance Important  Critical Yes  No

Review and verify Express Mail Corporate Account

charges and payment (e.g.. express mail manifest O o O O O O O O O o o O

shipments) according to publication 97-A.

Review Express Mail Corporate Accounts (EMCA) '
reports for errors including receipt of payment.

C |00
O |00
O 0O

Review inactivity report to identify inactive accounts and
generate certified letter nofifications.

Send certified letter notifications to customer regarding
account status (e.g., negative account balance,
inactivity).

o O O

O O O O
O O O O
O O O O

o O O

@) O O
O o O
O O O
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Guidance
Please rate each task statement. Be sure fo provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote

Not Somewhat
Performed Iniraquently Freguently

Provi i ki how to i
mnﬁ._.\__mwmwﬂmﬁm%:mm omvﬂwwwe%h mwmﬂﬁm@wqﬁ_mzmmﬁswo:__uﬂ._hﬁ_o_gm. o O O O O O O O O O O O

Provide guidance fo customers in using the Business
Customer Gateway to manage and lookup account
information.

Very Not Neat Minor

Frequengy Performed Impertant Importance Important  Criical Yes No

Frequently

O O ON®)

Refer customers to retail counter, Business Cusiomer

O O O
Gateway (BCG), and Electronic Payment System (EPS) O O o O O O O
O O O

to submit payment for accounts.

Respond to customer calls and emails to answer
gquestions, provide guidance, or refer fo retail number
using landline phone.

O O O
O O O
O O O

O O O

o
O
o) O o ON®,

Hardcopy Orders

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.
FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

ﬁém“\\ﬁﬁmgag&mogw.moi.@E;anm.ooﬂ\o\m&ﬂwnomogwﬂooww\&H.QQwﬁmEé@wnﬁ%wninﬁwogﬁmﬁmgnu\HUum<IUWMN§BWWSQ%«OOEmﬁﬁgma\uunglmﬁ.. 6/2/2022
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Not
Performed

Infrequently

Frequency

Somewhat
Frequenty

Fraquently

Very
Frequently

Not
Performed

Not
Important

Importance

Minor
tmportance

Important

Page 16 of 44

Remote

Crifical Yes No

Accept hardcopy mailing order form (e.g., PS form 3541)
from customer for acceptance and processing of mail.

Enter hardcopy order information into PostalOne
including processing information (e.g., is it machinable)
and postage.

O
O

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Petformed

O
@)

Infrequernthy

O
O

Mail Verification
Please rate each task statemant. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each raiing label,

Frequency

Somewhat
Frequently

O
O

Frequently

O
O

Very
Frequenty

O
O

Not
Performed

O
O

Net
Important

O
O

Importance

Minor
Irnpertance

C O
o O

Important

O
OO

Remote

Critical Yes No

Accept mail and communicate updates and information
with customer.

Accept postage statements by entering information (e.g.,
Postage Statement ID) from printed copy or electronic
postage statements info PostalOne to process order.

Attach Mail Released Placard to mail {e.g., trays,
containers, pallet) fo allow Mail Handlers to move the
mail for processing.

Check non-profit malil to confirm if mailing requirements
are met to qualify for non-profit rates.

OO0 O O

OO0 O O

O

OO0 O O

O

OO0 O O

O

OO0 O O

OO0 O O

O

O
O
O
O

@

OO0 O O

O

OO0 O O

O

OO0 O O

ON®
OO0

GO

OO0
C O
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Not
Performed

Infrequerstly

Frequency
Somewhat Very Not
Frequeniy Frequently Frequertly Performed

Page 17 of 44
Importance Remote
Not Minor -
Importent Importance Important  Critical Yes No

Compiete mail verification check using Performance
Based Verffication (FBV) in PostalOne including
entering order information, pieceweight calculations,
mailpiece inspections, mail type and rate, permiis,
carrier roufes, and labels.

Complete mail verification/scans for mailings processed
and accepted at the BMEU.

Complete Plant-Verified Drop Shipment by verifving,
signing, dating, and stamping forms to show receipt of
payment fo other Post Offices.

O
O

O
O

O O O O
@) O O O

Mail Verification

feXe
00

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this fask for successiully performing your job?

REMOTE: Can this task be performed remotely?

Mot
Performead

Infrequently

Frequency

Somewhat
Frequentdy

Frequenily

Very
Frequently

Not
Performed

Not
Important

Importance

Minar
Imnportance

Important  Critical

Remote

Yes No

Conduct a bundle verification by visually inspecting the
bundles for correct placement of addresses, barcodes,
bundling secuiity, and labeling.

Conduct mail verification prompted by PostalOne to
verify information on mailpieces (e.g., barcode, weight,
sort, mait processing category, and zip code).

Conduct sampiling prompted by PostalOne by weighing
mailpieces on a scale to calculate piece count.

O

G
O

O

@)
o

O

O
O

O

O
O

O

C
O

O

O
O

O

O
O

o O

o O
o O

ON®)

ORG)
o0

https://uspsindevalfedramp.govi.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurvey D=8V bBEZMVRhIt2PRwG&ContextLibraryID=UR_2f.. 6/2/2022
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Frequency Importance Remote
Not Somewhat B Very Not Not Miner -
Performed infrequendy Frequenty Frequertly Frequently Performed Important importance {mpartant Critical Yes Ne

Conduct verification on staged mail unloaded on the

dock by customer to confirm that pallets or trays have O O o O O O o O O O O o

required labels.

Conduct verification on staged mail unloaded on the
dock by customer to verify if the mailpiece label maiches
the tray/fpaliet label.

O O 00

Determine if a mailpiece is machinable to identify and

O O O
verify the postage rate based on dimensions of O O O O O
o o @)

mailpiece.

Determine if customer account has sufficient funds and
fees are paid before finglizing postage statement and
initiating mail release.

O O O o O
O O O o 0|00
O O O O O o O|00

Mail Verification
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Not Soemawhat Very Not Not Minor -
Parformed Infrequently Frequently Frequently Fraquently Parformed Irmportant Importance [mportant Critical Yes Ne

Discard printed :( il tat t af
S_Mmmwzmmﬂﬂommowoﬁ%ﬂu ﬂﬂw omer mailing statement after O O O O O O o O O O o O
Enter acseptance data using postage statement and O O o O O O O O O O O O

compleie mail verification checks before releasing rmail
into the system.

hittps://uspslndevaltfedramp. gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=SV_bBEZMVRRI2PRwG& ContextLibraryID=UR 2f... 6/2/2022
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Not
Performed

Infrequenty

Frequency

Somewhat
Frequently

Frequently

Very
Frequently

Not
Patformed

Not
Important

Importance

Miner
importance

important

Page 19 of 44

Critical

Remote

Yes Ne

Enter the amount of ervors found in verification of
mailpieces in PostalOne.

File periodical order documents and paperwork.

Hold mail and log errors if there are discrepancies (e.g.,
pricing errors) with the postage statement and contact
the customer to resolve pricr 0 releasing mail.

Monitor the nonh-profit authorization activity report in
PostalQne message center.

Print confirmation page for seemless mailers' elecironic
postage statement after statement is finalized into
PostalOne for record-keeping.

O

@)
O
O
O

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Not
Performed

O

O
O
O
O

Infrequertly

O
@

O
C
O

Mail Verification
Please rate each tesk statement. Be sure fo provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

Frequency

Somewhat
Frequently

O
O

O

)
O

Frequently

O

O
O
O
O

Very
Fraguently ~

o O O O

Not
Performed

O

O
O
O
O

Not
Important

O
O
o
O
O

Importance

Minor
Impertance

O

O
O
O
O

Important

O

O
@
@)
@)

Critical

oM
o0

C O
C O
OO

Remote

Yeas Ne

Print Mail Released Placard after finalizing postage
statement in PostalOne.

Refer mail to supeivisor due to verification failure (e.g.,
pemnits, barcodes, [abels) and contact customer for
corrective action.

O
O

o
O

O
O

O
O

@)
O

O
O

G
O

O
o

O
O

O
O

https://uspsindevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=SV_bBEZMVRhItZPRwG&ContextLibraryID=UR 2f... 6/2/2022
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Not
Performed

Infrequently

Freguency
Somewhat Very
Frequently Frequently Fraguently

Page 20 of 44

impeortance
Not Not Minor .
Parformed Important Impartance Imporsant Crifical

Remote

Yes Ne

Reference workflow and job zids to complete mail
verification and process the postage staiement.

Review mailpiece to determine non-profit eligibility.

Verify information {e.g., zip code, postage) on postage
statement matches the tray/container and maiipieces in
the job.

Visually inspect containers (i.e., sacks, trays, paliets) for
safety concems (e.g., is the mail stable, safe height,
safe for transportation).

O

@)
O
O

O

O
O
O

O O O
G O

O
O O O
O O O

Manifests

O O O O O

O O O o O
o O O © O
O O O © O

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform ihis task?
IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Not
Performed

Infrequantly

Frequency
Somewhat Very
Frequently Frequently Frequently

importance
Not Not Minor B
Performed Important Importance Impertant  Critical

C O
N

ON®)

OO

Remote

Yes Neo

Conduct quality assurance checks by reviewing batched
and itemized manifest and scanning and weighing
mailpieces.

