LABOR RELATIONS

> UNITED STATES

POSTAL SERVICE

November 09, 2023

Mr. lvan Butts

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, Va. 22314-2753

Dear lvan:

As a matter of information, Human Resources is conducting a job analysis study of the
following EAS positions within the Business Mail Entry Units and Mailing & Shipping Services
Center:

e 2345-0022 Mailing Standards Specialist (EAS-16)
e 2345-0128 Supervisor, Mailing & Shipping Solutions Center (EAS-19)
e 2345-0043 Supervisor, Business Mail Entry (EAS-17)

Surveys will be administered to incumbents to collect ratings of tasks and knowledge, skills,
and abilities (survey attached). Participation will be voluntary, and responses will remain
confidential and be reported only in aggregate.

The results of the job analysis will be used to update job descriptions, selection processes,
and training for these jobs. Enclosed is a sample of the survey that will be administered.
Please contact Paulita Wimbush at extension 4042 if you have any questions concerning this
mafter.

Bruce A. Nicholson
Director
Labor Relations Policies and Programs

Enclosure

475 L'ENFANT PLaza SW
WasHINGTON, DC 20260-4101
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MobileDeviceRestriction

Mobile Device Restriction
WARNING!
You are using a mobile device to complete the job analysis survey.
This survey is not compatible with mobile devices.
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.

O | am disregarding these instructions.
Introduction

Business Mail Acceptance Job Analysis Questionnaire
Thank you in advance for taking the time to complete this job analysis questionnaire.
Human Resources is conducting a job analysis of Business Mail Acceptance jobs. Your participation is crucial to the success of this project.
The information and data gained from this survey will ONLY be used to inform updates to job descriptions, selection methods, and training materials for Business Mail
Acceptance jobs. It is important that you respond to the survey as accurately as possible in order to indicate the work you do as part of your job within the BMEU or

MSSC.

This questionnaire is expected to take approximately 90 minutes to complete. You may complete this questionnaire in multiple sessions. The link you received by email will
allow you to return to and continue completing the questionnaire.

The questionnaire is divided into five sections:

= Background information about you and your job
« Job Tasks

» Knowledge, Skills, and Abilities (KSAs)

» Systems & Technology

* Respondent Demographics

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

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

Click Next or — to begin.

Background Information

Background Information

Please answer the following questions about yourself and your job. Please focus on your Form 50 role/position only. 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 fitle {Form 50 position)?

o Supervisor Business Mail Entry (BME)
o Supervisor Mailing & Shipping Solutions Center (MSSC)
O Mailing Standards Specialist (MSS)

Which department does your work/role primarily support?

https://uspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/ Ajax/GetSurveyPrintPreview?ContextSurveylD=SV_6Aanwr2uoyx3lJ8&Context...  1/32
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(O Business Mail Entry Unit (BMEU)
(O Mailing & Shipping Solutions Center (MSSC)

What geographlcal area do you primarily support?

O WastPac (includes Paclic, Wastem)

(O Central (Includes Groat Lakes)

(O Southern

{0 Allantic (includes Cap Metro, Eastern, Northeast)

What type of facility do you work at on a regular basis?

O Co-Located BME Unit

{0 BME Unit at an Assoclate Office

(O BME Unlt at an Internationel Service Center (ISC)

(O Stand Alone BME Unit

(O Remotely to Support Helpdesk Activities

(O Inan Office to Support Helpdesk Activites

O Hybrid (both remote and in cffice) to Suppert Helpdesk Activities

How long have you been at USPS?

(O Less than 6 months
(O 6-12months

() 1-5years

() 6-10years

O 116 years

O 18-20years

() Over20 years

tlow long have you been in your current job?

(O Less than & months
(O &- 12 months

(O i-5years

() 6-10ysars

O 11-15 years

O 18-20years

(O Over 20 years

How long have you bean working within your department: ${g:#QiD54/ChoiceGroup/SelactedCholcas)?

(D Less than 6 months
) 6-12months

() 1-5years

(O 6-10years

O 1-15 years

() 16-20years

{) Over20 years

What type of training for your current role have you completed? Choosa which option best reflects your experience.

(O | completed the In-person, on-site training at the National Center for Employee Davelopment (NCED),
O | completed the virtual leaming (VLR) course.
o | did not complete any of the courses listed above.

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

What is the highest leval of aducation you have completed?

(O Less than a high school degres

(O High school degree (diploma, GED, or equivalent)
(O Some collega, but no degres

O Associale dagree {2-year collega program)

() Bachelors degree (4-year college program}

(O Master's degres

https:/uspsindevaifedramp.gov.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=8V_6Aanwr2uoyx3hi8&Context.,.  2/32
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Task Frequency & Importance

Instructions

Qualtrics

Job Tasks

Survey Software

Task Frequency and Importance Ratings

This section includes a list of job tasks. For each task, you will be asked to indicate the frequency and importancs, as it relates to your job within the BMEU or MSSC. For
each task, choose the rating that best reflects how often and how important each task is for your job. Your ratings should reflect your current Form 50 role and assighment

within the BMEU or MSSC.

Freguency is how often you perform a task. For Frequency ratings, censider how often on average you have performed the task over the last year, For example, a task

that is performed multiple times a day should be rated as Daily.

Importance is how important a task is for successful job performance, For example, a task that is not related 1o your job in the BMEU or the MSSC such as processing

mail on the sorting machine, would be rated Not Important,

There is a total of 85 tasks. The tasks are grouped fogether based on common themes and similarity with other tasks.

Use the rating scale below to rate each task statement:

FREQUENCY

How often do you perform this {a:

sk?

Regardless of the Importance of the task, Indicata how cften you perforn: .

Neot Performed

Annually Monthly

Weekly

Daily

do not perform this task In my

currant fob.

| parform this task yoarly. or up

(o a few Imos per year.

| parform this task monthly, or

up to a few mes per month,

perform this task weakly, or up

o & few lines per woek.

| parform lhis ask daily, or up lo;

la few times per day,

IMPORTANCE

How Impertant or relavant |s this task for successiully performing your job?

Regardless of the frequency or amount of time spent an this task, indicate this task's Importance,

Not Important ! Refevang

Somewhal Impeortant / Relevant

Important / Relevant

Critical / Highly Relevant

{This task s nal impartant of relevant ta

jmy currant job.

IThis task Is semowhat impertanl or [his fask Is Impo

Falevent to my job. Fellure fo do thls job. Falluge 10 do

kask has same negative consequences,

Jle negative cor

rtant or relavant te my
this lask has my Job,

perlous

iThis lask is erilical or highly relsvan to

Failurs te do this 1ask has very

Communication

FREQUENCY
Nol Aovuglly | Montbly | Waokly Dall
Porformed i
| do not | perform thisll parterm thisdl parform thisi perfortn this|
perfom lbls {ask yearly, ftask manthly,ftask weekly, [ task daily, or
\ask in m oruptoa oruploa oruptoa [ uptoafow
currenljog few limes perflew Umes perjfew times pen) imes por
year, month, waek, day,
Mat Arnnuall Monthly Woukly Dally
Partormad i

hegaliva conseguences.
IMPORTANCE
Not Important Somewhat Important / Crftical
/Relavant § MPOMEMEL | Ty vant Highly
Relavant ole Relovanl
Trlsiaskls | Thistaskls | This faskis
somewhat | important or critical or
This task s impastant or |refevant ta myihlghly relevant
et Imporlant relevant to my| job. Fallura to | to my Job.
em zu iy Job. Failure to} do this task | Failure to do
51'“ T do this task has this task has
- has some | consiicrable | very serous
negative negetiva negative
ansequencesieonsequancesjconsequences|
Nt Somewhal .
Important / Tmportant / '"F'{'gfmmlf Cr'gﬁ! / I-Eingthly
Relevant Ralovant svan eeval

Attend meetings and telecons Lo cemmunicate updates, proviis Information, and
address discrepancias with acceptance or sustomer ascounts,

Communizate Informalion and lead tralning sessions relaled lo changes in policies
or procedures lo employees.

Fellow-tp with polts of contact regarding mall fallures at locations to detarmina
raot causes und provide guidance o customers,

Facllitate and coordinate meetings wilh internal and external custemers [o addrass
customer satisfaction seores, and ldeatify opportunilies for improving halpdesk
aclivities. :

Facllitate implementation of entiancements and changes 1o new and axisting help
desk aciivilles and processes.

O
O
@)

Net
Performed

0]
O

O
O
O

Annuelly

O
o
O

" Monthly

O
O

O
O

Communication

O
O
O

Waokly

O
O

O
O
©

Daily

@)
O

O
O
O

Not
Important /
Rolavant

O
@)

G
O
O

Raolavant

O
O

Somewhat linportant /

O
O
O

O
0O

Important /
Relevant

O
O
O

Crlleat / Highly
Relevant

O
O

hitps:/fuspsindevalfedramp.govt.qualtrics.com!Q/EditSection/Blocks/Ajax/GelSurveyPrintPreview? ContextSurveylD=8V_BAanwr2uoyx31J8&Context. ..
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FREGUERCY
pﬁﬂNm g | Annually | Menthly § Weakly Dally
orme
Vdo net |1 Perform thisfil perform thisll perform thisfl perform this)
pesform this task yaady, ftask monthly,|task weekly, | task dally, or
taskinmy | OTUpLA j orupton || arlploa |uptoafow
current jeb, §°% times pecfew times parifew timas per] tmas per
N YOBT. manth, wesk. day.
Hot Annusl Manthi Week Dl
Performad Y cnthly eckly ally

IMPORYANCE
Nat Impartant ﬁ:ﬁmﬁﬂ Imporant / GF?\E%?;!
/Relevanl | “potovan Ralevant Ralevant
‘Thistaskls | Thistaskls | Thislaskis
somewhat | important or | critical ar
Inportant or |ratevant 1o myhighly relevant
nz?l‘;lag:g;it relovant io imy) job. Fallura to | to my Job,
gl gurrenl Job. Failure to] do this task || Fallure to do
!fob do lhis task has this task hes
. has some  { considerable || very serious
negative negalive negative
onsaguencesconssquencesiconsequences
Not Somewhat
Important / Important / Important / Griioal 7 Highly
Relevant Relavant Ralevant Ralevant

Communicate with palnts of contast at Dotachad Mall Unk {MU) 1o resolve
discrepanaies wilh customer account,

Gommunicate with maltars regarding mail transpart equipment (MTE)} needed for
preparing mall.

Coordinale scheduling of Trallers to ensura mail i picked up at Datached Mait Unit
{DMU) Ingations,

Communfcate pricing decisiens and updates to customar,

Communicaie witit others to idenlify, reubleshooi, and resclve diserepancies and
srrors with postage statements, mater scorecards, and mallplece processing
aotivities regarding mail scceptance and verification processes, polices, and
procedures.

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

Not
Performed

c o O 0O o0
o o o 0O O

Annuafly Monthly Woakly Dailly

Communication
FREGQUENCY
Aot Annually | Month Dai
Parformad nnually ontily Waokiy aily
\donot ]! perform this{l perform thisfl perform thisfl perform this
perform this | 125k yeady, [task montbly,| task weekly, | lask daily, or
task Inmy |, O 4P lca | oruploz | oruptoa § uptoafew
curront job ffew times perffew lmes petffow tines per] limes per
: year, manth, weok, day,
ot Al L hi Waekl
Performed naualy Monthiy aukly Daily

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

Grileal / Highly
Relevant

Important /
Ralevent

Not
Somewhat Important f
Important/ Relovant

Relevant

O O O O
O O O O

IMPORTANCE
Not Enpartant ﬁom?'whf} Important / C}-r;llk;‘acl !
F Relevant Hartan Relevant gy
Relovant Relevant
it CoLobert by
Thistask is | This taskls | This task is
samewhat || important or ritieal or
T ack Is important or {rafevani to myfhighly relovan
nelimnortant s tte myj joh. Fallure to|  to my job.
lom gurrenl Job, Fallure to] do this task § Faliure to do
";’ob do this task has lhis task has
) has some | considerable 1 very sefious
negallve negalive negative
lcensequencesicansaquancesiconseduences|
Net Somewhat .
Important / Important / Irgplnnantt! Gn:_:.a:l Hig{hly
Relevart Relevant elevan clevan

Oversea and ensure customer outreach activitles Including updatas (o new
programs, pricing, and hollday schedules are compleled,

Comimuricate with employees and customers to faciltate customer transition to and
from products and servicas,

Ensure asoeptance policies and procadure related updales are communlcsled lo
and understoad by employass.

Review and ask BME units 1o reach out to cilslomers to resolve dormanl jobs o
ensure payment and processing are completed.

Communicate updates regarding mail verification failures, discrepancies, and issuas
te employees and customers,

https:ffuspsindevalfedramp.gavt.qualftics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=8V_GAanwr2uayx3l.I8&Context. ..
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Not
Perfarmed

c O O 0 O
c O O 0 0O

Annually Monthly Weekly Daily

Communication

O ) O O
O o O O
O O O O

Not
Important /
Relevanl

O o - O O
O O O O

Somawhat Imporlant /
Relfevan

Impoeriant /
Relevant

Crlical f Highly
Relevant
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IMPORTANCE
FREQUENCY Semawhat Crltjcal /
POt ot | mEorent! | gy
(P " Relavani Relevant
Pesformad || nually § Monthly  Weekly Daily Tivlstaskls | This taskls | This task|s
— somawhat | Importanter | critical or
1de not lrlﬁerform Thisii petform thishi perform thisjl perform this: .| important or |relevant to mylhichly ralevan
perfarm (his task yearly, Stask menlhly task weekiy, i lask dally, o This lask is relevant o my |job. Fatfura to] - to my job
task in my . %" 4P toa | oruploa | oruploa fuptoalew not important Jab, Ealiure lg i do this lask Failurg todo
currert job, §°W times perfiew fimes perfew fimes pert imas per to my curcent Ty livlss tasic has this lask has
yoar, month, wosk, gay. fob has some ] considerable | very serious
negalive negative nagalive
consaguancesironseauencesiconssguencasi
Not Somewhat
Not Important / Critcal f Highly
Annuaily Monthly Weekly Dally Important f important f
Parformed Relevant Relevant Relavart Relevant
Lead oni en eine meetings with smployees to provide dirsction and guldance, O o O O O O
discuss goals and performance, and provide feedback, O O O
Conduct team maatings and safoly and stand up talks (o keep craft employeos
informed of USPS Inlljatives, local projects, and polioy, regulatien, end safsty O O O O O O O o O
standards,
Mot
Not Semewhet Imporlant/  mpartant/ Criteal / Highly
Performed Annually Monthly Waakly Dally fmportent / Relevant Relgvant Relevant
Relavant
Communicate with unfon repressntatives to resolve contractual confiicls and ensure
adherance ta local and national sgresments, O O O O Q O O O O
Commuricate with employees at the start of shifls to provide updates, ensure
equipmeant Is working properly, and the unit is ready for customers. O O O O O o O O O

Supporting Compliance
FREQUENGY
Mot Annually | Worthl Waekl Dall
Porformad nhually onthly aukly ally
1 do nel | perform thisi{) perform this{]] perform thislfl parform this!
perferm this task yearly, ftask manthly) lask weekly, {|task dally, or
task in my §. OruP toa | orupta oruptoa |l uplo afew
currant job, & times perjfew times per|few times perj tmes per
. year, month, week, day,
Not i Wonlhly — Weekly i
Performad Annually onthly aokly aify

IMPORTANCE
Not important E:;;m:;’j Imporant / C’_:'[gf;'}l,"
1 Relgvart Relevanl Relovant Relevant
ALl S
This teskls §| Thistaskis || Thistaskis
somewhat { Important or crittcal or
Imporlant or Jrelevant te myjhighly relevant
nz?';ﬂ“:;:l Jrelavant to my] Job. Failure to]  ta my Job.
e gﬁmm Job, Fallure lo] do this task | Fallurs o do
{)h do this lask has thls task has
Jo. has some | considerable | very seriolis
negative negailve negative
polgeguences
Not Somewhat Critical /
Important/ fopertant/  Weortant! Highly
Relevani Ralevant " Relavant

Ensures that BMEU and dock area cenlains avallable space for customers to present mall
far acceptance.

Menage employee fima and attendance, induding malnteining accurate imekeeplng
records,

Coordinate hiring activities (a.g., schedule information sessions, create job posting
raquests, conduct Intervisws) with {ecal Humen Resources lo manage facillly
complement,

Authorize ovarlime based on workload, avallable resoureas end labor agreement! union
contracl.

Reguest work orders for maintenance of the facllity (e.g., ightbulls replacements).

O
O

@)

Mot
Parfermed

O
@)

O
O

O

Annualy

O
O

O
O

O

tonthly

O
O

O
O

O

O
O

Woekly Dally

o O
o O

Supporting Compliance

FREQUENCY
Not ;
Annually Monihly Waeckly Daily
Porcrmed
1 do nat | perfarm (his|l perform his||l perform this)| perform this]
arform this task yearly, [lask monthly,| sk weekly, 3 task dally, or
plask in my oruptoa | oruplea oruptoa I uptoa fow
current Job faw limes perjfew times peorfew tmas peri fimes per
§ vear, monih, week, day,
Hat Annuall Monthi Woekl Dall
Perfonned nhuatly onthily aokly ally

O
O

O

Not
important /
Ralevant

O
O

O
O

O

Somowhat
Important /
Relevant

O
O

O
O

O

Important /
Relevant

@)
@)

O
O

O

Critical 7 Highly
Ralevani

O
O

IMPORTANGE
Not fmportant ﬁ:p";?g:?: Important / G}_':i”‘;::,"
/ Relevant Ralevant Relavant Relgvanl
This taskis § Thislaskls | This taskis
somewhat | imporant or critieal or
Imparlant or Jrelovant te myjhighly relevant
nlllﬂ\:nhsrlza:sr‘u relevant to ry] job, Failure o] 1o my job.
to slm‘enl Job. Fallurs to] do this task | Fallurs 1o do
4 o do thiy task hes this task has
jab. has some | conskdarable I vary sarlous
negative hegative negative
canseguenmskon_suuguencns lconsequences|
Not Somewhat ’ Critical 7
mportant / Important £ !“';zg\l,::ll" Highly
Ralevant Relevant Relevant

Ensura adheranse lo labor retatlons polldles and proceduras, such ae those conteined In
the Employes Lator Manual {ELM), and Memoranda of Understanding (MOUs).

Follow procedure for condueting investigalive interviews and welcome back meslings with
employees regarding Incldents and call-ouls to document events and gather clarifying
information.

https:/fuspsindevalfedramp.govi.qualtrics com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV_BAanwr2uoyx31J8&Context...
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O
O

O
O

O
O

O
@
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IMPORTANCE
FREQUENGY Semewhat Critical /
Mot nporani | Vet | iy
ey : Relovant Relovant
Parformed || Atvally | Monthly Weekly Dally This laskls | Thistaskls | Thistaskis
[ | perform thig]l porfarm this]t perform thisi parorm: this somewhat § imporlant or } _eritical or
| do not . ; Imporiant ar Jrelevant to myfhighly relavany
perform this task yearly, ftask monthly,) task weekly, | task daily, or Thits task is ralsvant to niydjob. Fallure to]  to my job
taskinmy | OTUPloZ | oruploa | ordptoa juptoafew ot importsrt BT e do this tack | Fehare o do
current job. faw fimes penfew tmes perjiew timas pery times per {o my gument [ 1 s task has this task has
885, month, wask, d%.w eb, has some || consitlerable | very serlous
negative negative negalive
laonsar 1Cesleonsaguances
car Bseonsad! 3
Mot Samawhat Crltical /
Mot Imporlant / .
Annually Monthly Weakly Dally Impertant / Important / Highly
Performed Relevant Relavant Relevant Relevant
Complete Grievance Summarles {PS Form 2608/2600); schadule and hold Step
1dinformal meating with union represantative; respend to Unlon requests for Information; O O O O O O O O O
and malniain record.
Not Somewhat .
Per:i?r; o Annualiy Monthly Weekly Dafly Important / Important ! 'Epf'la"ll" C—ntg:e;l / ngghly
Relavant Relevant levan elevan

Ensure safely and hoalth related actlviiies such as fire extinguisher checks are
complated.

Prepare officiat camraspondence 1o employees, Labor Relalions, aind unlens o dacument
employee attendance or parformance Issues {a.g., Lettars of Wamlngs, notifications of
disciplinary meetings, discipline escalation procadures}.

O
O

O
O

O
O

o O
O O

Supporting Compliance

O
O

O
O

O
O

O
O

IMPORTANCE
FREQUENCY Notlmportant] b | imgortant Cawet!
e - ! Relevanl | “pojant Rolevant Relevant
Perfortmed | ~nually | Monthly | Waokly Daily This task is || Thistaskis | This lask Is
e somewhal || Importantor |  critical or
ldo not t parform this{i perform this|l parform this|l parforr_n lhis! important of [relevant to mylhlghly relever
perform this tagk yearly, itask monthly,| task weekly, {task daily, or This task Is irelevant to my|job. Fallure to] o my job
taskinmy | Oruptea ) oruplea | oruptoa fuptoafow aot important ¢\ e inya t | do his fask ] Fallure o do
current job. fow times perffew times penffew times pery limes per lo my current do thls task has this task has
LBar, Jnonth, woak, T fod, has soms || considerable § very serious
negative nagative negative
CANsequUBNcas o QuEncESIconsnqUences|
Not Somewhal, Criilcal }
o Annualy  Monthly  Weokly  Dally | Umpoant/  Ymportant/ ";gf"a"‘l’ Highly
Ralevani Refevant evan Relevanl

Cemplate and vonrly employes line, allendance, tlock rings, and leave balanses to
ensurs ascurate imakeeplng.

Create, ryvlew, and update schedule for emplovees 1o ensura appropriate coverage for
tha BMEL and DMU site visits,

Serve as an administrator for muliiple cornmunication lines {e.g., emall accounts, phone
lines) and takes appropriate action te address nguiies.

Ovagrsee holpdesk operations and activities using reperting lools and applications and
take actlon fo address oustomer calls and agent avallablity.

Suporvisa ihe Malling & Shipping Solutions Center (MSSC) operafions, aclivities, and
agent parformance Including Incoming/outgoing calls, amail vefime, sarvice requests,
and cail wail queue tmes.

O
O
O

Not
Performed

O
O

O
O
O

Annually

O
O

O
O
O

O
O

Monthly

@)
O
O

Waokly

O

O

Supperting Compliance

O
O
O

Pally

O
O

O
O
©

Not
fmpottant 7
Realevant

O
O

O
O
O

Somewhat
Imporant /
Relavant

o
O

@)
O
O

Imporlant /
Relevant

O
O

O
O
C

Crilical / Highly
Refevant

O
O

IMPORTANGE
FREGUENGY Mot Important|  Somewhat il o oty | Srticald
{ Relevant kpartant / Relevant Highly
v ™ Relovant o Realavant
Performed | Aualy {  Monthly Weakly Dally This task s | This taskis | This task is
. o x somewhat | importantor | oritical or
| do not | pertorm this) | perfrm thisfl perform thisd parforn this Imporiant or relu’:'ant o my|highly relovant
perform this task yearly, jtask monthly ! task weakly, {task daily, or; This task Is relevant to mydjob, Failura ol o my job.
taskinmy |, OruPtea | orupfoa § crupfon juptesfew not important (L ol e 1o do this task | Feilure o do
cursant job. fow Umes padfew Umes perffew times per limes per to my current do his task has this tagk has
year. monh, wook, day fob. has somo | considerable || very serious
negaiive napaiive nagative
consequencesjeansequence: sl
Not Semewhat Critical /
P :i‘:‘ J Annually tonlhly Waakly Dally Important / Important } Igzmﬁﬁ" Highly
arlorme Relevant Relavant " Rojevant

Raview and enswa Incoming mall (9.9, fee payments, returm mall) for the BMIE unit is
recelved and processed acourately,

Ovarsee and evaluate custemar serviea request infarmallon to ensure employess
address senvice requesls timely,

hitps://uspsindevalfedramp.gov1.qualtrics.com/QYEditSection/Blocks/Ajax/GetSurveyPrintPreview? ContextSurveylD=8V_BAanwr2uoyx31J8&Context. ..

O
O

Not
Parformecd

O
O

Annually

O
Ke)

Manthly

O
O

Waokly

O
O

Daily

0]
O

Nol
Important /

O
O

Somewhal
Important /

O
O

Impodarnt §
Relevant

O
O

Critieal f Highly
Relovant
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Oversee and ensyre rasponsive actlens ccour o resalve customer requests and Inquiries
imely In zccordance with sarvice level agrasments,

Overses BME unit Invenlory 1o ensure adequats supplles se malnlained.

IMPORTANCE
FREQUENCY Not imporlant ﬁgﬂ::?} Important / cﬁgﬁy
e : / Relavanl Rolevant Relavant Relovant
Performead Anrwally Monthly Weekly Daily This task & || Thie taakts | This task Ie
Laanot | Peror Nl Fartorm i portorm Ts]| poriorm il Bl Mo
perform this | 125K yearly, |lask monthiy,) task woeky, fiask daly, or This lask I8 | o)oan te myl|job, Feliare lg gto sr’ny Job,
task In my orupiea | oruploa j or up loa uploa fow nol imparfant Job, Faiture to)| do this task § Fallure fe do
current job. lfew timas perjfew timas perffaw times per] limes per tomy cument |7 L lask has Ihis task has
yLar, menth, week. LE} S Job. has some || considerable { very ssrious
negative hegative negative
gonsequancesioonsequencos/oonsaquances|
Not Somewhat Critical /
Parfﬂ‘[’r‘m . Annuatly Monthly  Weekly  Daly | Imporant/  Important/ "I‘Q"f“a"'g’ Highty
Relevant Relevant elevan Relevani
Relovant Relovant

O
O

O
O

O
O

O
O

O
O

Providing Direction, Guidance, and Information

FREGUENCY
Hat Annually | Menthly | Weaki Da
Perfarmed || ~nouaty enthly eakly aily
n L
Vdonet | Perform lhisil perform thisf parform this i perfonn this
erform thig | 185K yearty, [task menthly{ task weekly, |task daily. or
ptaak Inmy oruptoa || oruptoa | oruptea ||uploafew
currant fop. |few fimes perftew times perfew times per| times per
Job. year, mnnm. waak, day,
o ! i I Dal}
Performad Annualty Monthiy Weakly ailly

O
O

o
Q

O
@)

O
O

IMPORTANCE
Nl Impaortant ﬁ;;?g:?: Impartant / G&Zﬁ“
! Ralevant Relovant Relevant Rel avay;ui
This tak ie | Thia taskls | This task is
somewhat { importantor | crltical or
imporant of Jrelevant io my [highly relevanl
n‘;ﬂi:a;ﬁ::“ relevant te myj job, Fallure o to my jok.
o Eurrent Job. Failurs to | do this task || Fallure to do
’j,ob do 1his task has this 1ask has
) has some § considerabla || very setlous
nagative hegalive negalive
consequensasiconsequencesiconsaquancas
Mot Somewhat Critigal §
Important / Important / I”ﬁﬁ?dmf Highly
Relevant Relevant Flev Refevant

Provide on-gali direct support and guidance to agenis {employizes) using Postal policles,
processes, lecls, and technelogies to resolve cuslomer ingulres.

Provide slatus updatas, identily fralnlng epporiunilies, end cemmunlcales with others
(e.g., phono calls, meelings) to support helpdask activilias,

Develop and update process guldes, workflows (e.g., processing slatement of ownership,
permiit cancellations} for BMEU amployees.

Pravide direction and guidanee to others regarding Intelligent Mail Barcode (IMSB) fook,
Business Customer Galeway (BCG), and Postage Statement Wizard,

Ensure cusiomer Is contacled with acsount related updetes Including guldance an
carreclive actions far imallplece and acceptance procedures.

Provide direction and guldance o alhers regarding mail acceplance, verification, and
compliance policles, processes, und procedures.

O
O
O

Not
Parformad

@)
O
O

O
O
o

Annuzlly

O
O
O

O
O
O

Monthi

O
@)
O

O
O
O

¥

O
O
O

Weekly

O
@)
O

Dally

Q
O
O

Researching and Analyzing Information & Reports

FREQUENGY
o 1 Coait
Parformed | ANPualy Wonthly Weakly aily
Idonot 1§ Perform thisll parform thisil perfonm thisl pertom s
parferm this task yoarly, ltask monthly,j task waekly, |task daily, or
task in m oruplea § oruptoa cruptoa | uploafew
currenl lug few {lmes perffow timas perfow times per| tmes per
. YBAL menth. weok. day.
Mot Annvalk Mornthl Wesid Bl
Performed nnualy onthly eekly ally

O
O
O

Not
Important /
Relevant

O
O
O

O
O
O

Somawhat
Important/
Relevant

O
O
O

O
Q
O

Important /
Relevant

O
O
O

O
@)
O

Ciltical f Highly

Relevant

O
O
o

IMPORTANGE
Mot Important ﬁ::éurz:ﬁ Important / G)_:h?:l‘:,"
{ Relevant Rejavan Relevant Raigvnnl
L
Thig taskis | This taskis | This task is
gomawhat | important or critical or
Impartant or jrelevant to myghighly ralevant
?n“i:-.t&;h :“ relavant to myd Job. Failura o] ie my job.
" i ?.urrenl job. Failure to] do this task [ Fallura to do
¥Db do this task has this task has
o has some | conslderable | very serous
negalive negative negative
consequencesiconsequeniesiconsaguances
Nat important/  mparant/  Gritical  Highily
lirportant / Relevant Relevant Rolovent
Relevant an olavan

Review customor survay {OSAT) responses and reach oul Lo customer to identify
pelential cavses and actlan ilems to addross customer experience.

Evaluate call quality parformance, customer sallsfaciion scotes and interactions to ensure
service standards are mot, and klentify opportunilies for Improvement {e.g., tralning).

Complete and use raports and tracking logs summarizing dally help desk activitiag and
customar salisfaction scores,

Investigale root causa of customer satlsfaction scares by contacting custormer, lislening to
phone call recordings, reviewlng open ended comments, and discussing wilh employes.

O

O
O
O

O

o
O
O

O

O
Q
O

O

O
O
Q

O

O
O
o

O

o O 0O

O

O
O
O

O

O
Q
O
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IMPORTANCE
Not lmparlant. ﬁ?&mﬂ?} Inportant / Cﬁ::fi,"
! Relavant Reisvant Relevant Relovant
Thislaskts | Thistaskis | Thistaskis
somewhal || importantor | critical or
B Imporiant or [Jrelavant i myjhlghly refevant
nzﬂ:ajg;it relavart to my | job. Failure lo] {0 my job,
o Ewam Job. Faiture to [ o thls lask | Fallure to do
j’ob do this task has this taak has
. has seme || congiderable § very serious
negative negative nggative
onsequancesiconsaquencasiconsequences
Net ‘
iportant / Imporiant { Tmportant / Critical f Highly
Rolevant Relavanl Relevant Relevant

Complle dacuments and informatlen veeded to address OIG audlis regarding permits,
verification samples, and mallplece scans.

FREQUENCY
Mot Anruall Morth i
Parformod nruvally onthly Weekly Daily
tdo not | perform thisgl perform thislll perform this|) perform 1g]
porfarm this lask yaarly, Jlask monthly,f task weekly, Hask dally, or
task in my oruptos | oruptea | cruptoa | upioafew
currant job few limes petfiew times penfiow times per| mes par
" year. month, week, day.
Nat A : Waskl
Parformad nhvally Monthly aakly Dally

Researching and Analyzing Information & Reports

FREQUENCY
Pe rI:?r; ed Annually Monthly Weekly Dally
|
| do not | perferm this||l perform Lhisfll perfarm this]| perform 1his|
perform thls task yaardy, |[task monthly,g task weekly, | lask dally, or|
task In iy oruploa ] oruploe |.oruptoa | uptoatfew
currant Joh. fow lUmes paclfow limes perfew imes per| times par
year, month, wook, day,
hot I Monthl Weekly  Dai
Pertonmod Anruglty onthly sely aly

O

O

O

O

IMFORTANCE
Mot Img pomawlal || mportant artr
p

 Relavant Relavant Relevant Relevant
Thistaskis { Thistaskis | Thistaskis

. somewhat 1 Importantor | crifical or

Important or Jrelevant to my]highly relevant

n?}?iler’ruin:rtfli:t relsvant to my}ob. Fallure to| to my job.

1o gumml Jab. Fallure to do this 1ask | Fallure o do
Yub do Ihls task has this fask has
el has some  § considarable | very serious

negative negative negative
lronseguoncesftonsequencosronsequences
Not . .
Important / Important/  Crifical / Highly
Impartent /- evant Relovant Relevant
Relovant eloval alovan elavan

Compleste mileage reconclllation for postat owned vehicles and submit to Vehice
Malntenance Facility (VMF),

Rasolve customar account discrepancles and concerns escalated by employees or
dolegated by managament.

Viow and lake action based on system generated raporls to address and resolve
helpdask activities,

Prepare and disiribule raports, stalus updales, and summaries regarding dafly holp desk
aalivitias for management review.

Gather and summarize help desk activity and customer satlsfaction scores lo supporl the
Mailing & Shipping Solutions Center (MSSC) aperations.

O
O

O
O
O
O

O

O
O

O
O
O
O
O

O
O
O
O
o

Researching and Analyzing Information & Reports

FREQUENGY
Nt Anvually | Montl Waak! Deil
Paifermad nnually onthly aakly aily
1 dor not i parform thisfl perform this| | perform this{t parfarm this
porferm thls task yearly, ftask manthly,| task weekly, ;| task dally, ar
task in m oruptoz | oruptoa | ofuptea juptoafew
current ‘ug few fimes perffaw fimes paifew times pery| fimes per
105, yoar. Tnonih. waek, day. |
Mot Annuzl Monthi Week! Dai
Performed nually onthiy eekly aily

O

o O O O

O

o O O O

O

o C & O

@]

O C O O

IMPORTANCE
Mot Important :1?;‘;?1";2?; Impoitant / lei‘lgﬁ;:[
{ Relavani Rolovant Relevanl Relsvant
This taskis | Thistaskis | Thistaskis
somewhat | impertant or arilicad or
. impertani or [relevant to myghighly relavant
ﬁi’:ﬁiﬁéﬁ.n relovant to my| job, Fallure to] to my Joh.
o C"umm job, Failure to)] do this task | Failure to do
fob do this lask has this task has
. has some || consicerable | vary serions
negalive negative negative
loonseavencesiiconsaquonces|tonsequencas
Net - i
Impoitant / lmpfne}nu Important / Critieal / Mighly
Relevant Relevant Relavant Relevent

Oversoo complelion of refrorts (e Idenfily discrepancles and ensuras aclion Hams are
InMllated, such as contacting customer Lo reselva arrors.

leentify and develop reports suminarizing eurrent electronic versus hardeopy statements
by officeflocation to Inferm others of currert slatus and updates.