Use scanner for EVS (electronic verification system) to
frack mailpieces against a customer manifest and log on
sheet.

O

O

O

O

o O o)

O O O

O O O o O

O O O O O

0N,

ON®
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Please rate each task statement. Be sure fo provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?

Non-Profit

IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Not

Performed

Infraquertly

Frequerncy

Somewhat

Frequenty Frequently

Very
Frequently

Net
Parformed

Not
Important

Importance

Miner
Importance

Impertant

Page 21 of 44

Crifical

Remote

Yes No

File documentation related to requests for non-profit
permits that were withdrawn or denied.

Monitor approved non-profit authorizations and submit
requests to Pricing Classification & Service Center
(PCSC) to determine if inactive and revoke.

Monitor the non-profit authorization activity report in
PostalOne message center.

Review mailpiece to determine non-profit eligibility.

Submit hardcopy forms received from customers into
PostalOne and forward to Pricing Classification &
Service Center (PCSC).

Use form to update or change contact information {e.g..
name, email address) for non-profit accounts in
PostalOne and submit to Pricing Classification & Service
Center (PCSC) for review.

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?

O

O OO O

O

O

O OO O

O

O O

o OO O
O 00O O

O O

Periodicals

IMPORTANCE: How important is this task for successfully performing your job?

O

OO O

O

O OO O

O

O

O OO O

O

O

o OO0 O

O

O

C OO O

O
O

@)

C OO0 O

CO0
ONG®

OR®)
OR®,

o0

ON®
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REMOTE: Can this task be performed remotely?

Not
Performed

infrequently

Frequency

Somewhat
Freguently

Frequently

Very
Frequently

Net
Performed

Not
Important

Importance

Minor
Iportanca

Important

Page 22 of 44

Critical

Remote

Yes No

Complete and send permit renewal reminders to
custorners.

Complete audit of mailpieces to confirm the percentage
of advertising meets the criteria to qualify for periodicals.

File pericdical documents and paperwork and/for forward
to local office for records.

Respond to walk-in questions regarding periodicals or
permits from customers referred from window clerks.

Review postage statements and enter information info
frequency log to document the publication number, date,
weight, and number of pieces.

Please rate each task statsment. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

o

o O O O

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successiully performing your job?

REMOTE: Can this task be performed remotely?

Mot
Performed

O

O
O
O
O

Infrequently

O

© O O O

O

© O O O

Permits

Freguency

Somewhat
Fraquenty

Fraquently

O

O O O O

Very
Freguently

o O O O

Not
Parformed

O

O
O
O
O

Not
important

o

©c O O O

Importance

Minar
Importance

O

o O O O

important

O

O O O O

Critical

ON®)
ON®)
OO0
CO

ON®)

Remote

Yas No

Review statements of ownership completed by
customers to ensure compliance with mailing frequency
otherwise revoke permit.

O

O

O

O

O

@)

O

O

O

O

OO
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Frequency Importance Remote
Net Somewhat Vary Not Not Minor -
Performed Infrequently Frequently Frequantfy Frequently Performed Important Importance Important Crifical Yes No

Review statements of ownership completed by @) O (@) Q Q Q @) @) Q ONIOKS®)

customers to ensure mailing frequency is in compliance
with permit requirements.

File records for permit documentation including a 3615

and/or forward o local office for retention {e.g., IRS O O O O O O O o O

letter, articles of incorporation, sample of mailing).

_.ow.\.m"m approved refund recerds. O O O O O

Validate and process customer applications for Bulk Mail
permits using PestalOne including sending a welcome
email, verifying customer information and fees are paid, O O O O O O O O O O O O
and suificient funds are available in account to pay for
mailing to issue the permit.

O

ON®,
OR®,

O
O
O
O
O

Pieceweight
Please rate each task statement. Be sure o provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successtully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote
Neot Somewhat Very Not Not Miror .
Performed Infrequently Fraquaniy Frequently Frequenty Performed important Importance fmportant  Critical Yes Ne

Calculate total pi i I ight and |
Ew_mm M Mm_mﬁ.ﬁ_mom count using pleceweight and tota O O O O O O O O O O O O

Determine the pieceweight of mail by weighing a sample

of minimum 10 pieces of mail on a scale o calculate O O O o O O O O O O O O

piece count.

https://uspslndevalfedramp.gov 1 .quakirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=SV_bBEZMVRhIIZPRwG&ContextLibraryID=UR_2f... 6/2/2022
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Pal

Not
rformed

Infrequently

Frequency
Somewhat Very
Frequently Frequently Frequently

Not

Performed

importance
Not Minor
Important Importance

Important

Page 24 of 44

Critical

Remote

Yes No

Estimate fotal mailpiece contamer weight by weighing a2
sample of mailpiece containers from customer mailing.

FREQUENCY: How often do you perform this task?

O O

O O O

References

IMPORTANGCE: How important is this task for successfully performing vour job?

REMOTE: Can this task be performed remotely?

Pe

Not
rformed

infrequently

Fregquency
Somewhat Vary
Frequerdly Frequently Frequently

O

Not
Perfermed

O O

Please rate each task statement. Be sure fo provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

Importance
Nat Miror
Impartant Importance

O

Important

@)

Critical

00

Remote

Yes No

Lookup addresses for Every Door Direct Mail (EDDM)
customers using usps.com and entering the facility
name and zip code.

Lookup information in multiple sources (e.g., Postal
Expiorer, DMM, IMM) to determine mail type, pricing,
and mail size.

Use BMA webpage including job aides, tools, reference
documents to identify information, resolve questions and
concerns.

Use Fast to verify if the zip codes listed on bundles is
accurate for manual pre-sort orders.

Flease rate each task statement. Be sure to provide three rafings for every task. The scales are visible when hovering your mouse over each rating label.

O

O
O
O

O

O
O
o

O

O
O
O

O

O
o)
O

Reports

O

O
o
O

O

O
O
O

O

O
O
O

O

O
O
O

9

O
O
@)

o

O
O
O

0

ORO,

ON®)
ONO,
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FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Frequency Importance Remote
N N i "
_um:ﬂw“._mu Infrequently mwmﬂm._mﬂ.mmh Frequertly mEMmW.:E. _umqow“._ma _Huonhma _snﬁﬂwnm Important  Crticat | Yes  No
Run £nd of Pay reports to verify completed/released
jobs and account for non-completed jobs. O O O Q O O O O O O O O
Verily and ensure accuracy of Certificate of Maiiing for
customers to confirm USPS released mail. O O O o O O O O o O o o
Sampling

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successtully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remote

Peormes  Inireauenty Eraeenis Frequenty ot Peormed  Impocart bortance  ImRorant  Ciical | ves  No

Fandomy sencrete 3 et otmal omardomeertede 1 O O O O O O O O O 0|00

oot 5 rocord mebetoe e = Penehed O O O O 0 O o) O O C|00

wmmmﬂwmm,%“w matrix to select mail containers for pre-sort O O O O O O O O O O o O
Scorecards

https://uspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/ GetSurveyPrintPreview?ContextSurveylD=8V_bBEZMVRhI{2PRw Gé&ContextLibraryID=UR 2f.. 6/2/2022
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Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Frequency Importance Remate
Not Somewhat Very Not Not Minor .
Performed Infrequently Frequenty Frequently Frequently Performed Important Importance Importart Critical Yas Na

Check Mailing Scorecard for fuil-service and seamiess :
maiiers to view mailer performance {e.g., number of
mailpieces, number of errorg, error type) and verify O O o O O O o O O O O O

assessed fees from errors.

Complete Mail Quality Review Survey using the Mailer
Scorecard for full-service and seamless mailers on
PostalOne to validate USPS communicates scorecard o O O O O o O O O O O O

with mailers.

Send Mail Quality Review to mailers showing mailpiece
processing errors {e.g., undocumented pieces, barcode
errors) to netify of status and potential fees based on O O o O O O O O O O o O

threshold requirements.

Service Requests
Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating iabel.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Fraquency Importance Remote

Net Somewhat Very Not Not Minor

Performed Infraquently Frequenily Fraquently Frequently Performed important importance Important  Criical | Yes  No

https://uspsindevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=SV_bBEZMVRIhIIZPRwG& ContextLibraryID=UR. 2f.. 6/2/2022
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Frequency Importance Remote
Not Somewhat Very Neot Nat Minor "
Performed Infrequently Frequently Frequently Frequently Performed Impertant Impertance fmportart  Critical Yes  MNo

Create service request after customer interactions {(e.g., O o O O o O o O O O O o

calls, emails, walk-ins) using contact information,
including a summary of the acticn.

Create service request using system (e.g., c360) to
identify the customer account/contact information,
summary, service request description and supporting

documentation, service request origin, department, O o o O O O O O O O O O
category and subcategory, service request number and
closing with closing notes.

A—W\_wo_.wﬁm_m Mﬁwﬁ%ﬂcmm and respond to service requests O O O O o O o O O O O O

Use ¢360 to send correspondence via email throughout

service request to maintain communication with O O o O o O O o O O O o

customer and summarize request updates.

Staging

Please rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?
REMOTE: Can this task be performed remotely?

Freguency Importancs Remote
Not Sormewhat Very Net Not Minor .
Pesformed Infraquenty Fraguantly Frequently Frequently Perfarmed Imnpertant Importance Important Critfcal Yes No

Stage cleared mail t iate locati i liet
a o_w% cleared mail to appropriate iocations using palle O O O O O O O O O o O O
Use the band machine fo rebind containers or trays after O O O O O O O o O O O O

completing mail verfiication checks.

b@%kﬁ%&b&%&&n&mﬁﬁ.@i.anmﬁnom.85\05&.ﬂmonﬁob\wHoowm\.&mﬁmmﬂwﬁcﬁwgﬁwa&n«%Oohﬁoﬁmsmﬁcﬂw/\l‘cwMN?Q,WEBwWSQ%OosﬁmmedH.mQHUHGWINm.. 6/2/2022



Qualtrics Survey Software Page 28 of 44

Frequency Importance Remote
Not Somewhat Very Net Not Minor .
Performed Infrequently Frequently Frequently Frequently Performed [mpaortant Impertance Important Critical Yes Ne

Knowledge, Skilis and Abilities Instructions

KNOWLEDGE, SKILLS and ABILITIES RATINGS

This section of the questionnaire lists the knowledge, skills and abilities (KSAs) that may be required to successfully perform your job. For each of the following items, rate the
IMPORTANCE of the KSA for successful job performance, whether the KSA is NEEDED AT ENTRY, cor upon appointment 1o the job, and how well the KSA can provide
DISTINGUISHING VALUE for employee performance.

Instructions: Use the scales below to rate the KSAs. Be sure to provide all three ratings for every KSA. The scales will also be visible when hovering over ezch rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
Not Importanti - This KSA is not important to successful performance.
Minor Importance - This KSA is of minor importance to successful job performance.
Important - This KSA is important to successful performance.
Critical - This KSA is essential to the job and is critically important to successful performance.

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
No - Successful job performance does not require proficiency in this KSA prior to entry. Competence in this area must be developed over time through training or experience
on the job.
Yes - Successful job performance requires this KSA prior to entry. Competence in this area is difficult to acquire, and job demands require this KSA soon after hire (for
example, in the first week or 20).

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees perform
when they have more of this KSA than those who have less of this KSA?
Not at all - Having more of this KSA does not lead to better job performance.
Moderately — Having more of this KSA leads to moderately better job performancs. For example, an employee may need to have working knowledge of national and local
union agresments to gather information needed for grievance processes. However, having more knowledge of union agreements doesn't help the employee to gather needed
information more accurately or quickly.
Considerably — Having more of this KSA leads to considerably better job performance. For example, having more knowledge of national and focat union agreements may
enable a supervisor to have more positive relationships with craft employees and union representatives resutting in significantly fewer grievances.

rﬁcm“\\ﬁmvmgag&wng@.moi.mcm_u.wﬁum.noB\O\m&ﬂwonmoEwHocw&Emx\mﬂmﬂzowgb%aﬁaémogﬁﬁmﬁm%HUumj\lcwmNéﬁ@ﬂé@%ﬂonﬁxﬁmgﬁeﬂ%imw.. 6/2/2022
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KSA Ratings MCC

Communication
Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be leamed on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Not impartant

Importapce

Minor importance

Important

Critical

Needed at Entry

No

Yes

Not at
All

Page 29 of 44

Distinguishing Value

Moderataly Considerably

Ability fo communicate orally and in writing sufficient to
express ideas or facis clearly and logically when
answering questions, giving instructions or explaining
postal regulations and procedures.

Ability to communicate with colleagues to research and
clarify product and service information.

Ability to communicate with customers sufficient o
assess mailing needs, explain terminology, provide
guidance regarding USPS regulations, and process
fransacticns.

Ability fo follow instructions, either oral or written, (e.g.,
job aids, directions included in forms, manuals)
sufficient to apply relevant information based on specific
programs.

Ability to work with others including interacting tactiully
and respecitiully to resolve complaints, problems and
difficult customers.

O

C

O

O

O O

O O

https://uspsindevalfedramp.gov1.qualirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=8V_bBEZMVRhIZPRwG& ContextLibrary[D=UR_2f... 6/2/2022
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Mot important

Importance

Minor Importance

Imporiant

Critical

Needed at Entry

No Yes

Page 30 of 44

Distinguishing Value

Not at

Al Moderately Considerably

Ahility to work Wi pecple SumGient o provide customer
service to customers and coworkers, including
responding to complaints, froubleshocting and resolving
problems, and exercising couriesy.

Knowledge of customer-facing systems (e.g.,
PostalOne, Business Customer Gateway) o provide
direciion fo customers to look up account information
and access electronic services.

O

O

@

O

O

O

Critical Thinking

Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

O

O

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be leamed on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Mot important

Impottance

Minor Impertance

Important

Crifical

Q O

O O

Needed at Entry

o 0O Q

c O O

Distinguishing Value

Notat

Al Moderately

Considerably

Ability to identify and analyze problems, including
gathering necessary information and resources,
evaluating and summarizing the information, and
arriving at an appropriate recommendation or course of
action to address customer needs.

Ability to perform basic mathematical computations
using a calculator including addition, subiraciion,
multiplication and division with whole numbers,
fractions, percentages, and decimals.

Ability to work withcut immediate, on-site supervision.

O

O
O

@)

O
O

O

O
O

O

o
O

O
O

C O @)

O

O O
o O O
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Not Important

Importance

Miner Importance

Important

Critical

Needed at Entry

Page 31 of 44

Distingulshing Value

Not at
Ail

Moderately

Congiderably

Apbility to safely perform the duties common fo the
position.

O

O

O

Mail Verification
Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

O

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA reguired before being hired, or can it be learned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Net Important

Importance

Minor importance

Important

Critical

Needed at Entry

No

Yes

C O

O

Distinguishing Value

Mot at
All

Moderately

Considerably

Ability to compare information sufiicient to verify
mailpiece information and check customer information.

Ability o measure and weigh mailpieces fo determine
the mail category {e.g., flat, leiter, machinable) and
postage rate.

Ability to perform hasic mathematical computations
such as addition, subtraction, multiplication and division
with whale numbers, fractions and decimals to calcuiate
mailpiece volume and weight.

Ability to scan mailpieces and container labels using
handheld scanner.

Ability to visually inspect mailpieces for consistency,
accuracy, and completeness of mail characteristics.

O
O

O

O
O

O

O
O

9

@)

c O
© O

O
O

O O
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Nt Impeortant

importance

Minor Importance Important

Criical

Needed at Enfry

Page 32 of 44

Distinguishing value

Notat

Al Moderately Considerably

Knowledge of mailpiece characteristics (e.g.,
| addresses, zip codes, barcodes) and mailing
| requirements sufficient to determine mail type and rate
' based on the mailpiece and pieceweight.

O

O @)

Physical Abilities

O

O O O

7 Please rate each KSA staternent. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learmed on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish beiwesn acceptable and superior performance on the job? That is, how much betier do employess
! perform when they have more of this KSA than those who have less of this KSA?

Not Important

importance

Minor Importance Important

Critical

Needed at Entry

No Yes

Distinguishing Value

Not at

Al Moderately Considerably

Ability to lift mail containers {e.g., sacks, trays) up to 70
Ibs.

Ability to obtzin and maintain a drivers license.

Ability to push wheeled carfs and pallet jacks.

O

O
O

O O

o O
@) O

Products & Services

O

O
O

OO0 O
ONOING)

o O O

o O O
o O O

m Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when havering your mouse over each rating [abel.
h

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between accsptable and superior performance on the job? That is, how much betier do employess
perform when they have more of this KSA than those who have less of this KSA?
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Not important

Imporfance

Miner Importance

Important

Critical

Needed at Entry

No Yes

Mot at
All

Page 33 of 44

Distinguishing Value

Moderately

Considerably

Knowledge of bulk mail entry processes and procedures
for account types and permits sufficient to ideniify root
causes of customer problems.

Knowledge of forms and applications needed for each
type of product or service (e.g., non-profif, periodicals).

Knowledge of Mailer Scorecard inciuding typical errors
sufficient to respond to basic customer questions {e.g.,
how to request account review and pay an
assessment).

Knowledge of mailpiece classification (e.g., Firsi-class,
marketing mail, non-profit, periodicals, packages
services) sufficient to provide direction and guidance to
customers.

Knowledge of physical mailpiece characteristics and
typical errors (e.g., infelligent mail barcode errors)
sufficient te respend to customer questions.

Knowledge of products and services including permits,
pre-canceled, nonprofit, pericdicals, and other mail
iypes.

Knowledge of USPS policies and standards as defined
in the Domestic Mait Manual and the International Mail
Manual, Publication 52, sufficient to inform decisions
regarding permits, customer accounts, and products
and services.

O
O

O
O

@)

O

References

O o)

O
O

O
O
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NEEDED AT ENTRY: |s this KSA required before being hired, or can it be [earmned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees

perform when they have more of this KSA than those who have less of this KSA?

Not important

Importance

Miner impeottance

Important

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objeciives of the job?

Critical

Needed at Entry

Ne

Yas

Not at
All

Page 34 of 44

Distinguishing Value

Moderately

Ceonsiderably

Ability to identify and analyze customer problems,
inciuding gathering necessary information and
resources, evaluating and summarizing the information,
and arriving at an appropriate recommendafion or
course of action.