Ovarses acourate completion of tracking log sand reparts (o ensure adheranca to
compllance and reporting requlremants,

Greats and distribute summary reporis ragarding mal verification compllance.

Rasearch and lookup Infermation in systems and applications {e.q., PostalOne, BCG}H o
vigw custemer sceount Information to troubleshoot and resclve emrors and discrepancles
with cusiomer agoounts.

O

O 00 O

O

C 00 O

O
O

O
O

O

O
O

O
O

O

Researching and Analyzing Information & Reports
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FREQUENCY

B r:«:»t od Annuzlly Manthly Weekly Daily

erfarme

[ do not | patform this|| perform this|l parform thisl periorm this
perform this tasic yoarly, flask monthly,| task weekly, [[iask daily, or
task in my oruptoa | oruptea || oruploa [uploalew
curcent job. faw iimes petfifew times perfew times pen| limes per

year, manth, weak, day.
Mot Kh

Performed Annuatly Monthly Weskly Oally

IMPORTANCE
Not important Somathat Important / Critical {
f Refevant Important Refevant Highly
Relevant Relevant
Thistask ls | Thistaskis || ThistaskIs
somewhat | impertantor | crilical or
N Imporiant or [relevant to my|lhighly relavant
n&h'\iwtasrkfalit relevant to my! jeb. Faiure to|| e my job.
i lc’ﬁmt Job. Failurs to ] do this task | Fallure to do
?ob dothis task has this task haa
- has some | considerable || very serious
negstive netative negative
consequencesiconseauencesjoonasguences
Not | .
Impartant / important / Important / Crifical 7 Highly
Relevant Relavait Ralevani Relevant

Review and corract Time and Attendance Collection System (TAGS) reports, such as
unauthorizedfaulhorized overtima, clock-ring eirors, missing lime, tour deviailon,
omployae on Ihe clack.

Reviaw and analyzo qualily and sox compliance controls and reports to identify faflures
within assigined distiats,

Address racurrng Instances of poor Ime/duck-ing performance {clockering Integrity
report) with employees to snsurs accountabllity.

O

O
O

O

O
O

O

)
O

Q

O
O

O

O
O

Quality Assurance & Review

O

O
O

O

O
O

O

O
O

O

O
O

IMPORTANCE
FREQUENGY Not inperiant ﬁ;’;ﬂ:ﬂﬂ Impartant / Gélllglf‘at:f'[
= : 1 Relavant Relovant Relevant Rolevant
Performed | AMMusly | Montly | Weokly Daily This taskls |[ Thistaskis | This task is
oot T portorn il parorm Wil perform il performs (s, omewhal § mnoriantor | crlical of
mporlant or Jrelevant 1o my]highly relavant
pertorm this task yoarly, [task monthiy,| task weekly, [task dally, or, This task ls f, .0 ant to myljob, Fellure to] 1o my Job
tagkinmy | OFUEleR | oruploa | oruptoa jfuploa few ol mportant |7 "L e | oo this taek | Faire o do
currant job, few times perffow times penfew timas per| timey par [ my current do this task e this sk has
L530 foenip, week, doy .. job. hes some  { considerable | very soripus
negative nagative negative
lognsaguences congegquencesiconsequonces
Nol Somewhat Important / Critical /
Nol Perlormed Annually Monihly — Weekly  Dally Important / Important ! ‘;‘pf’ anl Highly
Relevant Relevant lovan| Relevant

Conduet mailer scoretard assessient to identify and resolve errors and complota dizpule
nssesament worksheet to determing if asgessment is werranted,

Ovarses review and monltoring of dormani statements to ensuwo actlon ilems are
completed timely,

Review Business Reply Mall (BRM) artwork to ensure conipleloness; collaberate with
stakeholders fo roubloshoot and resclve enors.

Reéview hardcopy poslage stalements ta confirm procassing dale and lime are propoily
racordad and ensure records are slarad properly. )

Ensure completion of mal quality reviews for poasible assessments,

Process inzller assessments end collaberate with others to [dantilfy and rasclve
discrepancles betwesn customer files and systein recotds.

&
O
O

Wot Periorm

O
O
O

O
O
O

Annually

@)
O
0O

ad

o
&
o

Monthly

O
O
O

Weel

O
O
O

O
O
O

Quality Assurance & Review

O
O
O

Dally

@)
O
)

Kly

FREQUENCY
Mol Annwally | Monthi Woekl Dal
Parformed Y Y d ¥
I do not | perform thisj] perform this{l perform thisjl parform this
w1 tesk yoary, jtasik monthing task wookly, {task daily, or
perform this
task n my cruplea | oruploa || oruptoa uploafew
atirrant job faw limes perjfew times perffew limos per] times per
" Year, monih. week, day,
Not Parfarmad Annally Menihly Weakly Daily

O
O
o

Nol
Imporiant §
Ralovant

O
O
O

O
O
O

Somewhat
Important /
Relevant

O
O
O

O
@
O

Impostant /
Relevant

O
O
O

O
O
O

Critical / Highly
Relevant

O
Q
O

IMPORTANCE
Mot Impariant Somewhal Imporiant / Critical /
i Relevant Important/ Relavant Highly
Rolevant Relevani
This task Is | This taskis | This task is
somowhat | important or || critical or
imparlant or frelevant ic my[highly relevant
n};?‘l?r:;:r{:lt relevant te myl Job, Failure te| o my job.
oy curvent Job. Fallure lo] do this insk | Fallure to do
b, o this task has this task has
jab. has some | considerabla || very serious
negative negative negative
fconseguancesionsagquencesiconsequences
Mot Somoewhal b \ant / Critical /
Important / Important / ’;”f’ an Highly
Relavani Relovant elavant Relsvani

Escalate pricing questions and requesls (o.g., discrepanclas, excaptions, refunds) to the
Pricing & Classificalion Service Center (PCSC) for approvaliroview.

Reviaw manlfest mailine reports (o ensure verificalion process is completed acouracy.

Perform Elecironic Verificalion System (EVS) content audila by sampling mall contends,

O

O
O

Nel Perfermed

O

O
O

Annually

O

O
O

Monthly

O

O
O

Weskly

O

O
O

Dally

O

O
O

ot
Important /
Relevant

O

©
O

Semewhat
Important /
Relavant

O

O
@]

Important
Relovant

O

0
O

Critieat 7 Highly
Relovant
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IMPORTANCE
FREQIIENGY Mot Important i?;?iv;gla} Impartant / C&igﬁ:f
= f Relevant Relevant Relavant Relevant
Performed | Awally | Montly [ Weekly Daily This taskis | This task is || This lask Is
= somewhal | importantor {  critical or
Idonot [i Perform thisgt perfarm thisll perform this | porforin his: | mportantor retevant to mylhighly relovart,
parfor this task yearly, Jimsk monthiy,j task weekiy, {lask daily, or This task is relavartt to my] job, Fellure la | to my job
teskinmy |, OTUPiea | ortptea | oruploa |uptoafew noLimportant |y, e e 12: Jdc; Hritng 4 to do
curret job, flew limes perffaw imes perfew times par| limes per fe my current du' this task has Ihis task has
2880 fnonth, wesk, L. ol has some | considerabie | very serlous
negative riegative nogative
sonsequencesiconsequancesieonsequences)
Not Somewhat | y Critical /
Nel Performad Anhually ionthly Weekiy Dally Tmportant / Important / T:r' t Highly
Relevant Relevant slevan Relevant
Review, discuss, and resclve mallar scorstard assessment relatad discrepancles and
foss. Q O O G O O @) O O
Review and confltm cuslomer perlodical applications to ensure acouracy and
completeness before submlssion to HQ for review and approval. O O O O O O O O O

Supporting Products & Services

IMPOREANCE
FREQUENCY NotImportant] | 20S | mporiant/ | Glteed?
e /Relovant | “popoont Relovant Rolavant
Performad § Arualy { Manthly Waakly Daiy ThistaskIs | This taskfs | Tis taskis
= somewhat § important or ciltical or
1 do not | perform this|l perform this|) perform thisf| perform this| ) i Important or {relevant to my{higiiy relovant
porform: g | 195K yearly sk monthly, fask weekly, ftask daly, or Thistask s drolsyant to myljob. Fallure to|  to my job
task In my arupiaa | oruptoa j oruploa {uptaaiew not impartant Job, Failure l: ]dc‘v this task Fa‘\ILTthc (ic
-1 [few times perjfew times parjfew times perd lmes par o my currant. i :
current job. o f ot et P . 51' o do this iaak has this task has
year, i woek, LI o hes some | considerable || very serlous
negativa negaiive nagative
COI’ISGEUSHCGS&ZH@}UGHN’ Z!
Mot Somewhal Critial
Nat Annually Monthly Weekly Daily [mportant 7 Importent/ Importart / Hight
Performad P Relevant Y
Relavant Relevant Relevant
Raview and document customer acoount updates in ServiceNow lo account for updates,
diserepancles, O O O O O O O O O
Travel to origln office to dentify and troublashoot malling errors, review postage
statermnents for acouracy, and ensure proper staging ared for mail acceptance. O O O O O O O O O
Overses completion of sampling scans and mall voluime for acceptance unils using
PostalOna dashboard. O O O O O O O O O
Not Somewhal
Not Imparlent / Crilleal / Highly
Performed Annually Monthly Weekly Dally Igglz;rbaa?]l‘ i Igzgaﬁi:i i Relevant Relavanl
Gonduct site observations st scceptanca unlls to malntaln working relationships with
sustomers, monltor amployee e and attandancs, snsure limely completion of work, O O O O O O O O O
and ensure a sefe worldng environment.
Review and discuss changes to DMU agreaments with customers te shsure planl load
(6.4, $ayout, mall volumae, and mall transpertation and verlfication process) is complete O O O O C) O O O O
and aceurato.
Comraunleate with Internal points of contact regarding quality and sox compllance falluras
to identify, troublashoot, resolve, and mitigale future diserepancles or arors. O O O O O O O O O
Training & Developing
IMPORTANGE
FREQUENGY Not Importangf SRS | imponancy | el
ron { Rolevani Relevant Relovarnt Relgvant
Pafermed | Aualy | Monlhly | Weekly Daily This teskls 1 This taskis [ This task Is
t do not I parform this{ll perform his]l porfurm thisf perionm this: insf:;::::;aér r;?;%g';??at ?riy hi g%rll:flfz:gam
porform hls {ask yearly, [task monthily,]| lask waekly, ftask daily, or This task is | evant lo myjob. Falure to| o my job
teskinmy | @UPtos | orupton 4 oruploa |uploafew matimportant y o4 tvre to]] do this task Fallu:z jIu do
current Job. ifew times perffow Umes payfew fimes per|| times per ta tay currgnt d-ﬁ this lask has this tesk hoy
yaar, morth, weok, day. fob. has soma || considerable { vety serious
negative negative nogative
gonsequoncasiconsequencesiconsaguances|
Not Somoewhat | Hant/ Grltical /
Not Porformed Annually  Monthly  Woekly  Daily Important / important / ';z?e\;m Highly
Relevant Relevant Relevant
Monitor timaly cumplation of tralning regarding pelicies and proceduires. O O O O O O O O O
Mot Somewhat )
Mol Performed Annually Monlhiy Weokly  Daily Imporiant / Important / Important/  Gritical f Highly
Relovarl Relevant Relavant Relevani
Provide iraining and guidancs lo BMEU amployoes regarding mail acceptance and
varlficalion policies and procediires, O O O O O O O O O

Utilizing Systems & Applications
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IMPORTANCE
FREQUENCY Somewhat Critical /
. I s el e
ot l . - St Ratevani Relevant
Parformad § el | Mortily | Weekly Dally This tesk s | Thistask s § This lask Is
: | e d ¥ * somewhat | importantor | orillcal or
ldonet Jj)PErom lhl; | partorn RIS padorm [hsl nerform this important o {Irefevant ta my3highly relevant
perform this tesk yearly, flask monihly,| task weekly, task daily, or This task is relavant o myi| job. Falluratod 1o my lots
task in my artptos | oruptoa || cruploa | uploalew rof Important Jjob. Failure to dt; ts lask Fallurz to do
few lmes perfew times perlfaw timesper| timesper fo my curranl " ;
current job. a1 mordh wask da ol do this task has this tagk has
bt : Bok. ¥, " has some  i| considerable § vary serious
. il ; b
ma‘auenceﬂgonsequen nsequences
Not Somawhat Critical /
Not Important 7
Annually Monthly Waakly Daily importan! / Important / Highly
Pearformed Relevant Relevant Relevant

Ralevant

Monllor and respond to emails to communlcate updates, provida Information, and address
discrepancies with customer accounts.

Review and verify customer Information using postal systems (e.g., Web Box Basad 1
Aclivily Tracking System [WebBATS], Business Guslomer Galeway [BCG]) and document
findingg for records.

Enstre agents have access o appropriate applicalions, systems, communication [has,
and related materals necessary o petform work,

Monitor and address service requests in €360 relating to postage statement errors,
malllng activitles, permit numbers, veritylng credentia's, and mall acceptence Information,

View businesg reply mall accounts in PostalOne and ensure paymant for faos are
processad correctly to the cuslomer account,

Task Proficlency & Consequence

Instructions

O
O
O

Not
Ferformed

O
O

Annually

Q
O
O

O
O

@)

Monthly

O
O

O
@)

Job Tasks

Task Proficlency and Consequence Ratings

O
O
O

Waekly Gally
o 0O
C O

O
O
O

O
@
O

O
O
O

Not Somewhal
Important / Important /
Relavant Relavan!

O
O

O
O

@)
@)
O

Impoitant !
Relevant

O
O

@
O
O

Critlcal / Highly
Relevant

O
o

This section Includes a list of job tasks. For each task, you will be asked to indicate the proficiency, and consequence, as it relates to your joh within the BMEU or MSSC.
For each task, choose the rating that best reflects the proficiency and consequance of each task for your job. Your ratings should reflect your curreni Form 50 role and

assignment within the BMEU or MSSC.

Proficlency is how soon a new employee must be able to perform the task independently. Consider how long it should take for a new employee to leam the task through a
combination of fraining and/or on-the-job experience, For example, a task that an employee should learn within she first month would be Proficleni Within 30 Days. '

Conseqguence is the level of impact a task has If it is not performed successfully. For example, a task that has a minor impact would have a low consequance to successful

performance,

Thers is a total of 86 tasks. The tasks are grouped together based on common themes and similarity with other tasks.

Use the rating scale below to rate each task statement:

PROFICIENCY

By when must & now employes ba able te perform this task independently?
Cansider how long it should take for a new employee to learn the task through a comblnation of tralning and/or onthe-jobh

axperienca,
_Nt)_f Needed—" = iProﬂcIem W-iihm Proficient Within 3-6 | Proficient Within 1-3 | Proficient Proficient on First Day
6-12 Months Manths Manths Within First 30
Days

Successful job A new emplovee  { A new employee A new employee A new A new employee must
performante must learn to must learn to must {earn to employeamust { beahleto perform this
doesnot require [performthis task § perform this task perform this task learn to perform | task on the first day of
proficiency fn within the first 6~ § within the first 3-6 within the first 1-2 this task within | tha Job. Ful
this task. 12 months on the § months oh the Job. months on the Job. the first 30 days § proficiency is

job. on the Job, axpacted; training is

hat provided.
CONSEQUENCE
What Is the consequence [f the task Is not performed successtully?

Nena Low Moderate Severe

https:ffuspsindevalfedramp.gov!.qualirics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=8Y_6Aanwr2uoyx3iJ8&Conte...

No impact to aperations,

Minor impact to operations.
Revenue may be incorrect but
ragoverable over a short period
of time.

Woderate impact to

aperations, Revenus may be
Incorract but recoverable over
along perod of time,

Major impact to operations.
Unrecoverable or lost
revenue,
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Communication
PROFICIENCY
Nat Proficiant 1 Proflolent | Proficient P{;ﬁf‘lﬁm Preficlent
Nesdad Within & JWithln 3-8 r\Within 1-3 First3o § ON First
12 Monthsi Months | Months Days Day
" Anew
employee
must be
Successiull 18w Anew Anew Anow abie lo
job empicyes § employae | employea | employee ] perform
N — st feamgmust lzarn fmust loarn|lmust leamy this task
dnas nol to perfarmito pedormy to parform| to petfermon the first
reqLire this task 3 this task || this task || this lask [ day of the
s ofic within the 3 within the { within the || within the || Job. Fuil
" this first 6-12 § first3-6 § fust1-3 | first 30 |fproficichey]
\esk monihs enjmonths onflmanths ond days on is
y thajob, § thejob. || thejob, || thejob. §expected;
training s
noi
providod.
Proficlent Within 8- Proficient Within 3-  Proficient Within 1. Profllclent Withla Froficient on
12 Months 6 Months 3 Months 30 Days First Day

CONSEQUENCE
Nane Low Moderate Severe
Minor Impact ?ﬁ"d":‘l‘“
1o operations. [ MPactlo o
Ravenue may| OPerations. || Mjar impac,
Neimpsclio | be incorrest Reverue riay(| fo operstions.
operallons, Ut be Incarrect fUnrecoverable
recovarable bt or lost
ovor a short mm"""“b!@ rovenue.
i Qvera long
erj '
period of tine, verio of e,
None Low Moderale

Sovara

Fagilitate implementation of
snhancemants and changes to new and
axisting help desk activities and
ProGABses.