Ability to research information using muitiple resources
. {e.g., PostalExplorer, Job Aids, PostalPro, Domestic
i Mail Manual, Infemationat Mail Manual) {o identify mail
| requirements and services.

Ability to use usps.com fo lookop addresses and zip
codes o resolve customer questions regarding EDDM
{Every Door Direct Mail) locations.

Knowledge of USPS policy as defined in the Domestic
Maii Manual {DMM) and International Mail Manual
(M),

O

O

o

O

O

O

O

O

O

, Systems & References & Tools
| Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

@)

O

O

O

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much betier do empioyees
perform when they have more of this KSA than those who have less of this KSA?

ﬁ https://uspsindevalfedramp. gov1.qualirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=SV_bBEZMVRMI2ZPRwG& ContextLibraryID=UR_2f... 6/2/2022
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Please rate each KSA statement. Be sure to provide three ratings for every ia

Not [mportant

Importance

Minor Importance

Impertant

Critical

Needed at Entry

No

Yas

Page 35 of 44

Digtinguishing Value

Nt at
All

Moderately

Considerably

Abhility to adapt to ongoing changes to policies,
systems, tools, and technology.

Ability o research information using muliiple sources
{e.g., Domestic Mail Manual [DMM], international Mail
Manual [IMM]) and cther departments to identify
maifing requirements and pricing for each mail type
{e.g., letters, flats, periodicals).

Ability to use computer applications, sofiware, and
systems (e.g., PostalOne, Genesys, ¢380) to create
and send correspandence, snier data, provide
customer service and lookup information.

Knowledge of systems {e.g., PostalOne, c360)
sufficient to lookup customer account information in
response to questions from customers.

O

®

@]

O

O

O

O

O

@)

O

O

Systems & Tools

sk. The scales are visible when hovering your mouse over each rating fabel.

O

IMPORTANCE: To what extent dees proficiency with the KSA centribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and supericr petformance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Not Important

Importance

Minor Imporiance

Importartt

Critical

O

O

Needed at Entry

o O

O ©

O

O

Distinguishing Value

Mot at
All

Moderaiely

Considerably

Ability to be flexible as needed to adapt quickly to
changing conditions or priorities.

O

O

O

O

o O

O

i https:/mspsindevalfedramp.gov].qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=8V_bBEZMVRM{2PRwG& ContextLibraryID=UR 2f.. 6/2/2022
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Nat Important

Importance

Minor impertance

important

Critical

Needed at Enfry

No Yas

Page 36 of 44

Distinguishing Value

Net at

Al Moderately Considerably

;. Ability to perform data entry into systems of record.

 Please rate each KSA statement. Be sure to provide three ratings for every task. T

Ability to use computers to process transactions and
complete/print Postai forms/worksheets.

Ability to use Microsoft Office Suite {g.g., Quilook) to
send comespondence.

Ability to use weight scales sufficient to weight mail fo

complete mail verification.

Knowledge of postal systems to input and process
electronic or hardcopy postage statements.

Knowladge of Self Service Terminat (SST) and
Business Cusiomer Gateway io provide guidance o
customers to process postage statements.

O O O O OQ0

©C O O O OO0

0 O O O OOQG

Training
he scales are visible when hovering your mouse over each rating label.

O O O O OQ

IMPORTANCE: To what exient does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much belter do employees
perform when they have more of this KSA than those who have less of this KSA?

Net Important

Importance

Minar Importance

Important

Criticat

O O O O OQ
©C O O O OQ0

Needed at Entry

O O O O OO
O O O O OO0
O O O O OQCG

Distinguishing Value

ZMHHMR Moderately Considerably

Apbility to provide guikdance and direction fo internal and

extemnal customners on how to use customer-facing
systems (e.g., Business Customer Gateway).

O

O

@)

@]

o O O

m https://uspsindevalfedramp.gov]._qualirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurvey[D=SV_bBEZMVRhI1ZPRwG& ContextLibraryID=UR_2f... 6/2/2022
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Importance Needed at Entry Distinguishing Valus
Not Important Minor Impeortance Important Critical Ne Yes ZM"__N” Moderately . Considerably
Ability {o provide guidance, coaching, and assistance
{0 internal and extemal stakehoiders on workflow
W manuals, job aids, policies, processes, systems, and O o O O O O O O O
tools.

Equipment, Tools & Technology

Equipment, Tools & Technology

This section of the questionnaire lists systems and technologies you may use to perform your job. For each of the following items, rate the
' FREQUENCY you use the system or technoiogy.

FREQUENCY: How often do you use the system or technology while performing your job? Rate each item using the following scale:
Not Used - | do not use this system or technology in my job.
Infrequently - [ use this system or technology no more than once a month.
Somewhat Frequently - | use this system or technology no more than once a week.
Frequently - | use this system or technology several fimes a week, but no more than once a day.
Very Frequently - | use this sysiem or technology several times each day.

For each of the following ftems, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

Fraguency of Use
Not Usad Infreguently Somewhat Frequently Frequently Very Frequertly
| Account Management System (AMS) O O O O O
Address Matching Engine Web o O O O O

|
, wnvm”\\n%mﬁag&ma&mbﬁ.moﬁbﬁmﬁnm.noE\O\m&ﬁmaomos.\.m_oonbﬁmx\mﬂmgo%wmm%ﬂgmoéwﬁomﬁsamEdoﬁ?md.{@wmmgéﬁwaaQ%OouﬁnﬁbmemQEﬂGWJNw.. 6/2/2022
|
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Frequency of Use

Net Used Infrequently Somewhat Frequently Frequently Very Frequantly

BCG Kiosk (pilot project related)

BMA Webpages, Newsletter, Advisory, Industry Alerts
BMA Workflows

Business Customer Gateway (BCG)

C360

Calibration Weights

Change of Address

ONONONONONONORO
ONONONONONORONS
ONORONONONONONS
ONONONONONONON®
ONORONONORNORONS

Click n Ship (Business Pro)

. For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

Frequency of Use

Not Usad infrequently Somewhat Frequently Frequently Very Frequantly

Computer {Desktop/l.aptop)

Customer Labeling & Distribution System (CLD3)
Customer Support Rulings

eAdmin

EDW/Mailer Scorecard

ONONONCRORS
ONONONONONG
ORONONORONS
OHONONONONG.
ONORONONONG

Elecironic Marketing Reporiing System (EMRS)

7
' https://uspslndevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurvey ID=SV_bBEZMVRhI1ZPRwG&ContextLibrarvID=UR 2f... 6/2/2022
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Frequency of Use

Not Used Infrequanty Scmewhat Frequently Fraquently Very Frequantly
Enterprise Data Warenouse (EDVY) Q O O @) @)
Enterprise imaging Workflow System (elWS) O O O o O
Enterprise Payment System (EPS) o O O o O
Enterprise Verification System (EVS) O o O O O

! For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

Freguency of Use

Not Used infreguently Somewhat Frequently Frequently Very Frequently

ePost Office Box Oniine (ePobal)
eRegistration

Every Door Direct Mail (EDDM) Tool

Facilities Database

Facility Access and Shipment Tracking (FAST)
Genesys

Handheld scanners (e.g., Zebra, IMD)

Industry Alerts

| Informed Visibility (IV)

ONONONONONORONONONRS)
ONONONORONONONONONG)
ONONORONONOCRONORORO.
ORONONONONONCHONONG.
ONORONONONCHONONONS.

Intelligent Mail Barcode

i https:/fespsindevalfedramp. govl.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurvey[D=SV_bBEZMVRhI1?2PRwG&ContextLibrarylD=UR_2f... 6/2/2022
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 For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

Fraquency of Use

Not Used Infrequently Sornewhat Fraquantly Frequently Very Frequently

Intefligent Mail Small Business {IMSB) Tool

Mail Transport Equipment (MTE)

Mail Trangpeort Equipment Ordering (MTEOR)

Microsoft Office Suite {e.g., Outlook, Excel, Word)

MID CRID Tool (MaileriD)

National Meter Accounting and Tracking System (NMATS)
OnfineEnrollment

Package Viewer, WEB APAT

Pahlet Jack {electronic)

ONONONONONONONONORS,
CHONONONONONONONONG,
ONORONONONONONONORS)
ONORONONONONONONONG;
OHONONONONONOCRONONG.

Pallet Jack {(manual)

For each of the following items, rate the FREQUENCY you use the system or technelogy. The scales are visible when hovering your mouse over each rafing labal.

Frequency of Use

Not Usad Infraquentiy Semawhat Frequently Fragquantly Very Freguently

Postal Explorer _ O O o O O

| https:/fuspsindevalfedramp.govl.qualirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=SV_bBEZMVRhI2PRwG&ContextLibraryID=UR_2f... 6/2/2022
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Fregquency of Use

Not Used Infrequently Somewhat Frequently Frequertly Very Frequently

Postal Updates (e.g., Bulletin, Digest)

PostalExplorer (e.g.. IMM, DMM, Customer Support Rulings)
PostalOne

PostalPro

Premium Forwarding Service Commercial

Price Zomnm 123

Product Tracking & Reporiing

Promotions (Informed Delivery Campaign)

ONONONORCGHORONONO
OHONONONONONONORS
ONOCHONONONONONORS
OCOO0OO00O00O0O0O0
ONONONONONORONONO

Rubber Stamper (e.g., rotary dater)

. For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rafing label.

Frequency of Use

Net Usad Infrequently Somewhat Frequently Frequently Very Frequently

Scissor Lift
Self Service Terminal
Single Package Lookup

Templates for Verification

ONONONONG,
O0O0O0O0
ONORONONG,
ONONONONG)
ONONONONG)

VPN token

| htips://uspsindevalfedramp. gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV bBEZMVRIUIZPRwGE&EContextLibrarylD=UR_2f... 6/2/2022
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Frequency of Use
Not Usad Infrequently Somewhat Fraquently Frequertly Vary Frequently
Weight Scales O O O O O
Zipcode Lookup . o O O O o

: Demographic Information

Demographics
Please respond to the foliowing optional demographic items.

Demographic information is used to verify the extent to which the survey respondents are a diverse group, representative of the entire population of
~ employees in these jobs. Demographic data will only be reported in the aggregate.

. Age range:

. 18 - 24 years old
" 25-34vyears old
| 35- AA years old
45 - 54 years old
55 - 64 years old
Qver 65 years old

Gender:

Femaie
I Male
Prefer Not to Answer

htips://uspslndevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSur veyID=SV bBEZMVRUItZPRwG& ContextLibraryID=UR_2f... 6/2/2022
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Are You Hispanic or Latino? (A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or origin, regardless of race.)

Yes
No

Racial Category (Check as many as apply):

Native American or Alaska Native - A person having origins in any of the original peoples of North and South America (including Central America), and who maintains tribal affiliation or community
attachment.

Asian - A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American - A person having origins in any of the black racial groups of Africa.
Native Hawaiian or Other Pacific Islander - A person having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.
White or Caucasian - A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.

End of Survey

Click the Next button below to finish the survey.

Privacy Act Statement: Your information and individual responses to survey questions will be used to 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 39 U.S.C. 401, 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
behalf or request, or as legally required. This includes the following limited circumstances: to a congressional office on your behalf; to a U.S. Postal Service
auditor; for law enforcement purposes, to labor organizations as required by applicable law; incident to legal proceedings involving the Postal Service; to
government agencies in connection with decisions as necessary; to agents or contractors when necessary to fulfill a business function; to the Equal
Employment Opportunity Commission when requested in connection with the investigation of a formal complaint; to the Merit Systems Protection Board or
Office of Special Counsel for the purpese 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 know. For more information on our privacy policies visit www.usps.com/privacypalic

Page 43 of 44
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= UNITED STATES
Bd POSTAL SERVICE.

MobileDeviceRestriction

Mobile Device Restriction

WARNING! You are using a mobile device to complete the job analysis survey.

Close the survey and access it with a laptop or desktop computer.

This survey was designed to be completed on a laptop or desktop computer and should not be completed with a

mobile device.
| am disregarding the instructions

Introduction

Job Analysis Questionnaire
Thank you for your willingness to complete this job analysis questionnaire!

Human Resources is conducting a job analysis of Bulk Mail jobs. Your participation in this analysis is crucial to determine the most relevant characteristics of your job and supporting updates to your job description,

https://uspsindevalfedramp.gov1.qualtrics.com/Q/ EditSection/Blocks/Ajax/ GetSurveyPrintPreview?ContextSurveyID=SV_9EO3 ew512kPsIDQé&ContextLibrarylD=UR_2fV... 6/1/2022
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selection procasses, and training.

The guestionnaire is divided into five sections:

* Background information about yeu and your job
« Job Tasks
. . _Knowledge, Skills, and Abilities (KSAs)
+ Equipment, Tools, and Technologies
* Respondent Demographics

Please be aware that all responses ars confidential and collected data will only ba reported in aggregate form. Participation in this questionnaire is voluntary, and no individual responses will be ideniified from this
survey. Please respond to all statements by following the instructions for aach section and indicating the response that best reflects your opinion. It is important that you compleie each section of the survey, as
incomplete surveys cannot be used in this process.

The guestionnaire will take approximately 90 minutes to complete; it will be open through [close date]. Please attempt to complete the survey in one session. If you are unable fo complete the survey in a single session,
youmay use the same fink to resume the survey. Upon retuming, the link will enable you to continue wheare you left off.

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

Click Next to begin.

Background Information

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.

What is your current job title (“Form 507 position)?

hiips://uspsindevalfedramp.govl -qualirics.com/Q/EditSection/Blocks/Aj mx\mnam:?mwwmb%ﬁimémOouﬁmﬁmgm%aﬁmﬁomomoﬁmﬁwwmeohmmnonﬁﬁggm&\?%rm? . 6/1/2022
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Bulk Mail Techrician (BMT)
Butk Mail Clerk (BMC}

To which tour are you currently assigned?

Tour 1
Tour2
Tour 3

Lenhgth of time in current job ("Form 50" position):

Less than € months
6 - 11 months
1-5years

6-10 years

11 - 15 years

16 - 20 years

Over 20 years

Length of ime at the Postal Service:

Less than & months
6 - 11 months
1-5years

6 - 10 years

11 ~15 years

16 - 20 years

Crver 20 years

Approximately how many hours a week do you work?

https://uspsindevalfedramp. gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=8V_9EQ3cw5t2kPsIDQ&ContextLibraryID=UR_2fV... 6/1/2022
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What is the highest level of education you have completed or the highest degree you have received?

Less than high school degree

High school graduate (high school diploma or equivalent including GED)
Some college but no degree

Assaciate’s degrea (2-year college program)

Bachelor's degrea (4-year college programs)

Master's degree

Docteral degree

Location Demographics

What is your BMT/BRC arsa?

Cap Metro
Eastern
Great Lakes
Northeast
Pacific
Southern
Western

Please identify the option that best describes the facility you work at on a regular basis:

Co-Lecated BME Unit
BME Unit ai an Assogiate Office

https://uspsindevaifedramp.gov].qualtrics.com/Q/EditSection/Blocks/Ajax/GeiSurveyPrintPreview?ContextSurvey ID=SV_9EQ3cw512kPsIDQ& ContextLibraryID=UR_2fV... 6/1/2022
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BME Unit at an Intermnational Service Center
Stand Along BME Unit

Task Statement instructions

TASK RATINGS

This section of the questionnaire lists tasks you may perform. For each of the following items, rate the FREQUENCY you perform the task and the
IMPORTANCE of the task for successful job performance. If you do not perform a task yourself, select “Not performed” for both ratings.

Instructions: Use the scales below to rate the tasks. Be sure to provide both ratings for every task.

FREQUENCY: How often do you perform this task?
Not performed - | do not perform this task.
Infrequently - | perform this task no more than once a month.
Somewhat Frequently - | perform this task no more than once a week.
Frequently - | perform this task several times a week, but no more than once a day.
Very Frequently - | perform this task several times each day.

IMPORTANCE: How important is this task for successfully performing your job?
Not performed - | do not perform this task.
Not Important - This task is not important to my job. Failure to successfully perform this task typically has no consequence.
Minor Importance - This task is of minor importance to my job. Failure to successiully perform this task has little or no consequence.

Important - This task is important to my job. Failure to successfully perform this task has some negative consequencas.
Critical - This task is one of the most essential tasks of my job. Failure to successfully perform this task has significant negative consequences.

Click on NEXT to begin your task ratings.

Task Ratings

Collaboration

https:/fuspsindevalfedramp.govl .mm&ﬂ.wom.noEkO\m&ﬁmnomo%Hoowmbf.EQQQmEm%wamuRiné@Ooﬁnﬁmgmﬁbumzwlwmgnﬁuﬁwwmuuo&nouﬁxm\mgﬁﬁbﬂgwmg .. 6/1/2022
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Page 6 of 31
Please raie each task statement. Be sure to provide two ratings for every task. The scales are vigible when hovering your mouse over each rating label.
FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performirng your job?
Frequency Importance
nquowwma Infrequently wﬂﬂmw—ﬂﬂ Freguantly uu_.mme.aE n&.ﬁwyg _H“_u/n_.n_.ﬁ”ma _BM__o_wnMwom Important  Critical

Collaborate with cther BMTs for policy questions and to
distribute workload.

FREQUENCY: How often do you perform this task?

O

O

O

O

Customer Accounts
Please rate each task statement. Be sure to provide two rafings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: How important is this task for successfully performing your job?

Not
Performed

Infraquenty

Freguency

Somewhat
Frequently

Frequently

O

Very
Frequently

O

Not
Performed

O

O

Impertance

Not
Important

Minor
Importance

O

Important

O

Crifical

Create/edit customer accounts and permits in PostalOne based
on customer need.

Accept customer checks to allow front office to deposit funds
into account.

Complete deposit and fees log for received customer checks,
enter check number and information into customer account,
print receipt and place check in envelope for processing at
window.