Comraunleate Information and lead
tralnlng sessions relaled to changes in
pelicies or procedures to employass,

Follaw-up with points of contact
regarding mai failluros sl locations to
dalerming root causes and provide
guidanca to cuslumars,

Facilitale and coordinate maeatings with
Inleriral and external customars to
nddress customer satlsfaction scores,
and idanlify oppariunkies for lmproving
helpdask activites,

Attand mastings and telecons to
communicate updates, provide
information, and address discrepancles
with accapiance of susiomer accounts.

O

O

O

Not Neadad

O

Mot
Needed

O

O

O

O

O

O

O

O

O

O

O

O

@)

O

O

Proficient Within 6-12  Profisient Within 3.6 Proficient Within 1-3  Proficient Within 20 Proficient on First
Months

Montha

O

Month:

O

O

S

O

O

Days

O

O

Communication

Day

O

O

PROFICIENGY
Profici : Proficient
Not roficient | Proficiont P;ﬁﬁmum Within i Froficient
Needed || Wi G- 3Withln 3-63Within 13| - . 0 on First
12 Monihsl Menths | flonths Days Day
Anew
amployee
A must be
new Anew A naw Anew able to
Sucfﬂe;sful employee | employee | employoe || employes | parform
sorfomman must lsam| must learmdmust leamfmust leam| this task
doos mt(ﬁu parfurm {o perlormto parfermfiic performjon the first
Jocuire this task 1 this lask § Ihs task | this tagk | day of lhe
roflctenc within the § within the § within the § within the ) Job. Full
P e TH st 6-12 1 Fret 36 § fst13 | firsl30 Jprofiolency
\ask, jmenths onfincnths onjimontta onf days on Is
i the Job. | thejob. § thejob. || the jub. | expectad;
{raining Is
not
provided.
sttt
Profigient Within 8- Proficient Within 3-  Proflclent Within - Proficient Within Proficlent on
12 Months 6 Months 3 Months 30 Days Flrat Bay

Manhs

O

O

Low

O

O

O

O

Maderata

O

O

O

O

Sovere

O

CONSEQUENCE
None Low Moderate Severe
Minor impact ?““dart“,:e
to operations. mpact 1o .
Reveitie may operations. || Major Impact
Mo impaclic | be incoroet Revoenuig mayll to eperations.
operations. bt b& inoorrect fUnracoverable
racaverable but or lest
over a short mooveflabla ravenue,
aver a long
period of e, harfod of Ume,
one Low Moderate Sevete

Communlcate with mallers regardiig
mall transport equipment (MTE) neaded
for preparing mail,

Caordingle scheduling of Trailers to
ensure mail is pisked up at Detached
Mall Unit (DMU] locelions.

Conmmunicate with others {o idantiy,
{roublashoot, and reselve diserepancies
and ervars with postage stalomsrils,
maltar scorecards, and mallplace
pivsessing activities regarding mall
acceplance and verlfication provesses,
polices, and procedures.

Commnicate with points of contact al
Datached Mail Unit (DMU) 10 resclve
discrepancios with cuslomer account.

https:/fuspsindevaifedramp.gov1.qualtrics.com/Q/EditSecticn/Blocks/Ajax/GetSurveyPriniPreview?ContextSurveylD=SV_6Aanwr2uoyx31J88Conte. .

O

O

O

Not Noedad

O

O

O

O

Q
0O

O

O

O

o

O

O

O

O
O

O

Froficiant on First

Proficlont Within 6-12  Proficienl Within 3-  Proficlent Within 1-3  roficient Within 30

Months

O

Manths

O

Months

O

Days

O

Day

O

Mene

O

O

O

O

Low

O
o

O

Moderala

O
O

O

Sovers

O

O

O
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PROFIGIENCY
ot Prefigient 1 Proficient 3 Proficlent Fﬁlﬁiﬂl Proficient
Neoded Within 6+ IWithin 3-6 I Within 1-3 Fiestag ] o0 First
12 Monhs Monlhs § Months Days Doy CONSEQUENCE
o r-':l\p'?oa:fa . Nona Low Moderate Sovere |
must be Minor Impact Il\:!aderlalte
succenar| A00W I Anew | Anew | Answ | ableto to cperations. mp“ﬁ o Metor |
o amployes | amployes i employee | emplayee | parform Revenus may|| _2Perations. h elor Impact
srionman must tearnmust learn| musl learn friust lear) this lask No Impact to § be incorrect Rhevgnua maly 0 operations,
P e not Mo nerform] o performijte perform| to parform! on the first operalians. but © IncoiTac Unrecalverab]e
roeire. || (his task § this task | this task | this ask | day of lhe recoverable but orlast
e wikhin the | willin the £ wilhin the | within the | job, Ful ovor n short | vovaratle | - pevenve.
s m WS"V first+12 { first36 § firsl 43 | st 30 | proficlency pericd of ime.j 2er @ long
task_ Jmonths endmanths onfmonths on| days on Is Jperiod of Yme,
A thg job. 1 theleh, || thejob || the job. §expected;
traftiing ls
not
providod,
ot Proficlont Within 6 Profigianl Within 3-  Proflclent Within - Proficient Within Proficient on M L Mod
Needed 12 Monthg 6 Months 3 Months 30 Days First Day ane ow odarate Savera
Communleate pricing dedisions and
updates to customer, O O O O O O O O O O
Communication
PROFIGIENGY
Not Proficient  Proficient ] Praficlant Pﬁg&“‘ Proficient
Neadad | Within & FWilhin 3-8 || Within 1-3 Frstao | N First
12 Months{ Months | Monihs Days Day GONSEQUENCE
ﬂrﬁp[l]:;\;e I None Low Modsrata Severg
[N L0210
must be Minor impect %“pdaac'ﬁs
Anow Anew Anew Angw able ko to operations, ) -
'Sm.c;;s'”‘ smployee | employee | employes | omployes || perform Revenue may R°p°"af‘°”5' |Mﬂ’""'":[pm
., must tearnimust learn]| must learnfmust leam) this task Noimpact e | ba incorrect :‘Vf”“a m;y U° ohera O'EE'
;:::Is”r,n:'f:l o perform Jto perform] to perform [ to parformljon the first operations, but ® "bm[m nmca‘vem #
raiot | this task | this task | this task || this task | day of the racoverable el o lost
mﬁ?:iann within the { within the i within the || within the § job, Full over a short rﬂmverla ° feventie.
P Pl Y frste-12 | first 36 | frst1-3 || st 30 fproficlency perlod of time, "‘f";‘;f‘t’.“ﬂ
sk, |menihs endmonths onf months on|| daye on Is ALOIRC g7 e,
' thejob. § thejob. || thajob. || the job. ]expected;
training bs
not
provided.
Not Profictent Withln 6« Proficlent Within 3-  Proficlert Within 1-  Profictent Within Proficlent on
Needed 12 Months 6 Moning 3 Montha at Days Flrst Day Nono Low Moderalo Sevare

Coemmunicale updates regasding mall
verification faliures, discrepancies, and
issues to employees and customers,

Communicals with employees and
suslomers Lo facilitate customor
transilion to and from products and
selvices,

Oversee and ensure customner outreach
activities including updates to new
programs, pricing, and holiday
schedules are completad.

Enaure accoptance pollctes and
pracedurs related updales are
sommunicated to and underatood by
amployees,

Review and ask BME unils to reach oul
to customers ta resclve dormant jobs to
ansure paymonl and processing are
completed,

htips:fiuspsindevalfedramp.gov.qualitics.com/Q/EditSection/Blocks/Ajax/ GetSurvey PrintPreview?ContextSurveylD=8V_6AanwrZuoyx3LI8&Conte...

O

O

O

Mot Neaded

O

O

O O O 0 O

O O O 0 O

O O Q O O

Prefigient Within 6-12  Proficient Within 3-6  Preficlent Within 1-3  Proficient Within 30 Proficlent an Flrst
Months Months Months Days Bay

O O O O O

O O o O O

Communication

Mone

O O

O O

O O

Low Maoderate

O O

O O

O

O

O

Sovere

O

O
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PROFICIENGY
Not Prpﬁ_cianl P;ﬂﬁniani Proficlent Pm\lﬂ;nl Proficlent
Nesded Wilhiny 8- § Wilhin 3-8 | Within 1-3 First 30 § ©on First
12 Menths] Months | Months Days Day
Anow
ainploysa
musl ba
Anew Anew Anew Anaw able 1o
S”m";sm' amployes | employee || employee | amployas || parfor
1B st lesmdmust fearn{ must iaarafmuat leam|) (his task
“5!;';;'1"3'{‘ lo parform Jto perform {to performi]to parform fjon the first
require this tagk § 1his task | thistask ] this task | day of the
o within tha j| within the || within the [| within the | job. Full
V”i"']"i;;’i;'“y firgt 8-12 §f frst 3-6 || first4-3 || Arst30 |proficlency
lask morths onlmonths onimonths onf| days en s
" thalob, | thejob. § thajob. || the job. §expacted:
tralning ls
not
provided,

Proficient Wilhin 6-
12 Monlhs

Profigtent Within 3-

& Monl

ths

Proficiani Within 1-
3 Months

Proficiant Within

Days

Praficignt on

First Day

CONSEQUENCE
Nona Low Moderaie Sovare
S
Minor impaet ':::?:‘mg
:;ﬂ?;";"::{, operations, | Major impact
Mo impact to | be incorrecl Revgnue may jfo operations,
oparations. but be incorrect Nnsecoverable
o fecoverable but or fost
over s shart | "Ecevarable revenue.
" ovara long
[ peried of time. beriad of time,
LA R R L
Nane Low Moderale Severo

Lead one on one mestings with
amployeos 1o provide direction and
guldance, discuss goals and
perfarmance, and provide feedback,

Communicale with employess al the
slart of shifls to provide updates, ensure
equinment Is warking proporly, and the
untt i ready for cuslomers,

Comrmiuricata with onion representalives
1o rusolve contractual conflicts and
ansurg adhsronce (¢ losal and national
agreaments.

Conduct team mootings and safely and
stand up talks to keap cralt employoss
informod of USPS iniflatives, local
projacis, and policy, regulation, and
safaty standards,

O

O

Net Needed Proflalent Within 6-12  Proficlant Within 3-6 Pmﬁcl:dnémfh\n 1+3  Proficion; Within 30 Proficient an Firat

O

O

O

O

Menths

O

O

O

O

Months

)

O

O

O

O

O

3

O

@

Days

O

O

Supporting Compliance

PROFICIENGCY

O

o

Uay

O

O

Not Proficient § Proficient || Proficient P{f\",m;m Proficiant
Neoded Within 6- £Withln 3-6| Within 1-3 First 30 ] O Flirst
12 Monthsf Months || Months e Day
28
Anew
anployen
musl be
Anew Anew Answ Anew able o
Sucgat;;srui smployes | empinyee | smplovae || amployee | perform
198 Bnust leamn| must teamiimust learn must lsam this task
d:;::::l; te perform 1o performy|te perform |to performjon the first
Yeqits this task | this task | this task || this task [ day of the
ficlens within the | within tha || within the | within the || job, Full
""‘?ﬂ o Y| first6-12 § first3-6 || first1-3 | first30 Sproficiency
task monihs ongmonths enfmonths on| days on is
g thejob. § the ol [ thejob. | thejob. §expected;
tralning is
not
provlgﬁgﬂ
Nat mfm":’;eg_t Proficlenl  Proficient  Proficlent  Proficlent
Neodod 12 Within 3-6  Within 1-3  Wilaln 30 an First
Motlhs Manths Months Days Day

'
None

O

®)

Low

O

O

Moderata

O

O

O

O

Severa

O

CONSEQUENCE
None Low Modorats Sovere
Minor Impact fo m:;;j::ﬁs
operaticns, .
. aperallons, I Major Impact to
Noimpac:| Reveotss M2 | pevenue may | operalons,
sparations.|  recaverable e incorrect bul] Unreooverable
P . over a short recoverable  { or lost revenue.
ovar a long
peried of ime. pariod of time,
None Law Moderate Sovare

Manage employee mae and atlendance, Including maintaining accurate limakeeping

raionds,

Autharlze overime based on workload, available resources and labor agresment!

union cenlract.

Request work orders for maintenance of the faciBty (e.¢., lghtbult replacements),

Ensures thal BMEU and dock area cantains evallable space for customers to presenl

mait for aceeplance,

Coordinate hiring agtivities (8.4, schedule Information sessions, create job posling
requests, conduct interviews) with focal Human Resonrces to manage Taciity

complement,

https:/fuspsindevalfedramp.gov1.qualtrics.com/CQ/Ed tSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV_6Aanwr2uoyx3lJ8&Conte...

o O

o O
o O

O

o
O

N Proficlant Proflclant
Within 6-12  Wilthin 3-6
Needed  “yinnths Mnnihs

o O
o 0O

Q
O

O

O
O

Proflcient
Within 1-3
Months

@]
O

Supporting Compliance

O

O
O

O

O
O

Proflcient
within 30 Frofdlent on
Days i Y

O
O

O
O

None

low

O

O

O
Q

Moderate

O
O

O

O
O

Bevero

O
O
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PROFICIENCY
Not Proficliit | Profisient || Proficient meﬁ;m Proficlent
Needed Within @ {Wilhin 3-6 | Within 1-3 First3p || o First
12 Menthsp Months || Menths Days Day
Anew
ampioyas
A mu‘sl be
nan Anew Arnow Anew able lo
Sucjcoabsslu! employee || employee | employee [|employea | parform
i st learnfmust learnf must leam must fearn]| this fask
;g;"s"r“';‘i' fo petformla performjto perform jto perform flon the fisst
require thig task | this lask | ihis task § this lask {[day ofthe
oroficiency within the || within the || within the { within the § joh. Full
n this first 6-12 | first 3.6 || firat -3 ] frst 30 proficiency
task menihs onfimonths snifmonths enfl days en is
. the Job. || thejob, | thejob. | thejob. Jexpacted;
fralning Is
nol
provided.
oo edclent  prooiont  Proficlent  Proficlenl  Proficlent
Noadad 12 Within 3-8 Within -3 Within 30 on First
Months Manths Menths Days Day

CONSEQUENCE
Nohe Low Moderate Severe
Minhor impact lo ?:f::;f:g
operations, i
. operafions, | Major Impact lo
Mo '[';pact hz?i‘:';:;:c’:’;zt Revenue may |  oparations,
q be incofrect but| Unrecoverable
operalions.i| recovarable socovarable | of losl ravenue.
over a short over a long ’
perlad of time, pariod of fime.
None Low Moderale Severs

Ensure adherence 1o labor reletions policies and prosedures, such as those conlained
in tha Employes Labor Meariual (ELM}), and Memoranda of Understanding (MOUs),

Fotiow procedure for conducting Investigative Intarviews and welcoms back meetings
with employees regarding Incidents and call-outs to doelimenl avanis and gather
clarifylng Intormetion.

Prepare official cerraspondence to emplayess, Lakor Relations, and uniens to
doaument employes attendance or porfonnance [ssues (e.g., Lelters of Warnings,
notifications of disclplinary meetings, discipline ascalatlon procadures).

Ensure safety and health related activilies such as fire extingulshor chacks are
cumpleted.

GCoemplete Grievance Sumimanas (PS5 Form 2800/2609); schedule and held Slep
thinformal meeting with unlon reprasentative; respond te Unien raquests for
Information; and maintain recond,

c O
o O

O
O

O
O

O
O

O
O

o O

Proficlent
Within 8-12
Monihs

o O
o O

O

Profictent
Within 3-6
Months

O
O

O

Proficlent
Within 1-3
Months

o
&

o 0O
Praficient

Proficient on
Wiihin 30 First Day

C
G

4]
Neaded Days

G
O

Supporting Compliance

PROFICIENGY

Not Proficient § Proficient | Proficient P,:z,'l‘lf,:ﬁm Proficiant
Neooded ||, Vithin 8- RWithin 3-8 Wilhin 1-31 o | on First
12 Months| Monlhs | Monihs D Day
v
Anew
amployes
musl be
Anew Anew Anew Anaw able fo
'S”Cf’:bssm' employes | emploves | employss J employee | parfarm
mrf:m'nanc Imust leamimust leam| must leer must leami thls task
does not [t perform o perform | to parfunn te perform jon the first
reqle th\s task § ihis task | this fask | this task :!ay of the
roficiency within the § within the | within the [ within the § job. Full
in this first 612 | firsl 3-8 st -3 flrst 30 Jorofici
tagle, ||Manths onjmonths on| months on | days on is
* the Jub. { thelob. | thajob. || !hejob, jexpectad;
fralning Is
not
provided.
™ mﬁgﬁﬂ‘_‘ Proficient  Proficient  Proficlent  Proficlent
Needed 12 Within 36 Within -2 Wijthln 30 on First
Monthe Mornilhig Months Days Day

Kone

Low

O

O
O

G

Muoderate

O
O

O
O

o

Sovers

C
O

CONSEQUENGE
Nona Low Modearate Sevare
Minor impact o mond:;a:g
operaticns, .
. aperalions.  § Majar impact to
No 'T;”am bz?;ﬁ:ﬁzg‘::“ Revenue may | operations,
aperaiions.] recavarable e incorrect bulj Unresoverable
P i recoverable | or lost revenus,
aver a short avera long
poriad of time. period of tma,
None Low Moderate Severe

Complot and verify emgloyea time, etterdancs, clock rings, and lesve balances lo
ensure accurat imekeeping.