O
O

O

O
O

O

o
@)

o

O
O

O

O
O

O

O
O

O

O
O

O

o
O

O

O
O

O

hitps:/fuspsindevalfedramp.govl Gualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPriniPreview?ContextSurveyID=SV_9EQ3 cwS2kPsIDQ&ContextLibraryID=UR_2{V...
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Frequency
Mot Somewhat Very
Performed Infrequently Frequently Frequently Freguently

Not
Perfermed

Importance
Not Minor
tmportant Importance

Page 7 of 31

impartant

Critical

<mn|€ window processes checks by checking receipts and
PostalOne to ensure funds are available in customer account.

Investigate dormant jobs, bad email addresses, and non-use
accounts.

Use PostalOne to lookup customer account information and
identify the Customer Registration ldentification Number
{CRID).

Send customer application for nonprofit to the Pricing,
Classification, and Service Center.

O O O @)

o

O O O ¢

O O o
O O o O
O O O @)

DMU

O

O
O
O

O O

o @)
O O
O O

Piease rate each task statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?

REMOTE: Can this task be performed remotely?

Frequency
Net Somewhat Very
Performed Infrequently Frequently Frequently Frequently

Not
Parformed

Importance

Minor

Not
Important Importance

O

o
O
O

Important

O

@)
O
O

Critical

Travei o Detached Mail Units to complete statements or
conduct sampling of mailers’ mail.

Enter mailing information in logbocks to track orders by mailer
and by fruck driver.

O @) O O O

O O O O O
O O O O O

O

O
O

O O

o) O
O O

O

O
O

O

O
O

https://uspsindevalfedramp.gov].qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveyID=SV_9EOQ3 cw5t2kPsIDQ& ContextLibraryID=UR_2{V... 6/1/2022
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Frequency Importange
Mot Sor hat Vi Mot Not Minor .
_um,.aw_.:mn Infrequently ﬂﬁﬂmﬁ:& Frequently wqmnmw_‘n_w Ferformed Important Impartance Important.  Critical
Complete and attach mail release placard and revenue
protection placard o mail transport equipment before releasing
mail to truck driver.
Monitor loading of mail to be iransported from the Detached
Mail Unit (DMU) to ensure safe loading of APCs on fruck. O O o O o O O O O O
EPS

Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

Frequency importance
Mot Somewhat Very Mot Not Minar .
Performed Infrequently Frequently Frequently Frequenty Performed Impertant importance Important  Critical

M%%%Mw requests for refund and submit to supervisor for O O O O O O O O o o

Guidance
Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

hitps://uspsindevalfedramp.gov] .nqaﬁnm.noﬁio\m&Hma&g\wHoowmt&8@@0&53?9%8&oSQOoEnﬁmEqm%uuumzﬁomomnSmBQmBOﬁOonﬁxFWUHSHOMGWJN? .. 6/1/2022
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Not
Performed

Infrequently

Frequency
Somewhat Very
Frequently Fraquenty Fragueniy

Page 9 of 31

Impertance
Not Not Minor .
Performed Impartant impertance Importent  Critical

Provide guidance fo customers in using the Business Customer
Gateway to manage and lookup account information.

Refer custorners to retail counter, Business Customer Gateway
(BCG), and Electronic Payment System (EPS) to submit
payment for accounts.

Provide guidance to coworkers on how to input information
from customer statements into PostalOne.

Respond to customer calls and emails to answer questions,
provide guidance, or refer to retail number using landline
phone.

Please rate each task statement. Be sure to provide two ratings for every ta

FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?

O

O
O
O

Not
Performed

O
O
O
O

@) O O
O O O
O O O
O @) G

Hardcopy Orders

Infrequently

Frequency
Somewhat Very
Frequertly Frequenty Frequently

O O O C O

O O O o O
O O O C O
O O O O O

sk. The scales are visible when hovering your mouse over each rating tabel.

Importance
Not Not Minor .
Performad Important Importance Important  Critical

Accept hardcopy mailing order form {e.g., PS form 3541) from
customer for acceptance and processing of mail.

Enter hardcopy order information into PostalOne including
processing information (e.g., is it machinable) and postage.

O
O

O
O

O O O
O O O

o © O 0O O
©c O O 0 ©°

https://uspsindevalfedramp.govl -qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurvey D=8V _9EQ3 ewS12kPsIDQ& ContextLibraryID=UR_2fV... 6/1/2022
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Mail Verification .
Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

Frequency importence
Not Scmewhat Very Not Mot Minor ”
Performed Infrequently Frequently Frequently Frequently Performed ImpoRant Importarice Important  Criticel

Reference workflow and job aids to complete mail verification O
and process the postage statement,

O O O O O ©o O

Enter acceptance data using postage statement and complete
mall verificaiion checks before releasing mail into the system.

Conduct sampling prompted by PostalOne by weighing
mailpieces on a scale to calculate piece count.

Conduct mail verification prompted by PostalOne to verify
information on mailpieces (e.g., barcode, weight, sort, mail
processing category, and zip code).

Enter the amount of emrors found in verification of mailpieces in
PostalOne.

Accept postage staterents by entering information (e.g.,
Postage Statement 1D) from printed copy or electronic postage
statements into PostalOne to process order.

O O O O 0O O
O O O O O

Discard printed copy custorner mailing statement after inputting
into PostalOne.

O O O 0 OO0
O O 0O 0 00O
O O O 0 OO0
O O 0O 0 00
O 0O O O 0O
O O 0 0 OO0
O O 0 0 0O
©O 0O 0O 0 0O

O O

Mail Verification
Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

https://uspslndevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurveyID=SV_SEO3 ewSt2kPsIDQ&ContextLibraryID=UR_2fV... 6/1/2022
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FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

Frequency Importance
Not Somewhat Very Not Not Minor -
Performed  INirequently Frequently Frequently  eroquenty Performed Important Imporiance Imporiant  Critical
Print Mail Released Placard after finalizing postage statement O O o O o O O O
in PostalOne.

Print confirmation page for seemless mailers' electronic
postage statement after statement is finalized into PostalCne
for record-keeping.

Attach Mail Released Placard fo mail (e.g., trays, containers,
pallet) to aliow Mail Handlers to move the mail for processing.

Verify information (e.q., zip code, postage) on postage
statement rmatches the tray/container and maflpieces in the job.

Refer mail to supervisor due to verification failure (e.g., permits,
barcodes, labels) and contact customer for correclive action.

Complete Plant-Verified Drop Shipment by verifying, signing,
dating, and stamping forms to show receipt of payment to other
Post Offices.

O O O O O
C O O O O O
O O O O O
O O O O O O
O © O 0O O
© O O O O
© O O O O
© O O O O
O O O O O
O O O O O

Complete mail verification check using Performance Based
Verificaticn (PBV) in PostalOneg including entering order
information, pieceweight calculations, mailpiece inspections,
mail type and rate, permits, camrier routes, and labels.

O

O O

O
O
O
O
O
O
O

Mail Verification
Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

https://uspsindevalfedramp.gov]l.qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurveyID=8V_9EO3cw5t2kPsIDQ&ContextLibraryID=UR_2fV.. 6/1/2022
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FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

Frequency Importance
Not Somewhat Very Mot Not Minor .
Performed Infrequently Frequently Frequently Fraquently Performed Important Importance Important  Griticat
Accept mail and communicate updates and information with
customer. O O O O O O O O O o

Concuct verification on staged mail unloaded on the dock by
customer fo confirm that pallets or trays have required labels.

Conduct verification on staged mail unfoaded on the dock by
customer to verify if the mailpiece label matches the tray/pallet
label.

Determine if a mailpiece is machinable to identify and verify the
postage rate based on dimensions of mailpiece.

Review mailpiece to determine non-profit eligibility.

Check non-profit mail to confirm if mailing requirements are met
to qualify for non-profit rates.

OO0 O O

Conduct a bundle verification by visually inspecting the bundies
for correct placement of addresses, barcodes, bundiing
security, and labeling.

O OO0 O O

OO0 O O
O OO0 0O O O
©C OO0 O O O
O OO0 O O
O OO0 O O ©
O OO0 O O O
O OO0 O O
O OO0 O O O

O O

Mail Verification
Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do vou perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

hetps:/fuspsindevalfedramp.govl .A:m_ﬁnm.ooB\O\m&\nmnonon\w5&6\&g@ﬂmﬁa«mu%&%ﬁioéwﬁouﬁmmﬁwiawenw<lmm0w cwSZKkPsIDQ& ContextLibraryID=UR_2£V... 6/1/2022
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Frequency Importance
Not Somewhat Very Not Not Minor e
Performed Infrequently Frequently Frequently Fregquently Parformed Important Impertance Impertant  Critical

Visually inspect containers (l.e., sacks, trays, pallets) for safety

concemns (2.9., is the mail stable, safe height, safe for O O o O O o O o O O

transportation).

Determine if customer account has sufficient funds and fees
are paid before finalizing postage statement and initiating mail
release.

Hold mail and log errors if there are discrepancies (e.g., pricing
errors) with the postage statement and contact the customer to
" resolve prior to releasing mail,

Complete mail verification/scans for mailings processed and
accepted at the BMEU.

Monitor the non-profit authorization activity report in PostalOne
message center.

File periodical order documents and paperwork.

Review statements of ownership completed by customers to
ensure compliance with mailing frequency otherwise revoke
permit,

O 00O O O
O 00O O O
O 00O O O
O 000 O O
O 00 O O O©
O 00 O O O
O 00O O O
O 00O O O
O 00 O O O
O 00 0 O ©

Manifests
Piease rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over sach rating label.

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

hitps://uspsindevalfedramp.govl.qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContexiSurvey[D=SV_9EO3 cew3tZkPsIDQ&ContextLibrary[D=UR_2{V... 6/1/2022
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Page 14 of 31

Frequency Importance
Mot Somewhat Very Not Not Minor .
Performed infrequently Frequently Fraquenty Frequently Perfarmed Impartant Importance Important  Critical

Conduct quality assurance checks by reviewing batched and
itemized manifest and scanning and weighing mailpieces.

Use scanner for EVS (electronic verification system) to track
mailpieces against 2 customer manifest and log on sheet.

O
O

O
O

O O
O O

Pieceweight

O
o

O
O

O O
O O

Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?

IMPORTANCE: How important is this task for successfully performing your job?

@)
O

O
O

Freguency Importance
Not Somewhat Very Not Not Minor "
Performed Infrequently Frequently Frequently Frequently Performed Important mpartancs Impartant Gritical

Calculate fotal piece count using pieceweight and total mailing
weight.

Estimate total mailpiece container weight by weighing a sample
of mailpiece containers from customer mailing.

Determine the pieceweight of mail by weighing a sample of
minitnum 10 pieces of mail on 2 scale o calculate piece count.

O
O
O

O
O
o

O O
O O
O o

References

o
C
O

O
o
O

o ©
o ©
o 0

Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

o
O

O
O
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FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

Mot
Performed

Infrequently

Frequency

Somewhat
Frequently

Frequently

Very
Freguently

Not
Performed

Mot

tmportant

Importance

Minor
Impertancs

Page 15 of 31

Important

Crifical

Lookup information in multiple sources (e.g., Postal Explorer,
DMM, IMM) to determine mail type, pricing, and mail size.

Lookup addresses for Every Door Direct Mail (EDDM)
customers using usps.com and enteiing the facility name and
zip code.

Use Fast to verify if the zip codes listed on bundles is accurate
for manual pre-sort orders.

Use BMA webpage including job aides, tools, reference
documents to identify information, resolve guestions and
concems.

Please rate each task statement. Be sure to provide two ratings for every task. Th

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

O

O
O
O

Not
Parformed

O

O
O
@)

Infrequently

O

o
O
O

Reports

e scales are visible when hovering your mouse over each rating label.

Freguency

Sormewhat
Frequerty

O

O
O
O

Frequently

O

O
O
O

Very
Frequently

O

O
O
O

Net
Pearformed

O

O
O
O

Not

Important

o

O
@)
O

Importance

Miner
Importance

O

O
O
O

fmportant

O

O
O
O

Critical

Run End of Day reports to verify completed/released jobs and
account for non-completed jobs.

O

O

O

Q

O

O

O

O

O

O
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Frequency Importancs
Not Semewhat Very Not Naot Minor -
Performed Infrequantly Frequently Frequently Frequently Performed Important Importance Important  Critical

Verify and ensure accuracy of Certificate of Mailing for O o O o O O O O O O

customers 1o confirm USPS released mail.

Sampling

Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label,

FREQUENCY: How often do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

Frequency importance
Not Somewhat Very Not Nat Minor .
Performad Infrequantly Freguentiy Frequantly Frequently Performed Important Importance Important  Critical
Use sample matrix to select mail containers for pre-sort O O Q O O O O O O O
verification.

Create a sample plan using sampling randomizer tool to O O O O O O O O O O

randomly generate a list of mail containers to sample.

Scan mailpieces and containers using a handheld scanner io O O o O O O O O O O

record maiipiece data.

Scorecards
Please rate each task statement. Be sure to provide two ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How ofien do you perform this task?
IMPORTANCE: How important is this task for successfully performing your job?

https:/fuspsindevalfedramp.govl -Gualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurvey[D=SV 9EQ3 ewSt2kPsIDQ& ContextLibraryID=UR_2fV... 6/1/2022
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Frequency
Not ‘ Somewhat
Performed Infrequerty Frequently Frequently

Very
Frequenty

Page 17 of 31

importance
Not Not Minor
Performed Important importance Important

Check Mailing Scorecard for full-service and seamless mailers
to view mailer performance (e.g., number of mailpieces,
number of errors, error type) and verify assessed fees from
errors,

Complete Mail Quality Review Survey using the Mailer
Scorecard for full-service and seamiess mailers on PostalOne
1o validate USPS communicates scorecard with mailers.

Send Mail Quality Review to mailers showing mailpiece
processing errors (e.g., undocumented pieces, barcode errors)
to notify of status and potential fees based on threshold
requirements.

Please rate each task statement. Be sure to provide fwo ratings for every task. The scales are visible when hovering your mouse over each rating label.

FREQUENCY: How often do you perform this task?

O O O O

O O O O

o O O O

Staging

IMPORTANCE: How important is this task for successfully performing your job?

Frequency
Not Somewhat
Performed Irfrequently Freguently Frequently

o)

O

O

Vary
Frequently

O O O O

O O O O

O O O O

Importance
Mot Not Minor .
Performed important tmportance Important  Critical

Stage cleared mail to appropriate locations using pallet jacks.

Use the band machine to rebind containers or trays after
completing mail verification checks.

O O Q O

O
O

O O O
O O O

O O .
O ©
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KNOWLEDGE, SKILLS and ABILITIES RATINGS

This section of the questionnaire lists the knowledge, skills and abilities (KSAs) that may be required to successiully perform your job. For each of the following items, rate the
IMPORTANCE of the KSA for successful job performance, whether the KSA is NEEDED AT ENTRY, or upon appointment to the job, and how well the KSA can provide
DISTINGUISHING VALUE for employee performance.

Instructions: Use the scales below to rate the KSAs. Be sure fo provide all three ratings for every KSA. The scales will also be visible when hovering over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
Not Important - This KSA is not important to successful performance.
Minor Importance - This KSA is of minor importance to successful job performance.
Important - This KSA is important to successful performance.
Critical - This KSA is essential fo the job and is critically important to successful performance.

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
No - Successiul job performance does not require proficiency in this KSA prior to entry. Competence in this area must be developed over time through training or
experience on the job.
Yes - Successful job performance requires this KSA prior to entry. Competence in this area is difficult to acquire, and job demands require this KSA soon after hire (for
example, in the first week or s0).

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much betier do employees
perform when they have more of this KSA than those who have [ess of this KSA?
Not at all — Having more of this KSA does not lead to better job performance.
Moderately — Having more of this KSA leads to moderately better job performance. For exampie, an employee may need to have working knowledge of national and local
union agreements to gather information needed for grievance processes. However, having more knowledge of union agreements doesn’t help the employee to gather
needed information more accurately or quickly.
Considerably — Having more of this KSA leads to considerably better job performance. For example, having more knowledge of national and local union agreements may.
enable a supervisor to have more positive relationships with craft employees and union representatives resulting in significantly fewer grievances.

KSA Ratings

Communication
Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

hitps://uspsindevalfedramp.gov].qualtrics.comAY/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID= SV_OEO3cwS2kPsIDQ& ContextLibraryID=UR_2fV... 6/1/2022
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IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

Page 19 0f 31

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Net bnportant

Importance

Minor importance

important

Critical

Mesded at Entry

No

Yes

Not at
All

Distinguishing Value

Moderately

Considerabiy

Ability to communicate with customers sufficient to

assess mailing needs, explain terminology, provide
guidance regarding USPS regulations, and process
transactions.

Ability to communicate orally and in writing sufficient
to express ideas or facts clearly and logically when
answering questions, giving instructions or
explaining postal regulations and procedures.

Ability to work with others including interacting
tactfully and respectfully to resolve complaints,
problems and difficult customers.

Ability to follow instructions, either oral or written
such as forms or manuals, and applying relevant
information.

Please rate each KSA statement. Be sure to provide three ratings for every fask. T

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?
DISTINGUISHING VALUE: How well does this KSA help to distinguish between acce

O

O

O

O

O

O

O

integrity

perform when they have more of this KSA than those who have less of this KSA?

O

O

O

O

he scales are visible when hovering your mouse over each rating label.

O

ptabie and superior performance on the job? That is, how much better do employees
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Not Important

Importance

Mincr Importance

important

Critical

Needed at Entry

No Yes

Page 20 of 31

Distinguishing Valug

Not at

Al Maderately Considerably

Ability to work without immediate, on-site
supervision.

Ability to safely periorm the duties common to the

position.

O
O

O
O

Mail Verification

O
O

O
O

O O
O O

© O O
o O O

Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Not Impertant

Importance

Minor Importance

Important

Critical

Needed at Entry

No Yes

Bistinguishing Value

ZM_m Moderately Considerably

Ability to compare information sufficient to verify
mailpiece informaticn and check customer

information.

Ability fo perform basic mathematical computations
such as addition, subtraction, multiplication and
division with whole numbers, fractions and decimals

te calculate mailpiece volume and weight.

Ability to measure and weigh mailpieces to
determine the mai! category (e.g., flat, [etter,

machinable} and postage rate.