Oversee helpdesk operations and activities using roparting tocls and applisations and
take aclion to address customer calls and agent avallabilly,

Create, review, and updale schadule for employeas to ensure appropriate coverage
for fhe BMEL and DML site visits,

Suparvise the Mailing & Shipping Sclullons Genter (MSSC) operations, activities, and
agent perfarmance including ncomingfeutgoing calls, siail vokime, sarvics requests,
anhd call wail quaus timas,

Serve 45 an administraler for multiple communication lines (.., emall accounts,
phona lines) and takes approprate aclion to address inguirles,

hitps:/fuspsindevalfedramp.govi.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrin{Preview?ContextSurveylD=8V_BAanwr2uoyx3lJ8&Conte. .,
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O
O
O

O
Q
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Not Froficient  Proficlent  Proficlent  Proficient Proficient on
Nesded Within 612 Within 3-8 Within 1-3  Within 30 Zirst Da
Months Months Months Days i

o O
c O

O
O

0O
O

O
O

O
O

Supporting Compliance
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O
O
o
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O
O

O
O
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O
O
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PROFICIENCY
Not Proficiont § Proficient || Proficient Fmﬂﬁf‘m Proficisnt
Nasded Within 8- §Wilhin 3-6 ] Within 1-3 Frst3n | ™ Firgt
12 Months, Months § Menlhs Daya Day CONSEQUHENGE
Anew
employee Nane Low Mcdera.t_a Sevare
must be . Moderale
Succassil Anew Anow Anew Anew able to M'g“;:;?f;:m o impact to
Joo - jemployen | employee | emplaysa lemplopes |- perform Mo impact Re‘\jfen :' aparations, | Major impact to
erfomanclnisl kel must [eami must leam {imust learn | this task tp be Iaorro ‘lgyl Ravenue may | oparations,
P es ot o arform|to pericrml to pertarm lto perform jon the first N ecf mcbl e incarreat bul] Unrecoverable
roquire. ] 3 fask | s lask | this lask | this task | day of the [ ; - ":'”;] ‘; recoverable | or Ipsi reverue,
ey ] Wi the | within the | witiin the [ within the 1 job, Full o ot | 0veraiong
e | et 612 | rat 36 | st 12 | fiet30 |proficiency Penec ot tms. | oorog of time,
\ask months on|monihg snffmonths enl| days on s
i thejob. § thejob. || thejob. || thejob, dexpsctad;
training is
het
provided,
Not il poficeny  Profloent  Profident Proficent
Naadad 12 Within 3-8 Within 1-3  Wilkln 30 on First Nona Low Moderata Severa
Monlhs Months anths Days Day
Ovarsee BME unit invantory 1o ensure adequate supplios ars malrlained. O O O O O O O O O O
Ovarsee and svaluate custonar sorvice request information to ensura employees
aduress sarvice requests limely. . O O O O O O O O O O
o Proficient  Proficient  Profiglent  Proficient Praficient on
Noeded WIMIN G412 Within 36 withn 13 Within30 T3S one Low Modorate Savers
Months Months Months Days 3t Day
Oversae and ensure rasponsiva aclions accur ta resolve custoner requests and
inquirles imely In accordance with service level agreemants, O O O O O O O O O O
Reviow and ensare Inceming mall (e.g, fee payments, relurn malf) for the BME unlt |s
feceived and processed accuralely. ' O O O O O O O O O O

Providing Direction, Guidance, and Inforimation

PROFICIENGY
Not Profictent § Proficlent || Froflcient Pm{'ﬂ;m Proficiant
Nosded [ WIthin 6+ JWithin 3-6 Wilhin 1-3 Firstap | onFirst
12 Months] Months || Months Davs Day CONSEQUENCE
. n’:‘p’;g)‘?;e [ hone Low Madsrate Severs
musibe Minor Impact ?g?::‘:ffg
Anew A nsw Anew Anew abia to {0 operalions, ‘
S”cﬁfsm‘ employae | employsa | employee | employee || perfonn Rovanue may R""e’at‘c‘”ﬂ- Mafor \nilpact
erforma mus! learn| must fearnmust learmn lmust Jeam || this fask Ne Impact to | be Incarrest ;w'enua maly S’ operal OT;
P ik o? o perform]| o perfarm o perform [te perform [on the first oparations, hut ° r::"("“ ”m“’i"e:a =
py ul:e thls task | this task |} this task || this task |} day of the recoverable u " or los
mﬂllanc within the § within the § within the | within the || job. Full over a shorl r:*ooverla © revenue.
! Pl Y first 642 | first3-6 I first1-3 | first 30 [proficiency seriod of lima, “"’é“ffl"g
\ask nenths onjmonths onimenths an|| days on Is griog of tme|
' thejob. § thejob, § fhejobh. || thejob. |expacted:
training is
not
providad,
Mol Proficlent Preficlent  Proficient Proflcient  Proficient
Needet Wilhin 8- Wilkin 3-8 Within -3 WIithin 30 on Flrst None Low Moderate Sevare
12 Menlis Months Monlhs Days Da
¥

Provide on-call direct support and guidance o agenls femployeas) using Postal
policies, processes, tools, and lechnologies o resolve customar ingisiries.

Ensure custemer is contacied with aceount relaled updates including guidance on
coriective aclions for mailplece and acceplance proceduras.

Provide directlon and guldance to others regarding mail acceptance, veriflcation. and
cumpliancs polleles, processes, and provedires.

Davalop and update process guldes, workllows {e.q., provessing statemant of
ownership, permil sanceBations) for BMEU employars.

Piovida directlen and guldancs to athers regarding Inteliigent Mail Barcada (IMSB)
tool, Buslhess Gustomer Gatoway (BCG), and Postage Sfalement Wizard,

Provide stalug updales, ldenlify raining epperiunities, and communlcales wilh others
{e.g., phone calls, meetings) to support helpiesk activities,

o 0
o O
o O

Proficiunt
Wilhia 5-12

ol
Needad Months

© O
o O
o O

O
O
O

Proficlent
Within 3-8
Mentha

O
O
O

O
O
O

O
O
O

O
O
O

Within 30 Proflclent on

First Dty

Praficient Proficiont
Within 1-3
Menths Days

O
O
O

O
O

O

O
O
O

Researching and Analyzing Information & Reporis
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O
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PROF{GIENGY

Noi Proficlent || Proficient | Proficient Pwiiﬂﬁm Proficiant
Meaded Within 6- || within 3-8 | Within 1.3 Firstan | o0 First

12 Months| Months | Months Da Day

a8

Anaw
employee

must be

" . Anew Anaw Anew Anew abfe to
o eimployes § employea | employsa § employee [ perform
B"{' —-— must learnimust learn fmust learnimust laamf {his task
doss not 0 parformy fo peHorm {|to parform to performfon the first;
raqukre this task ﬂ‘ﬂs‘lnsk this task || this lask Jday of the
roflclane within the || within the || within the [ within the { job. Full
P o Y fist 612 | first38 | fist1-3 | fist30 [proficency

Jmsks menths ¢nflmanths onfmonths anf days on I8

. the Job. § thejob, [ thejob. || the job. Jexpeclad;
traiing is

not
piovided.

o Preficient Proficiant Proflcient Profisient Profigient
Noatead Withiss G« Wilhin 3-6  Within 1-3 Wilkin 30 on First
12 Months Months Months Days Day

CONSEQUENCE
Noene Low NModorata Severe
Minor mpact |  Moderal
impact to
o operallons, - "
Revenue tiay operations, | Major Impact
Noimpactto | be incorracl Revgntwe mayj fo operations.
S he incarrect JUnrecoverables
oparations, but st lost
racoverabls U‘ bl orlos
over & short r::;“:'izns revaIu.
perfod of time, erlod of lime.
Mone Low Moderale Severs

Evaluata sall quality performance, cuslomer satisfaction scores and Interactions to
ensure service standards are mat, and Idedify opportunilias for impravement (e.g.,
Iraining).

Gomplels and use reparis and tracking logs summarizing daily help daslt activities
and customer satisfaction scores,

Roview customer survay {OSAT) responses and raach out to customer to identity
potential causes and action ifems to address cuslomer experience,

Investigate root cause of customer safisfaction scores by contacling customer,
listening to phona call recardings, reviewing open sndad comments, and discussing
with employee.

Compile documents and information needed to address OIG audits regarding permits,
verlfication samplas, and mailplece scans,

0

O
O

O

@)
&

O

O
O

o Proficient Proffcient
Within6-12  Within 3-6
Needad Months Months

Q
O

O
O

O
O

O

O
O

Profictant
Within -3
Manths

O
o

o O

O O
O O

Froficlent
within 30 "afdlent an
Days irst Day

Q O
O O

Researching and Analyzing Information & Reports

Mone

O O

O
O

Low Moderats

C O

O @)
O O

O

O
G

Savera

O
O

PROFICIENCY
Not Preficisnt § Proficlent | Proficient Pﬁl{:l:lnl Proficient
Needed | ¥ithin 8- | Within 3-8 Within 1-3 First30 | O First
12 Monlhs]| Months | Months Days Day CONSEQUENCE
o Tﬁp’?g;‘;e Nona Low Madoarate Eoyers
must bo Miner impact ?‘llf’;i:éa:g
Anow Anaw Anew A now ablg lo to oporalions, Lo
sucf’;’;ﬁm' omployes [ employee | employee |employea | perform Revenue may Reperat\uns. tMa]nr ',";facl
'mrfz: onmustiearn|must learn must loarmjmust leam] I task No Impact o || be incorrest I;—:vgnue may| UD operal D“’i'
doos net |1 performlta perform] to pariorm ft perfont fon the first operalions. but © '"hcm"’c' "’“r"’l"e;“b ©
requira thistask | thia task | this task § this task §day of the rasoverable ut i orlos
o | within the | within the | within tha § wittin the | job. Ful over a short || eVl - revenLe.
Pt | frst6-12 | frst36 | firsl 13 | frsi30 |prafciency poriod of fime.§ 2407 % 120
\ask. ] months onf months unjimonths on] deys on Is arieg ol ame|
i the job, | thelob. | thejob. ] thejob. §expsacled;
training ls
not
|»ovided.
Not Proficiant Proficient Proficient Profiefant Proficlent
Neaded Wiihin G- Within 36 Wilhin 13 Within 3¢ on First Nene Low Modersto Severo
12 Months Menths Months DCays Day
Gomplate miigage reconeiliation for postal ownad vehicies and submit to Vehicle
talntenance Fasllity (VI4F). O O O O O O O O O O
Wiew and lake action: hased on system genoraled reports to address and resolve
helpdesk activites, O O O O O O O O Q O
Resolve custeiner account discrepancies and concoms escalatod by enployess or
delegaled by managemarit. O O O O O O O O O O
Praficlent Proficient Proflclent Proficient ;
ol Wihin€12  Witin 36 Wb 5 Wilhin 30 Profierton|  yana Low Moderate Sevaro
Moniths Moinths Moriths Days st Lay

Gather and summarlza help desk activity and customer safisfaclion scores (o support
the Malling & Shipping Sclutions Center (MB5C) aparalions.

Prapare and distribute reperls, stalus tipdates, and suninares regarding <lally halp
desk actlvillos for management review.,

O
O

O
O

Q
O

o
O

O O
O O

Researching and Analyzing Information & Reports

o

O
O O

O
O
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PROFICIENCY

Nol Proficlent | Proficient | Proficient Pvf’:,ﬁ;iﬂlnt Proficlent
Negdad Within 6~ | Within 3-8 {|Within 1-3 First30 § ©F First

12 Months] Monthe || Months Days Day

Anew
smployee

must be

e ool Anew Anew Anew Anow able to
e b amployas | smployes [amployss 3 emploves | perform
bt rfLarman uﬁmm learnimust learn|must learmimust learnf this task
does nat o parformgia perform | to parformgle perferm fon the first
requlra Ihis task X this task | this task § this task Jday of the
ol within the { within the | within the { within tha | job. Full
N i this first8-12 || first3-8 | frst 1.3 first 30 [proflzlency

task. hs o1 ohlimonths ond days on is

HER the job. || thejob. | thejob. { theioh. ||expected,
tralning is

not
provided,

Not Proficient Proficient Proficient Proficlent Proficient
Noedad Within 8- ‘Within 3-6 Within 1-3 Within 30 on First
12 Months Manths Months Days Day

CONBEQUENCE
Norie Low Modorate Sovers
i
Minor impat | Modorate
" impact to
o cperallons. : .
Reveris may operations. || Major impact
No Impactlo § be incorreet Rbav?nua m;y J" "pe'a'"’"l:‘
operatiens. bul © nbc?lrre nrecolvaia %
racoverable ! able or ﬁs
over @ shord r:::r":rlong fevonue.
periad of time, erlod of ime,
et
Nona Low Moderala Severa

Creats and distribute summary reports regarding mai verification compliance,

lderdify and develop reporls summarkzing ourrent electronte varsus hardeopy
stateiments by offica/lacation to inform others of current status and updates.

QOverseo accurate complation of tracking jog sand reports to ensure adherance to
complianga and reporting requirements.,

Ovarsee completion of reports to Identify discrepandles and ensures action items are
Iniatad, such as contacting customar to resolve errors,

Research and laakup Information in systems and applicalions (2.9., PostalOng, BCG)

1o vlew customer account information to reublashool and resclve eirrs and
discrepancies wilh customer accounts.

O
O

O

Not
Needed

O
O

O

Proficient 7
Within 6-12
Months

o O
o O

O
O

O

roficlent

O
O

O
O

O

Proficiont

Within 36 Within 1.3
Months

Manths

O
O

O
O

O

o
O

O

Proficieni 9
Within 30 Pr;;facmt on
Days ket Day

O
O

O
O

Researching and Analyzing Information & Reporis

None

Low

O

O
O

O

Moderate

O
O

O
o

O

Savere

O
O

PROFICIENGY
Not Proficient | Proficlent | Proficient Pmﬂﬁ;ﬂ Proficient
Neded | Within & | Within 3-8 ) Within 1.3 First 3g § ©n Firat
* 12 Months|| Menths | Months | 0 Day CONSEQUENCE
o r}:pr;g;"‘:ee Nong Low Moderats Severa
must be Minor impact JI\“‘Odecﬂg
.3 Anow | Anew | Anew | Anew | ableto to operations, Ompat_ Maior Impact
| Temployee | emplayee j employas | employse | perform Revenue may| |3era ens, m‘“‘” ":f“s
J nust leam | must learn|must loam Jmust leam] this task Mo lmpact to | be incatrest : f””a ird ¥ opera D'I‘ﬂ'
”;‘c:”""‘]“'l’ o perform | to perform | to parform Jte performion the first operations. bul ¢ n;ulrra nreccslva:a 2
resin thistask | thlatask | this task § tivs lask § day ofthe recovsrable u bl of los
e within the | witiin tng | within the § within the | job. Ful over a shart rec""erl" o | revenue.
P T"ﬁ_ﬁ:w el 612 | frst 36 | first 13 | fist 30 {proficioncy period of time. :r‘i.'a&ﬂ [‘:1"9
Fask months on| months on|menths ond days on is paried of time,
‘ thalob, | lhejob. | thejob. ] thejob, {expasted
tralning s
not
provided.
. Profictent Proficlent Proficlent Proficient  Profielent
Meeded Wilhin G- Within 3-6  Wilhin 1-3 Within 30 on First None Low Modarate Severe
12 Months Memithe Months Days Day
Address recuring Instances of poor time/elock-ring parformanca (clock-ring Integrity
rapoit) with employees lo ensura accounlability, O O O O O O O O O O
Review and analyze quality and sox compliance controls and rapoits o identify
Tallures whhin agslgned districts. O O O O O O O O O O
Proficient Proficlent Proficient Proficiani 5
Neodoe  WING-12  Wilin36  Wilhin13  withinao POmTRNton] g, Low Modorale Savere
00 Manths Months Months Days Y

Fraview and correct Time and Altendance Coffection Sysiem (TACE) reports, such as
unauthorizedfautharized overtime, clock-ring arrors, missing lime, tour deviation,
employee on the ¢lock,

https://uspsindevalfedramp.govi.qualtrics. com/Q/EditSection/Biocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV_BAanwr2uoyx3148&Cante. .
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PROFICIENCY CONSEQUENGE
Nat Proficlent | Proficient | Proficient Pmﬂﬁm Proficlant None Low Moderate Sevore
Neader | WYiIn & fWithin 3-6) Wilhin -3, ¢ 5 | on First This tesk is | This laskls | This tdsk s
12 Monthsy Months || Months | oo Day somewhat | impertant to | critioal to my
This task Is 2 important to my job. job. Fatflure to
| do not ¢ pertorm 1} perform | | perform [ 1 perform 11 perform not Important my job, Fallure o do || do this task
erform this task | this task || this task || thistask 1 thls teal P iU Falure to do || this &
gl | yarly, or [monthly, o woaky, or ldaily, o upy severz) @ my ‘;)“ rren (h? ureku do-y this ask hbals has vary
-y currant|UP 18 8 fewiup to & fewlup lo a fow] lonfow | tmes Jok s (s h?s i serlowl.us
Y Umes per | limes per | tnes par | timas per ihroughout some negalivaj  nagalve negative
lob. year, month, § week, day. | the day, e e g e oS leonsequaneas)
- EELON)
Nat Proficient Profictent Praficianl Proficient Proficient
Neadad Wilhin 6- Within 28 Within 1-3  Within 30 on Firg} Nong low Moderate Sevare
12 Menths Menths Months Days Day
Review Business Raply Mall (BRM) artwork lo ensure tompleteness, collabarate witlt
stakeholdars to troublesheot and resolva arvors, O O O O O O O O Q O
Ensure completion of maif quality reviews for possibie assessments. O O O o O O O O Q O
Canduct mailer scorevard sysessment i Idenlify ant resoive arrcrs and complete ‘
dispute assessment workshaeot o detenving if assessmant 8 warranted, O O O O O O O O O O
o Proficlent Profictent Proficient Praficiant roficiont
Nesdon WEWNE12  WEAD 56 Witin 13 Wibinso  TIVESRON) mong Low Moderate Severe
Monlhs Months Monlhs Days rst Bay

Process maller asssaments and sollaborate with othars to Identify and resclve
dizcrepancles between customer files and syslam recards,

Oversee review and mnniloring of dormant stalements ko ensure ectlon Hems are
completod timely.

O
@)

O
O

O
O

O
O

O
O

o
o

C
O

O
O

Quality Assurance & Review

PROFICIENCY

CONSEQUENCE
Net Proficiant | Proficlent j| Proficient Pmﬁ;‘“ Proficlent None Low Mederata ‘Sevore
Neoded § "lin 8- yWithin 3-6] within 1-33 £, 40 1 on First This taskis | Thistaskis | This taskis
12 Monlhs| Months | Months | “pp Day somewhat || importantte | ortical to my
p——r This task ks ] Imporant to my Jobs, jeb, Failure to
I perform || | perform i 1 perform || 1 perform [ | perorm )
100t | his task | tni task | thin task | this tesk | ths task e | e | hallure o do | o this fask
ih‘l)r; tralr("m yearly, or [monthly, oni waekly, or |daliy, or upj| several o my cburren hﬂil x:rekohdn b stlads ss has.very
m‘c;mmt up i a fewlup to a fowtup to a few| toafew | times Jot. this tasi zl's gons Ta ° se‘m:'s
¥ times per [ times por | imas per | times per {ihrcughout mome negativel  negative negative
job, year, menth. wook, day. | o day, €onsaguences|conseqUences conseguUANces
Not Proficient Proflclant Proficient Proficiont Profiient
Neadod Within §- Within 3.6 Within 1-3  Wilkin 30 on First Nona Low Moderate Sovere
42 Months Manths WMonths Days lay

Escalals pricihg quostions and reguesls (e.q., dacrepancios, exceptions, refunds) to
ko Pricing & Classifisation Sarvice Cenler (PGSC) for approvalireviaw,

Review, discuss, and resclve maller scorecard assessment related discrapansies and
feea.

Roview and confirm customer periadical applications to ensure accuracy and
completeness before submission tv HQ for raview and approval,

Perform Electronle Yerificalion System (EVS} content audits by sampling mail
sonlonts.

Revlew manlfost malling reporls to ensure verification process is complated accuracy.

Review hardoopy postage slalements to confirm processing date and thme are
properly recorded and ensure racords are stored properly,

O
O
O

il
Weeded

O
O
O

O
O
O

O
O
O

O
O
o

O
O
O

O
O
@]

Profisient

Proficiant Proficient Praficiant
Within 8-12  within 3.6 Wilhin 1-3
Manths Monlhs Morths Days

O
O
O

O
O
O

O
O
Q

O
O
O

Supporting Products & Services

Within 30 Proficient on

O
O
O

Nane

O 0O

Law

(OIROING

O
O
O

toderata

O
O
O

O
O
O

Sovers
O .
O
O

PROFICIENCY GONSEQUENCE
wot | Profigient | Proficiont § Frofiiont  *Toncie | proficten: Kone Lo Moderae 1 .. Seres
Moo | Within 6= Twithin 8.6| within 1-3] S 1 on Fire Minor impagt | Modsrats
12 Months| Months | Months Day I tions, [ MPEctio i
D o opera s
Jays Revenue ma operations. | Major impact
1 do not I perform § 1 parferm | { perform | | perorm § | perform o Impact to | be inoorracly Revonue may| to operations.
perform this tagk [ this lask | this task § this task | (his task cpergdum Ut B Incorract Unrecoverable
Sthis lask in yearly, or fmonthly, or weekly, orjldally, or up| saveral i rocoverable Iut or lost
my current ip 10 a fowjup to a fewjup to a few to a few tkmas cvér 2 short recoverable revenue,
iob thnes per | times per | tmas per || imes per | ihroughout erlod of e, over a long
i Job. year. munlh‘ week, ﬂﬂ!. the dag. P o “Iperiod of time |
No Proficiant Proficlent Praficient Praficient Proliciont
Needed Within 6- Within 3-6  Within 1-3  Within 30 on Firgt Mone Low Moderate Suvera
12 Months Montha Monthg Days Day

Overses complefion of sampling scans and mail volunie for acceptanca units using
PostalOne dashboard.

Conduel slia ohservations at aceeptance wnits to maintain working relationshipz wilh
customers, monilor mployee tire and atlendance, ensure timely complotion of
work, and ensure a safe working envirenment,

httpé://uspslndeva [fedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview? ContextSurveylD=SV_6Aanwr2usyx3lJB&Conte...
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PROFICIENCY CONSEGUENCE
Net Proflelent { Proficiant || Proficlent P{x.:‘lﬁ;n" Proficlent Noge Lo Mmt? Severs
wWithin 6 | Wilhin 3-8 Within 1-3§ on First Minor Impact | Moderate
Needed First 3¢ P impacl lo
12 Months| Months | Months Y Day lo operations. .
ays. Revenue ma operallong, | Major impact
1 | denot Lperiorm | | perform || { perfann || 1 perform || Tperform No impact o 1 be In mmc[y Revenua may| to cperalions.
arform | (Dle task | dhis task | ls task || this task | thls tesk 0 eraﬁ s b" . be toorrest” Unrecoverable
lhTa tosk | YEQ!Y, OF nonihly, orfweekly, or [dally, or upy several paralions. . grable but of lost
b cunang|HP 19 8 fowdun o a fowiup 1o & fosyl toatew | fimes :’ ?" ot | receveraliio | - revanue.
v {ob. limes par | imes per | imes per § times par Jthroughout Vi if ? fime. overa long
- yaur menth. wesk, day, he dax. period of tine. |[pericd of time.
» Proflcient Proflclant Proficient Proficlant Proficient
Nsedad Within 6~ Within 3-§ Within 13 Wilhin 30 urn First MNone Low Moderate Savere
12 Months. Months Months [ays Day
Review and discuss changes to D agreements with sustemers to ensure plant
toad {g.g., lsyout, mail vokane, and mafl transpertalion and verlfication process) is O O O O O O O O O O
compiats and accurate,
Proficient Proficlent Praficient Proficient Proficiant o
WiinS-12  Witin 36 Wilhin1-3  Witninzo 72 " “*’[',‘_ T None Low Modarate Severs
Months Months Months Days frst Day

Revlew and document customer account updates in ServiceNow 1o accaunt for
Updates, discropancies.

Communicate with internal points of conlact regarding quality and sox compliance

failures o ldentify, Iroublashoot, resclve, and mitigule future discrapencles of errors,

Trave! to orlgin offlee to idenlify and troubleshoot mailing orrors, review postage
slataments for accuracy, and ensure proper staging area for mail acceplance.

O
O

oo
O
O
c O

O
©
O

O
)
O

Training & Developing

Q
O
O

O
O
O

O
O

PROFICIENGY
Not Praticiunt || Proficlent | Proflelent pml‘;:;m Piolicient
Noaded ] WVilhin 8- [Within 3-6 Within 1.3 Firstap § O First
12 Months} Menths | Months | " Day CONSEQUENCE
2YE
. ;\P’;me Nene Low Modaralg Severe
must be Minor impagt ﬁ?f:{ﬁg
Anew Anow A new Anew ahle to to operations, . )
Sucﬁf:sml employae | employes | employee § employee || perform Revaenus may. R‘éﬁﬁ?ﬁ; lﬁi’“{:;;‘;m‘;‘
it must leamimusi learn[must learn jinust learn|| Lhis task No Ipact o || be Incorrect § e o IVU P il
dmrma‘a;ciu parform fto performijto partorm {to pariom||on the first operations. bt :ulrrec nm};&
sl" thls task | s lask I Whls task | thls task || day of the recoverable blo °fem
ol Wilhin tha | within iha | within the | wilhin tho | job, Full ovar g short | (2I0ATE revenue.
P | m:w flrst 6-12 || first 3-6 § first 1-3 first 30 {|proficlancy| period of tima. otiod of ﬁ?’?e
rl;ask months on||months onfmonthe on days on is glhine
* thejob. | thajob, || thelob. || thejob. | axpected;
training |s
not
provided.
Not Profictent Praflelant Proflcient Proficlont. Proficient
Within 812 Within 3-6  Within 1-3 Within 30 on Flrst None Low Moderato Severe
Neaded
Manths Months Months Days Day
Maonitar timely somplation of fraining regarding pollcles and procedures, O O O O O O O o O O
Proflctent *roficlent Proficlent Profilont ., ot on
Neaded Within €12 Within 3-6 Whhin 1-3 Within 30 F"tDa Nono Low Madterate Severe
e Months Months Months Days rstbay

Provida training and guidance to BMEU employess regarding mail acceplance and
verlfleatlon pollcles and procedures.

o O

O O

O O

Utilizing Systems & Applications

PROFICIENGY

Not Proficient || Proficlent || Proficient P\r‘ffﬂﬂf‘"l Proficlent
Neaded Within 8- Within 3-6 || Within 1-3 First 30 | o0 First

12 Months] Months || Menths D Day

ey

Anaw

amployee

rust bo

Anew Anew Anew Ainew ahle to

Succebsaful employeo | erployee | employee || employee || perform
IIU - must learn|must learmiinust leam [nist learn) this task
1)3;02:0[ fto performj[to perfarm fto perform ||to perferm{fon the first]
© i this task § this task || this task || this lagk || day of the
reatlid 1.yithin the | within tho | within tha | within the | fob, Ful
ProACONOH, frsl 617 || firsl a6 | firsl 13 | first 30 Jproficiancy

n ﬂ';(‘s months angmanths onfmonths on|| days on is
task, thejob, | thajob, [ thejob. | thejob. Jexpected;
{ralning Is
not
providod,
ot Proflclent Proficiant Proficiant Praficient Proficient
Neaded Within 612 Within 3-6 Within 1-3 Wilkin 30 on First
Months Monihs Manths Days Day

O

O O

O

GONSEQUENCE
Mona Low Moderate Sevarg
Minor impagt |  Moderata
I : Impact to
o opsrations, -
Revenus ma operalions. § Major impact
. ¥ Revenue may] 1o oparations,
Mo linpast lo | be incorreet )
) ba incorract |Uniscoverable:
operalions, but st |
recoverable u o lost
aver a short :’\?;V:JET: Tevenus.
pariod of tiine. perlod of tims,
None Lot Moderate Severe

Manitor and address service requasts in G380 relaling te poslage statement errors,
malling acitivties, permit numbers, vorifylng cradentlsls, and mall acceplance
Inforrralion,

https:/fuspsindevalfedramp.gov.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintP review TContextSurveylD=8V_6Aanwr2uoyx31J8&Conte. ..
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Months Maonlhs Months

Days Day

PRCFICIENCY
Not Proficient i Proficlent § Proficienl P@?ﬁ;m Proficient
Neaded Within G~ {Within 3-8 | Within 1-3 First3o | o0 First
’ 12 Months] Months || Months Davs Day CONSEQUENCE
. n?;::g\xn None Low Moderale Severe
must o Minor irapac mw:;td:g
Succossiul Anaw Anew Anew Anew able o 1o oporailons, o sﬁaﬁuns Major imaack
iols employes i employse | employee | employes | perform Ravenue may Reeenue mé o eratIF:Is
o I‘fi} T mandimst fearn | must tearn ] must learn lmust lears|| this task Nolmpact lo | ba Incorveat |\ 4 ty u op! ';J?;
P! doag not 1@ pertormilto periormi (o perform |io perform an the first operslions. But mlf"t”“ nrecolvia
requira | s (@l § s toskc | thio tesk | s task | day of the recoverable mmvgmble r:\;e:ua
roiicien within the || within the { within tha | within the | fob. Full over a short v‘ P .
P T VR rsta-12 | fiesta6 | first13 | st 30 Iprofictancy neriad of time, °d°;arcl'.”9
‘mks menths anfimonths onfimonths on| days on s ipsriod of Ume
y the Job. || thejob, } thajoh. | thejob. | expecled;
training is
not
provided.
o Profictant Proficiant Proficient Profiiant Proficiant
Noaded Within 8-12  Wilthin 3-8 Within 1-3 Within 30 on First None Low Moderate Severe

Review and verlly customer informalion using postal systems {e.q., Weh Sox Based
Aclivity Tracking System [WabBATS), Business Customer Qateway [BCG)) and
dogument findings for records.

View business reply maif accounts In PastalOne and ensure payment for fees are
prosessad conactly 1o the customer account,

tenitor and respond te einails 1o commuhicste Updates, provide Information, and
discrey les with | accounts.

Ensure agenls have access lo appropriate applications, systems, coimmunication
lines, and ralatad materlals necsesseary (o perform work.,

KSA Frequency, Importance, and Proficlency

ol
Needed

o 0 O O
o O O O

Proficlent Proficient Proficlant

Within 6-12  Within 3.6 Within 1-3

Maonths Months Months

o O 0O O
Cc O O O

O O O
O O O

Profictant
Wiin g Troficlent an

Days Fitst Day

O O O
O O O

None

Knowledge, Skilis, and Abilities (KSAs)

KSA Frequency, Importance, and Proficiency Ratings

Instructions

lLow

O
O

O
O

Mederats -

O
O

O
O

Savers

O
O

Tnis section includes a list of knowledge, skills, and abilities (KSAs). For each KSA, you will be asked to indicate the frequency, importance, and proficiency, as it relates to
your job within the BMEU or MSSC. For each KSA, choose the rafing that best reflects the frequency, importance and proficiency of each KSA for your job. Your ratings
should reflect your current Form 50 role and assignment within the BMIEU or MSSC,

Frequenay [s how often you need a KSA. For Fraquency, consider how often you typically use the KSA across a given year. For example, KSAs that are used only once or

twice a year would be Not Neaded or Rarely.

Importance Is how essential & KSA is to being successful in your job. For Importance, consider if the KSA s related to successfully performing your job within the BMEU or
MSSC and how the KSA may impact your work. For example, KS8As that are used daily and are highly related to successfully performing your job would be rated critical.

Proficiency is how soon a new employee must be able to perform the task independently. Consider how fong it should take for a new employee to learn the KSA through a
combination of training andfor an-the-job exparience. For example, a KSA that would be expected for a new hire to know right away and is not covered through training

would be rated as Needed on First Day.

There Is a total of 57 KSAs. The KSAs are grouped by common themes and similarity with other KSAs,

Use the rating scales below 1o rate each KSA statement:

FREQUENCY

How frequently do you nead to uso this KSA while performing your job?

Regardless of the importance of the KSA, inditate how often you rely on it for suscessful overall job performance, and how citen you
would need this KSA to perform asslgned job tasks.

Not Noeded Monthly--Annualfy Weekly Dally
o not need this KSA In my current I use this KEA mondhly, a few fimes per {1 use this KSAweskly, or up to a fow necd o use this KSA dally, or up to
ob. manth or up te a few fimes per year. fmes per waek. any limes per day,

IMPORTANCE

How Important/relevant s this KSA for successfully perferming your job?
Regardless of the frequency of the KSA, Indicate how cr\tig.;zt it Is for successful overall job performance.

of my current job,

important or relevant (o | Important and relevant to my | ralevant to my job. Lack of this
successful performance | job. Lack of this KSA has

KSA has considerable negative
impact on job performance.

Not Somewhat Important/Relevant Critical/ Highly Relevant
Important/Relevant Important/Relevant
This KSA s not This KSA is somewhat This K$A is Important and “This KSA Is critical and highly

refevant to my job. Lack of this KSA
has very serlous negative impact on
job performance,

https:/fuspsindevalfedramp.govi.gualirics. com/QYEditSection/Blocks/Ajax/GetSurveyPrintPreview? ContextSurveylD=SV_BAanwr2uoyx3lJ8&Conte...  21/32
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some nagative Impact on job

performance.
PROFICIENCY
By when must a new employae be able to use this K54 on the job?
Conslder how long it should take for a naw employee to l2arn the K3A through a combination of training and/or on-the-job
experiance,
Net Needed Needed Within | Needed Within First | Needed Within First | Needed Within Needed on First Oay
First 6-12 3-6 Months 1-3 Months First 30 Days
Months
This KSA is not Proficlency in Proficiency in this Proficiency in this Proflciency in this | Proficiency in this
needed for the | this KSAis KSA Is necessary KSA is hecessary KSA is required K5A Is required the
job. necessary within the first 3-6 within the first 1-3 within the first first day on the job.
within the first | menths on the job. months on the job. month on thejob. | Full proficiency is
6-12 months on expected; training Is
the job, hot provided,
Communication
PROFIGIENGY
IMPORTANCE Nosdad | yocded | Naeded | Meodod
Not Within Flrst . ) Needed on
FREQUENCY Neodad g4z [¥ithin Firstlwithin First|[Within Firsy First Day
Not irnpartant Slumewhat Important Critical Months 3-8 Monthe]1-3 Manths | 30 Days
Monthly= Imporiont Proficleno
Mot Noadad | i Weekly Bally This KSAis | This KSAls | This KSAIs i thie KA
i) This KSAis | somewhat | imparantic || crilical to my . " . b
| usa this KSA I need to use N niot important | mpartartio || my job. Lack [ job. Failure to Pmﬁ.de“w P roﬁmency _th_clency ‘ is required
monihly, a few | need to use - in this KSA || In this KSAin Lhis KSA |[Proficiency |the firsl de
| do ot naad timos per this KSA i, IKSA dally, 1o successiul | my job. Leck | of this K3A || successiully s is i i his KSA | on the job
Jinis KEAIN O iy o up [ Rkl 00 UB Fo e many Jot of this KSA has do this task [T KEA I8 o ocsary | necessary | aecessary |Is raquirad FEIJI '
current Jab. | b fimes (10 & faw limas times por day performance | has sora | considerable | has very not needed) L within tha || within the ;/vith!n the [oroficianc,
per ver. per week, ‘ inmycurrent | negative negative serious for the job. first 512 | first 36 first 143 ||fivst month P ICB ¥
“ Job. in;;:f:cl n':_lﬁb '“;%:‘:}Tf;" J;b - negative menths on | months on | months on | on the job. expaciad;
IR A 08, Joonseguences) thefob. | thejob. | the job, training s
hol
provided,
Needead
o Neadad Needed Neaded Needed
NotMeeded  Monfly-Aonually  Weekly  Daily Not Somavhat Importart  Crifical Net o WIBAG bl g-  wihin13  Wihn30  on Fiet
Impartant Important Needed 12
Monthe B Months Months Days Pay

Ahility t provide
direclion and gultance
lo stakeholders
regarding acceplanice,
verification, and
compliance policies and
procoduies,

Aplity o imaintaln
composure, de-escalate
potontially conlentiols
sltuaticns In the midst of
stressful conditions,
disagreaments and
interpersonal condlicts,

Ability to cermunicate
orally and In writing
sufftdeint to expross
ldaas or facls clearly and
loglcaly when answering
questiens, giving
instructions, or
exptalning postal
regulations and
provedures.