O

O

O

O O

o O O

https://uspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurvey PrintPreview?ContextSurveyID=SV 9EO3 cwSt2kPsIDQ& ContextLibraryID=UR_2{V... 6/1/2022
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Not impertant

Importance

Minor Imperiance Important Critical

Needed at Entry

Ne Yes

Page 21 of 31

Distinguishing Value

Not at

Al Moderately Considerably

Knowledge of mailpiece characteristics (e.g.,
addresses, zip codes, barcodes) and mailing
requirements sufficient to determine mail type and
raie based on the mailpiece and pieceweight.

Ability fo scan mailpieces and container labels using
handheld scanner.

Ability to visuaily inspect maflpieces for consistency,
accuracy, and completeness of mail characteristics.

O
O

@) O O
O O O

Physical Abilities

O
O

O
O
O

Please rate each KSA statement. Bes sure to provide three ratings for every task. The scales are visible when hovering your meuse over each rating label,

IMPORTANCE: Te what extent does proficiency with the KSA contribute to the primary objectives of the job?

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acce

perform when they have more of this KSA than those who have less of this KSA?

Nat Important

Importance

Minor Importance Important Critical

Neaded at Entry

No Yes

ptable and superior performance on the job? That is, how much beiter do employees

Distinguishing Value

Not at

All Moderately Censiderably

Abliity to push wheeled carts and pallef jacks.

Ability to [iit mail containers (e.g., sacks, trays) up to
70 Ibs.

Ability to obtain and maintain a driver's license.

https://uspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview?ContextSurveylD=8V_9EO03cw5t2kPsIDQ&ContextLibrary[D=UR_2fV... 6/1/2022
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O
O

O
O
O

Products & Services

O
O
O

O
O
O

O o
o O
@) O

o O
o O
o O

O
O
O



Qualtrics Survey Software Page 22 of 31

Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribute to the primary objectives of the job?
NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Importance Needed at Entry Distinguishing Value

Not Impartant Minor importance Importarit Criticai No Yes zwn__mﬁ Moderately Considerably

Knowledge of products and services including

permits, pre-canceled, nonprofit, periodicals, and O O O O O O O O O
other malil types.

References
Please rate each KSA statement. Be sure io provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA contribuie to the primary objectives of the job?

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior perfermance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Importance Needed at Entry Distinguishing Value

Not Important Minor Importance Impertant Criical Ne Yes zM»:mﬂ Moderately Considerably

Ability to research information using multiple
resources (e.g., PostalExplorer, Job Aids,

PostalPro, Domestic Mail Manual, internationa! Mail O o O O O O O O O

Manual} to identify mail requirements and services.

Knowledge of USPS policy as defined in the O O O O O o O O O

Domestic Mail Manual (DMM) and International Mail
Manual (IMM).

https:/fuspsindevalfedramp.govl -qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyID=8V 9E03 cwSt2kPsTDQ& ContextLibraryID=UR_2{V... 6/1/2022
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Importance Needed at Entry Distinguishing Vaiue

Not at

Net Important Minor importance Important Critical Ne Yes Al Moderately Considerably

Ability to use usps.com to lockup addresses and zip

codes 0 resolve customer questions regarding O O O O O O O O O

EDDM (Every Door Direct Mail) locations.

Ability fo identify and analyze customer problems,
including gathering necessary information and
resources, evaluating and summarizing the O O O O O O O O O
information, and arriving at an appropriate
recommendation or course of action.

Systems & References & Tools
Please rate each KSA statement. Be sure to provide three ratings for every task. The scales are visible when hovering your mouse over each rating label.

IMPORTANCE: To what extent does proficiency with the KSA confribute to the primary objectives of the job?

NEEDED AT ENTRY: Is this KSA required before being hired, or can it be learned on the job?

DISTINGUISHING VALUE: How well does this KSA help to distinguish between acceptable and superior performance on the job? That is, how much better do employees
perform when they have more of this KSA than those who have less of this KSA?

Importance Needed at Enfry Distinguishing Value
Not Important Minor Importance Important Critical No Yes zwﬂ__m” Mederately Considerably
Ability to use computers to process transactions and
completefprint Postal forms/worksheets. O O O O O O O

Anility to use Microseft Office Suite (¢.g., Qutlook) to
send correspondence.

Knowledge of pestal systems to input and process
electronic or hardcopy postage statemenis.

OO0 O
OO O
OO0 O
OO0 O
OO O O
OO0 ©C O
OO O
OO0 O
OO0 O

Ability to perform data entry into systems of record.
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Importatnice Needed at Entry Distinguishing Value

Not Impertant Minor impertancs Important Critical No Yes z.o.m_ﬂ ioderately Considarably
Abifity to be flexible as needed to adapt quickly to
changing conditions or priorities. O O O O O O O O O
Ability to use weight scales sufficient to weight mail
to complete mail verification. O O O O O O O O O
Knowledge of Self Service Terminal (SST) and
Business Customer Gateway to provide guidance to O O O O O O O O O
customers o process postage statements.

Equipment, Tools & Techniology

Equipment, Tools & Technology

This section of the questionnaire lists systems and technologies you may use to perform your job. For each of the following items, rate the
FREQUENCY you use the system or technology.

FREQUENCY: How often do you use the system or technology while performing your job? Rate each item using the following scale:
Not Used - | do not use this system or technology in my job.
Infrequently - | use this system or technology no more than once a month.
Somewhat Frequently - | use this system or technology no more than once a week.
Frequently - | use this system or technology several times a week, but no more than once a day.
Very Frequently - | use this system or technology several times each day.

For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating label.

https:/Asspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blo cks/Ajax/GetSurveyPrintPreview?ContextSurveyID=SV 9ECG3 ewSi2kPsIDQ& ContextLibraryID=UR_2fV... 6/1/2022
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Frequency of Use

Not Lised Infrequantiy Somewhat Frequently Frequenty Very Frequantly

Account Management System {AMS)

Address Maiching Engine Web

BCG Kiosk {pilot project refated)

BMA Webpages, Newsletter, Advisory, Industry Alerts
BMA Workflows

Business Customer Gateway (BCG)

C360

Calibration Weights

Change of Address

ONONONONORONONONONS,
CNCHONONONONONONONS
ONONONORONONONONON®)
CHOCRONONONONONONORS
ONONCRONONORONONONG.

Click n Ship (Business Pro)

For each of the following items, rate the FREQUENCY you use the system or technology. The scales are visible when hovering your mouse over each rating [abel.

Freguency of Use
Not Used Infrequently Somewhat Frequently Fraquently Very Frequently
Computer (Desktop/Laptop) O O O O O
Customer Labeling & Distribution Systern (CLDS) O O O O O
Customer Support Rulings O O O O O

hitps:/fuspsindevalfedramp.gov 1. qualtrics.com/Q/EditSection/Blocks/Ajax/ GeiSurveyPrintPreview?ContextSurveyID=8V_9B03cw512kPsIDQ&ContextljbraryID=UR. 2fV... 6/1/2022
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Froquency of Uise

Net Used inrequenty Somewhat Frequently Frequenty Very Frequenty
Scissor Lift O O O O O
Seif Service Terminal O O O O O
Single Package Lookup O O O O O
Templates for Verification O O O O O
VPN token O O O O O
Weight Scales O @ @ O O
Zipcode Lookup O O O O o

Demographic Information

Demographics
Please respond {o the following optional demographic items.

Demographic information is used to verify the extent to which the survey respondents are a diverse group, representative of the entire population of
employees in these jobs. Demographic data will only be reported in the aggregate.

Age range:

18 - 24 years old
25 - 34 years old
35 - 44 years old

hitps:/fuspstndeval fedramp. gov1.qualtrics.com/Q/EditSection/Blocks/Aj ax/GetSurveyPrintPreview ?ContextSurveyID=8V_9EQ3cw3t2kPsIDQéS:ContextLibraryID=UR_2fV... 6/1/2022
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45 - 54 years old
55 - 64 years old
Over 65 years oid

Gender:

Femaie
Male
Prafer Not to Answer

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

Yes
No

Racial Category (Check as many as apply):

Native American or Afaska Native - A person having origins in any of the original peoples of North and South America {including Central America), and who maintains tribal affiliation or community
attachment,

Asian - A parson having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Subcontinent including, for example, Cambodia, China, India, Japan, Korea, Malaysia,
Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American - A person having origins in any of the black racial groups of Africa.
Native Hawaiian or Other Pacific [slander - A person having origins in any of the original peoples of Hawaii, Guam, Samea, or other Pacific Islands.
White or Caucasian - A person having origins in any of the original peoples of Europe, the Middle East, or North Africa.

End of Survey

Ciick the Next button below fo finish the survey.
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Privacy Act Statement: Your information and individual responses to survey questions will be used to provide the HQ Human Resource Office with decision
making information based en 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 voluntary. We do not disclose your information te third parties without your consent, except to act on your
behalf or request, or as legally required. This includes the following limited circumstances: to a congressional office on your behalf: to a U.S. Postal Service
auditor; for law enforcement purposes, to labor organizations as required by applicable law; incident to legal proceedings involving the Postal Service; to
government agencies in connection with decisions as necessary; to agents or contractors when necessary to fulfill a business function: to the Equal
Employment Opportunity Commission when requested in connection with the investigation of a formal complaint; 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
Council when consistent with the public's right to know. For mare information on our privacy policies visit www.usps.com/privacypolic
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