Abliity 1o provide
guidance, coaching, and
assistance 1o co-werkers
orintemal stakeholders
an processes, policies,
proceduras, systems,
tools, workilow manuals
and jab aidy.

Ability to communicata
with colleagues and
custamaers sulliciant 1o
clarify product and
sarvice Information,
assess malling needs,
and explain terminology,
regulations, and policias,

Ability ta build and
maintaint positive working
relatlonghips wil
stakeholders.

hitps:fuspsindevalfedramp.govi.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview? CantextSurveylD=SV_BAanwr2uoyx3iJ8&Conte. ..

O

O O

Not Needed Monthly-Annually

O

O

Weokly

O O O O

ol O O O O

Mol
lmpartant

Somewhal .
Daily Important Impertant Critical

o O

o O

Needed
bl Vltaln 8-12
Months

O

O

Needed
Wihiy 3-8
Months

O

O

Needed

within 1-3  Within 30

onghs

O

O

Needed

Days

@)

O

MNaaded on
First Day

22132



10/4/23, 12:47 PM

Qualtrics Survey Software

FREQRIENCY
Not Neadad m;ﬁgﬁ’y Weckly Daily
1 use this K3A
I need to use
1 do hot need rnclt:wlhlm a fow} {his KSA Infzed o use
iy ines per this IKSA dally,
his KSAIN O i, orup [ Veekl 070D | ey
ourrant job. §,.'2 few times |10 & fa% I!Tee fimes per day.
por yoar. per waek,
Net Needed Monthly-Annually Waakly Craily

IMPORTANCE
Somewhat "

Not Inmportant fmportant limportant Critical
This KSAls || This KSAis | This KSAls
This IKSAls | somewhsl || importantio || critical to my
notimportart | Importantfo f my Job. Lack {job, Failra to
to suscessful [ my job, Lask { of this KSA || successfully
Jab of this KSA has do this tagl

performance | has seme | considarable | has very

in my current negative nagative serious

Job, Impact on job |impact on Job ] regative

, I performance, consequences

Not Somewhat -

Imporiant Important Imgortant Crilical

PROFICIENCY
Noeded
- Neoded | Needed [ MNeeded
et et Firsthyytun Fivst{within Festfwithin Firet N;f:’f;a‘;"
Morths -G Months]|1-3 Monlis| 30 Days
Froficiancy
In this KSA
Proficlency [ Proflclancy i Proficianay is requlred
in Lhis KSA| In this KSATin this KSA | Proficlency fthe first da
. 5 is s Is in this KSA{ an the job,
:msngj;; necessary [ necessary | necessary [|is requlred Full
for the job> within the || within the 3 within the || within the | proficiency
“|| first6-12 § firsl 3-6 first 1-3 (| first month s
months o § menths on | months on | on the job. | expecisd;
the job. 1he job. the job, {raining g
not
provided.
Mot wecded  Needod  Moeded  Noodad  Meodsd
Wilhin 3-  within -3 Within 30 on First
Needed 12
Months & Months Months Days Day

Ability to provide
duidance, direction, and
assistance to external
customers an using
customer-faging systems
and applications (e.g..
Business Customer
Galawey).

Abilily fo sollaborals and
coordinate with
stakeholders to [dantify,
Iroubieshoot, and
resolve discrepancles.

Abily 10 follow
Instructions, afther gral
or wrilten, {8.9., [ob alds,
directions Included in
forms, manuals)
sufiictent to apply
relevant information
based on pecific
programs,

Abllity 1o provide
information and status
updates o internal and
external stakehelders.

Abliity 1o provide training
to slakeholdars
regarding approprinta
use af systems,
appiications, tools, and
technology.

Ability 1o work with
people tactfully and
respectfully to provide
cisloier satvics,
including responding to
complaints,
troubleshecling and
resalving problems, and
oxercising courtosy,

Other Characteristics

O

o

O

O

O

O

FREQUENCY
Monthly- .
Not Needed || o o Weekly Daily
| usa this KSA
P ! ”&?d&"s‘:’“ | reed to use
a hol noa: times per " {this X3A daily,
this KEAIN Y] ooy orup | WOoKB 00U e many
current job, 102 Tow Umos to a fow times| times por day.
poryoar, || Perweok.
Not Needed Monthby-Anmusily Weslly Daily

IMPORTARCE
Not Important ?;mgmt linportant Grifleal
This KBAis || This K8Ais | This KSAls
This KSAls | sanewhal || irpariantto | erfical to my
nol mpoitant || lraportant io | my job, Lack { job. Failure to
to successiul | my job. Lack | of this KSA § successiully
job of this KSA hag do this fask
performance | has some  § considerable has very
I miy current nagative negalive sarious
oh. impact on job 3 impact onjob |  negalive
parformance, § parformance, |eonsecuencag|
Not Somowhat .
Important linpatlan, Important Critical

PROFICIENCY
Needed
Nesded 7 Needed Needed
et et Pt i Firsilwitin Firs: witnin Fast i
Montha 3-G Months31-3 Months| 30 Days
Proficiancy.
i this KSA
Proficlancy Froficiancy || Proficiency s required
in this KSA Jin this KSAlin this KSA ] Proficiency {the first day
This KSAis is I is IJn thils I;(S.;\ on tpaljlob.
ot nocded v ry | e ¥ | Is require Fu
for the Jok within the { within the | within the §| wilhin the { proficienoy
orthe Job | oy gdz | frsta.6 § Miet -3 {Arsimont] s
months on | months on 2 months on | on the job, | expected;
the job. the jeb, lhe joh. fralning Is
not
providad.,
Mot vaﬁﬁﬁfg Needed  Needed  Needed — Needed
Neadsd 12 Within 3+ Within1- Within 30 on First
Months 6 Months A Days Tays Day

Ability 10 obtain and
mainkaln 2 valld drivers
canse.

Ability 1o adhere 1o
applicabls safety and
health polisles and
practices and recogrilze
polential safely Issues
sufficient to tdentify and
reinforce aclions to
mitlgato risks,

hitps:ffuspsindevalfedramp.gov1.qualtrics. com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV_BAanwr2uoyx31J8&Conte...

O

O

O

O

O

O

O

O

Q

O

O

O

O

O

O

O

O

O

O

O

O

O

O

O

O

O

O

O
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FREQUENGCY
Not Maeded m:‘l';'ﬁ} Waoakly Pally
2l
L usa this K8A
lg monthly, a fow| | PRSI0 USE T | ok se
o not need " this KSA .
i limes per this KSA daily,
fthis KSA in my] waekly, orup
i current job, raanth, or up o & faw times | " P 0 nany
E 98 Hte 4 feow limes . Y times per day.
i per year.. per week,
Net Neadad Monthly-Annuaily Weokly Dally

{MPCRTANCE
Somewhat L
Mot Important lingortant Iraportant Critical
This KSAIs | This KSAls | This K3ATs
This K8ATs | somewhal || imporiant to || critical to my
not impertant | Importentto || my job, Lack || job, Failure to
0 suceassiul || my job, Leck | of this KSA || succassfully
ek aof thig KA has do thig task
performance | has some ] cansiderable has very
inmy currenl | negativa negalive BBIinus
juk, Impact on Job JImpac on jab | hagative
parfermance, | performance. floonsequences,
Not Somewhiat -
Important Imporlant mportant Grigeal

PROFICIENGY
Needad
A Needad j Needed | Needed
Mooty |l Pt it Fira Within Firstithin Frst N;fs‘:ega‘;,"
Months |6 Moninsi 1-3 Monthe} 30 Days
Proficlgney:
in this KSA
Proficlency | Profisiancys Proficlency i requirad
in this KSA ] in this KSAZin this KSAEProficlancy the first dar
This KSA s 18 Is 8 lln this [(SA on ﬂ;e]ah.
ot needed] " ¥ ne ¥ 2 necessary jIs requirad | - Ful
for tha job withini the § withir the 2 wilhin Bhe | within the | proficiency
‘U fivst 812 | Airsl 3-8 first 1-3  §first month &
months on | months on 3 mondhs on Jon the job. | expected;
tha job, the Job, lhe Joh. tralning le
not
provided.
Nt Vﬁﬁ;{:‘e{i Needad Nesdoed Needed Noeded
Neadsd 12 Within 3-  Within 1-  Within 30 on Flrst
Menths 6 Months 3 Duys Days Day

Ability lo use safaly
protocols, progesses,
&nd procadures fo
complete work
assignments and lasks
sUGh as inspacting
mailpisues or staging
mail [ a safe mannar,

Ability to mopiler several
an-golng situations
andfor responsibllitivs at
the same lime snd make
timely detisions withoul
sssigtance,

Willingness te reval for
worleralated activities
and evants.

Anllity 1o ba flexible and
to adapt quickiy to
changlng condilons,
prlotitlas, systems,
policles, tedls, and
tachnekgy.

Ability to complele
assigned work and
relsted tasks wilhout
immadiate, an-gita
supervision,

O

Net Noodad

O

O

@)

Manthly-Annually

O

@)

O

Weakly

O

O

O

Daly

Q

O

O O O O

Nat
fnporiant

O

Samewhat
lmportant

O

Critical

O

Inportant

O

O O O

O O O

Physical Abilities

IMPORTANCE
FREQUERCY -
Not lmp Wt ?;?:ranal! Irnportanl Critical
Montidy-

Not Neadad Annua,’,’ Weekly Daily This KSAls | This KSAls | This KSAls
| ton this 1K OA] This KSAk || somewhal || Importantto | sflfical to my
monihly, 4 fswi ! need to use | need o usa not important | important to || my job, |ack | job. Failura to

£ do not need "m;;‘ or this KSA this KSA dalt to succassful | my Job. Lack | of this KSA | suecessiully

this KSA Inm Tronth, gru weekly, or 15> oru ‘la man‘l; b of this KSA has do this task
i currentjob. | e “mgs to a few times lllneE; per day. performance || has some { considerable | has very
o year. por woel, - : in my current negative negative sarious
B =i job. Impactan job {impacton job | negative
performancs. § performancs, leonsequences)
. Mot Somawhat ’ N
Not Needed Monthly-Annually Weekly Daily Imporiant Imgoriant Important Critical

o o o0 O O o0

o O O O O o0

Nesdsd Needod Needed Needed Nogdod <
Moodeg  WIRE-1Z WIIA 36 Wilhin -3 Within 30 Noeded on
Monlhs Months Duys Days st Day

o O o O o O

o O O O O O

o O O O

PROFICIENCY
Meedad
” N Noesded | Needed Neaded
bt R Fietassin Firstwitnin Firstfwilbn First g
Months 1378 Months|1-3 Months|| 30 Days
Preficiency
In this K8A
Proficlency | Proficiency | Proficlency & réquired
In this KSAlin this KSA{In this KSA Pruﬂciency the: first da
This KSA Is is 8 is lin this I[(S:;\ on l?nlj[ub.
ot needed ¥ | necossary ¥ s reguire u
'; i, | within 106 1 wilhin te | within the § within the | proficlency
T MEOD-k rste-12 | tistas | fisti-a fhstmonth| s
months on § months on | months on | on 1he jok. | expected;
b jols, tha job, the jeb. training fs
not
providetl,
Nol Wit Naoded  Neoded  Momded  Needed
Nooded 12 Within 3- Witk 1-  Within 30 on Firat
Months G Months 3 Monlhs Rays Day

Ability 10 sean mailpieces
and contalner fabels
using handheld scanner.

Abllity to push wheelod
carts and pallet Jacks.

Abllity to It mall
coitalners {e.g., sacks,
frays) up to 70 Ibs.

Abllity lo visuaily reviaw
maliploces [or mall
classification and
characterlstics,

https://uspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview ?ContextSurveylD=8V_8&Aanwr2uoyx3lJ8&Conte. ..

O
O
O

Not Needad

O

O
O
O

hdonthly-Arrzily

O

O
O
O

Weekly

O
O
O

Dally

o 0O

@)
O
Q

Not
Important

O
O
O

Somewhat
Impertant

O
O
O

O
®)
O

Impertant Celllgal

O O O Q

o O
o QO
o O

O
O
O

O
O
O

o 0O
o O
o 0

Needed Needed Neaded Needed
ol | Wil 812 WitinG-6 Wibin 13 Within 30 Moeded on
eade Montha  Moalhs  Months Diays ay

o o o O o0 O
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PROFIGIENGY

Not
Needed

Nesdad
Within First)
G-12
Manths

Needed
Within First
3-8 Months

Needed
Within First
1-3 Months

Needed
[Within Firsi]
30 Days

Needed on
First Day

This KSAis
nol neoded
for the job,

Prefloiency
in this KSA
Is
necessary
withia [he
first 6-12
months on
tha Job.

Proficiancy
In this KSA
I
neacessary
within the
first 3-6
menths on
the job.

Proficienay
In this 1(8A
Is
NECOSSATY
within the
#irsl 1-3
manths on
the job,

Pioficiency
in this KSA
I$ required
within tha

firsl menth
on tha job,

Praficlancy
In thig KSA
is required
the firsl da
on tha job,
Full
proficiency
Is
axpectad;
{railning Is
oot

provided,

Nel
Needad

Naaded
Within 8-
12
Meonths

Noeded
Within 3-
£ Monlhs

Neadod
Within 1-
3 Montha

Needed

Within 30

Days

Needed
on Firgl
Day

Ability to use weight
seales sulficlent to woigh
mail o complete malt
verification,

IMPORTANGE
FREQUENGY %
e Nol Importent &?{i‘?mf Imporiant | Criical
onthly-

Nat Nesded Anmgi}, Woekly Daty This KSATs i This KSAis | This KSAis
Thise this KBA This K8As | sotmewhal § importantic | critical to my
mcnlhly.a fow [ nead (o use I need lo uss notimporiant | importantto § wy job, Lack | job. Failvre ta

1 do not need “més‘ por this KSA this K‘S A daly, to successiul | my job, Lack | of this KSA | succassfully
this KSA In my| month, or up woakly, or up arup lo mam; job of this KSA has do this task
current Joh, toa Is\*lt fimes lo a few times fimoe per day. potformance | has soma || considerable has very

oer year par weok, : inmycunent| negativa negative sertous
suanni job. impagt on Job Jimpact on job]  negativa
porlormance, | performanc
. Not Semewhat -
Net Neadad Monthly-Annually Waekly Dady Important Inportant Impartant Critical

FREQUENCY
Not Needed x::;gll}t’y Weekly Daily
Fusa ls KSA,
| need to use
manthly, a fow : | noad to use
1 do ot need times per this KSA this KSA dally,
ls KSAIR my) opdy o up ek orup 1ol any
currnnl job. {0 a few limes o a fow tlr'?es fimas per day,
pat year, per week
Not Needer Monthiy-Annualty Weakly Daily

Policies & Proceedures

IMPORTANGE
Somawhal "
Nel Important tmportant Ireportant Ciltical
This KSAls | This KSAls [ This KSATs
ThisKSAl | somewhat I Important to || oritlest to my
not nportant | imporlant s § my job. Lack || jol. Falture lo
to successhdl | my Job, Lack § of this K8A || successfully
Jol of this KSA has do this lask
performnance |  has some | considarable has very
Inmy curvenl]  negalive negative serjous
job. impact on job | impact on job | negative
performance. | performance. leonsequances
Not Somewhat -
Important Important Irmportant Critical

O

O

O

O

O

O

PROFICIENCY
Needed
Maaded Neaded Needed
ety [P FUS i, Fivstwitin First{\Witin Fist N;f:fga;“
Months 3-G Monlhs|1-3 Months|| 30 Days
Proficisncy
in this KSA
Proficlency |Profleiancy || Proficiency Is raquirad
In this [CSA jin this KSA]lIn this KSA IProflciencythe first day
. is B Is In this KSA] on the job,
Lgisniégé\a'; nesessary || necessary | necassary (|18 required Full
for tha job within the | within the { within the {| within the § preficlency
‘| first6-12 | kst 3-8 first 1-3  {Jfirsl month iz
monihe oh | menthe onjmonihs on §on the Job, || exposted;
the job. the job. the job, Irakning is
not
g‘mvlded.
Not Vr:.ﬁﬁﬁlcg_ Needed Needed Needed Needed
Noaded 12 Within 3- Within 1= Wilhin 30 on First
: Months 6 Months 3 Months Days Day

Abliity to leam and apply
naw information to
idenbify changes o new
and existing processes
and procadures,

Knowiedge of SOX
compliance processes,
policies, and procaduras.

Knowledge of Postal
policias and precadures
related to schaduling,
loave usage and tima
and attendance sufficient
to recognize and
reinforca actions that
facilitate compliance.

Knowledge of rovenue
protection precesses,
policies, and proceduras,

Knowledge of Business
Mail Accaptance HBMA)
policles, procedures,

products, and services.

Knowladge of Business
Meil Acceptance (BMA)
pollcies and procedures
refatad to account types
gkl permits sufficlent to
[dentify root causes of
malling discrepancies
and efrors,

Knowledge of the
provisions of lacal and
natlongl bargaining unit
agreements including Job
bidding, overlime and
grievance arbltration,
sufficient to rovognfze
and rainforce actians
thaf tacillfate
compliancs,

https://uspsindevalfedramp.govi.qualtrics.com/Q/ EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=5V_sAanwr2uoyx3lJ8&Conte. ..

O

Mo Meaded

O

O

O

Motthly-Annually

O

O

Weoekly

O

O

Daily

O

O

O

Nat
Important

O

O

O

Somewhat
Important

O

O

mpartant

O

O

Crilieal

O

0O

O
Not
Needed

O

C

O

O

Needod

Months

O

O

O

O

Noaded

Months

O

O

O

O

Needed

Wihin 6-12  Within 5-€  Within 1-3

Monthe

O

O

O

O

Needed
Within 30
Days

O

O

O

O

Needed on
First Day

O

O
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Qualtrics Survey Software

FREQUENCY
Menthly-
Not Needed Annually Weokly Dally
| use this KSA,
I need to use
1 do nat need mo!ﬁhly‘ a faw this KSA Inoad 1o yse
N timas per this KSA dally,
his KSAIn myg oy oy [ockly arup for up lo many
SUITENEICR: &40 o Tew times |'© @ oW mesty oot day.
par week,
per year..

Net Needad

Monthly-Annually

Weekly

Daily

IMPORTANGE
Somewhak 4
Nat Important Imporiant Imporlant Crilical
This K8AIs || This KSATs || This KSAls
This K8A Is somewhat | important to | critical 1o my
et important § Importaptte § my job, Lack | Job, Failure to
to successful | my job. Lack { of this KSA | successfylly
job of this K8A has do this task
performance | has some || considerable has very
in my ourrent negative negalive serious
Job, impact onjob | Impacton Jobf  neyalive
patfonnance. | performan sequencas|
Ned Somewhat
Important inportant Important Critteal

PROFICIENCY

Mot
Needed

Nesded
Within First
§-12
Menlhg.

Needed
Within First:
3-8 Months

MNeeded
Within First
1-3 Manths

Needad
Within First
30 Days

Needed an
Firsi Day

This KSAis
not naoded
for the Job,

Preficiency
in this KSA
Is
hecessary
within the
first 6-12
monihg en
tha Job.

Proflciency
In this KSA
is
necessay
within fhe
first 36
months on
the jab,

Proficlency
In this KSA
[E]
necessary
within Lhe
fiest 1-3
monlhs on
the Job,

Preficlency
In this KSA
is requlred
within ihe
firsl menth
on the job,

Proftcleney
in this KSA
is required
ithe firsl dar
on the job,
Full
proficiency!
is
expectad;
tralning Is
not

provided,
sl

Nel
Needed

Neaded

Within 5~

12
Monlhs

Neoded
Within 3-
& Months

Needod
Within 1-
3 Months

Neadad
Within 30
Days

Nesded
ot First
Day

Knowladge of USPS
polictes and starclards
as defined i the
Lemastic Mail Manugj
{DAMB) Intarnational Mail
Manual (iMM), and
Publication 52, sufficiant
to inform decisions
regarding permnits,
SUSLOMGT aCCounts, fannd
producls and services.

Products & Services

FREQUENCY
Maonthly-
Not Needed ., WeekKly Daily
I An:‘hi!dli‘zSA
use lhis
I need to use
} do not nead monthiy‘ a faw| \hls KSA | noed i usa
s fimes per this KSA daily,
this KSA in m weekly, or up
ourrent job, 1 MM orup Lt e times ] OF b 1o many
MO OB 1tg a few tnes or -week fimos per day.
pervear, f P -
Not Neaded Monthily-Annualiy Weekly Lally

iIMPORTANCE
Not Impertant Somanhal important Critlcal
This KSAls | This KSAis | This KSAls
This KSAis somewhal || Important lo | criticat fo my
notimpartant { important to | my job. Lack | ob. Fallure te
1o successiul | my Job. Lack | of lnis KSA | successfully
job of this KSA has do this task
performance | has some | considerable has vary
In my currenl hegaiive negative serous
Job., impact on job {impacton Jeb | negative
pelformange. | mm consegUences
Not Somewhat -
Impartant lnpertant lmportant Critical

PROFICENGY
Needed
. Needed | Needed | Needed
Mol I Fisitin Firselwithin FirstWithin Firsy[N29024 01
Neadod 612 2.6 Monthe H-3 Monthsl] 30 Davs First Day
Months elf idg YR ER onins BYS
Proficicnoy
in this KSA
Profi Proficiangyi Proficlency Is raquirad
In this KSALin this KSAJin Bhis KSA |Proficiency the first day;
This KSA Is is ‘ is is Iin this KSA | on lhn job.
ot needad | ¢ y yine ¥ {lis retlrad Full
for the job wilhin the 1 wilhin the i within the § within the | proficiency
‘| first6-12 1 first 3-8 first +-3 | fiest monih Is
maonths en | moriths on § months on {|on the job. | expestad;
the Jols. the job. the job, training is
not
provided. ¢
Noi x,;:%ag_ Neaded Needed Needed Needed
Naaded 12 Wilhin 3~ Within1-  Within 30 on First
Montha & Months 3 Months Days Day

Knowlatge of mallplece
physical and content
stahdards {8.9.,
adyrasses, Zip cades,
barcodes) and mailing
raguirements sufficient to
determine mail {ypo and
rate basad on the
mallpiace and
plecawalght.

Knowladge of mailpiesa
informagion and
attiibuies (2.0.,
barcodes, physical
standards, addrasses,
permit) sufficlent to
ideniify mell type and
relatod infomation,

Knowladge of physlcal
mallpiece characterstics
and typical errors (8.0.,
intelligent mail barcode
errors) sufficlent to
respond to customer
quastiens,

Knowiedge of Mallar
Scorecard Including
typlesd errars sufficient to
respond to basic
customar questions
(&.9., how to request
accoun review and pay
an assessment),

Knowladge of producls
and services including
permity, pra-cancaled,
nonprofl, periedicals,
and other mail types.

htips:/fuspsindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview? ContextSurveyllD=8V_6Aanwrzuoyx31J8&Conte. ..

Q O

Not Needed

O O

Monthly-Annually

O

O

Weekly

O

Daily

O

O

Not
Impartant

O

O O O

Somewhat

Impartant Critical

important

O O O

O

ot
Neeued

O

O

WNeeded

Menths

O

O

Meeded

Months

O

O

HNeaded

Within 6~12  Within 2-6  Within 1.3

Months

O

O

Needed

O

Wilhin 30 eeded on

Days

O

First Day

Q
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FREQUENGY
Mot Noaded x::&l;ii Woaoldy Daily
| yss this KSA]
1 monthly, a few] | 229 10 US0E 4 ey sa
o nat heed {his KSA .

; . limas per this KSA daily,
this KSA in my menth, or up wackly, orup { up Lo many

srent job. o e times [0 @ ?\:{V t"::“ limes per day.

Der year., PBr week,

Not Needed Monthly-Annually Weekly Dally

Qualtrics Survey Software

IMPORTANGE
A Gitical
Important
This KEATs  This K3AIs || This KSAls
This K8Als | somoewhat || importantio [ critical to my
not imperiant i impertant to || my Job, Lack [fjob. Failure o
te succasstul | my job. Lack | of this KS8A | suceasstully
job of this KSA has do this lask
parformance | hes some | censlderable has vary
in my current nagative negativi 88roUS
Job, impact on Job | Impactonjob |  negative
performance, | parfermance. iconsagu
Not Somewhat .
Important Important Important Crttical

PROFICHENCY
Needed
[ Needed | Needed | Needed
Nosdog 1y IWitain Firsi|Within Firstfwiin Firs 12232 o
Months 246 Manths||1-3 Menlthsg 30 Days ¥
Profletency
in this KSA
Profi y | Proficiancy || Proficiancy i required
In this KBAJin this IKSA (in this KSA §Proficlancy the first day|
5 Is is is In this KSA | en the job,
I::sn:f?e‘; necassary | necedsary | nacessary § s required Fulj
for the job. within {he § within the | within tha { within the | proficiency
JO0 1 first 612 | Arst36 | first -3 Jfirst monin is
months on § months on i monthis on §on the job. | expected:
tha Job, he job. e job. tralnlng s
not
provided.
ot VNVi?:idnB; Needed Neadad Needed Needed
Negdod 12 Within 3 Within - Withln 30 on First
Months 8 Manths 3 Months Days Day

Knowledge of mailplece
clagsificallon {a.y., First-
class, markeling mall,
non-profif, pariodicals,
packages services)
suffitient to provide
dlreclion and guidance
16 customers.

Knowladge of forms and
applications required for
sach type of preduct or
sevice (ag.. hoh-protit,
periadicals).

O

O

O

O

Research & Analysis

FREQUENCY
Not Headsd L“:gf!;z‘g Weekly Daly
t use this KSA; | need 1o use
| do not need [MONthly, @ few Wi KA Fneed to use
times per this KSA daily,
1118 KSA In my| month, of up weekly, orup oF up to many
aurrent job. o a lew limes o @ fow limes timos per day.|
per yezr., per wook.
bt
Not Needed Monthly-Annuafy Wookly Daily

IMPORTANGE
Semewhat L
Not Important Imporant Important Critical
This KSAis { This KSAls | This KSAls
This KSAls | somewhat ] linportant o | crltical to my
nat impertant | important to || my Job. Lack i job. Failura to
to successiul | my job. Lack | of this KSA | successfully
Job of this K3A has do this task
performance | has some || considerable has very
I my current negafive negative sotious
jeb. impact en job [|impact onjob|  negative
performance, | performanica, [consequences|
telhihidenls
Not Bomewhat
Important Important Important Cifical

O

O

O

O

O

O

O

O

PROFIGIENCY

O

O

O

O

Not
Needed

Meeded
Within First:
512

Neaded
Within First,
3-6 Monlns

Neaedad
Within First
1-3 Months

Needed

Withirnt First
30 Days

Neaded on
First Day

This K3A 5
nat needed
for the jol,

Proficlency
In lals KSA
is
necessary
within the
first 612
menths on
the job.

Proficiancy
in this KSA
is
necessary
within the
first 3-6
months on
the joh.

Proficlency
In thls KSA
Is
necessary
within the
first £-3
months on
the job,

Proficlancy
in hls KSA
is recuired
within the
Tirst month
on the Job.

Proflciancy]

in lhls K8A

Is required

the first da

on the Job.
Full

proficiency
is

expectad;

fraining is
not

provided.
HE

Not
Neeadsd

Needed

Within 6-

12
Months

Naedec
Within 3
B Months

Needed
Within 1-
3 Months

Needed
Within 30
Days

Naaded
an First
Day

Abllity 1o Investigate and
determine roct causes of
mail acceptance,
veriication, end
comphange
discropancles.

Abllity to invesligale and
delerming roct causes of
eustomer sccount and
service related
digsrepancies and
inguiries,

Ability o investigate and
detorming reot causes of
discrepancies related o
mailabilily, mall
clagsification, mall faes
and roles, and payment
systans,

Ability 1o reviow and
analyze dala roports to
tdentify frends and
Insights and develop
recommendations.

Abllity 1o research and
review cuslomer aceount
information to verlfy
payments are accurately
raconclied with and
craditad to customer
aceount,

Aty to moasure and
welgh mailpleces to
determing the malf
calegory {e.g., fial, lattat,
machinable) and
postage rale.

htips:/fuspsindevalfedramp.gov1.qualtics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveyl D=8V _6Aanwr2uoyx31J8&Conte. ..

O

O

Not Naadad

@

O

Manthiy-Annually

O

O

Weekly

O

O

Daify

O

O

Net
Impartant

¢

O

Somewhat
Imporant

O

O

Irmpartant

O

O

Critleal

C

O

Mol
Needed

O

O

Noeded

Mondhe

O

O

Neodad
Months

O

O

Needed

Months

O

O

Noadad

Within 6-12  Within 3-8 Within 1-3  Wilhin 3¢

Days

O

O

Needed on
First Day

27132



10/4/23, 12:47 PM

Qualtrics Survey Software

FREQUENCY
NatNeoed | aon™ | Weeky Caily
Tusa this KSA
I need o use
} do not nasd monlhly, o few this KSA 1 peed 1o use
h limas per ihis KSA dally,
{ris KSAIR my monih, orup wakly, orup s, up e many
| currentob. | o tew times 10 & fe% IMos ge oo e day,
; per yaar per waak,
Net Needed Manthly-Annually Waekly Dally

IMPORTANGE
Somewhat i
Not Imporiant Imporiert Irpartant Critical
This KBAls || This KSAGs || This KSAK
This KSATs | semewhat (| important to | erftical io my
not important | imporiant te || my Job, Lack jfob. Failura to
to sticcessiul | my job Lack | of this KSA | successiully
job of this K8A has do 1his task
performance has soma 3§ considerzhin has very
i oy curenl | negelive negalive sarlous
Job. Impact on job { Impagt onjot | negalive
perfornence, { parformance, leonsequences|
Nel Somewhat -
Impurtant Imporiant Important Gritioa)

FROFICIENCY
Neadad
: Needed || Needed | Meeded
Naaotegs | ten Tt FirstWithin First | Within First e
Months 18 Monthsi1-3 Months| 30 Days
Proftclanoy!
I this KSA
Proficlency | Proficiency EProficiancy is requirad
In this KSAJIn this KS8Adin this KSA | Proficiency [the first dar
N is is Is In this KSA{on (he job,
E:‘fnl;gge'; nacessary § necassary | necessary [ ls required | Full
for the job, wilhin the | within the | within the | within (he [ proficiency
900 firgt6-12 § firat3-6 § first1-3  Hirst month s
monthe on | months on | moenths on |fon iha job, | expecled:
the job, tha jab, the job, tealning is
nol
provided,
Not Vp\j'zl?i(rl?; Neadod Needed Neaded MNoodad
Noaded Wihin 3 Within 1~ Within 30 on First
Months 6 Menths 3 Monlhs Days Day

Ability to research
informatlon uslng
muitiple raseurces {e.4.,
PostalExplarer, Job Alys,
PostalPro, Domastic Mail
Manunl, Injameational
Mail Manuaf) lo identlly
information Including
mailing reguiramants,
pricing, and sarvices and
address questions and
concems,

Ability fo iderntify and
analyze cusiomer
problems, ncluding
gathering recessary
Informaticn and
resources, evaluating
and summarizing the
information, and arriving
at an appropriata
recommendation or
courge of aclion.

Abllity to compare
information sufficient to
verify mallplece
Infarmation &nd raview
cuslomer Infonnation.

Ability to ressarch and
reviow inferimation from
a varlaly of sourses to
troubtashool and resolve
discrepanclas.

Adbility to perform basic
mathematical
corapulations such as
addition, sublraclion,
multiplication and
division with whole
numbers, fraclions and
denimals,

Systems & Applications

FREQUENGY
Monthiy-
Mot Needed Annually Waokly Daily
| use this KSA|
1 do not naed monthly, a fow In;&le:&%xse ! need to use
01980 | limes par this KSA, daily,
;lhls KSAInmy tonth, or up weokly, orupg up to many
! currant o ||, )2 tow times | ©© aal;e:cirﬂes limas per day,
or yeatr., P :
Mot Needed Monthly-Annually Weekly Daily

IMPORTANCE
Somewhat o

Not Important Impodant Imponant Criticai
This KSAls § This KSAls [ ThisKSAls
This KBAls | somewhal 3 Impaortant o || critical to my
nat important | impertantfo 3 my job. Lack | jeb. Failure to
to successid | my Job, Lacl § of Ihis KSA || successhully
job ol this KSa, has do Ihig task

performance | has some || conslderable nay very

inmy current | negative negative serious

job. impact on Jobr | impact en job || nagative

perlormgnc& performanca, conseguences)

Nal Somewhat .

Important bmportant fimportant Criticat

PROFCGIENCY
Needed
- Nagded § Neaded || Needed
N e'ﬂed ku(m ; 'S within Firstwithin First[Wwithin First “&‘,’;’fﬁ a‘;“
Menihs 3-8 Months)|1-3 Monlhe] 30 Days
Proficiancy
In lhis KSA
Proficiency § Proficlency | Proficiency Is radqulred
In this KSAgIn thls KSA||In this KSAIFroflciency flhe first da
this KSAls is is is in this KSAJ on the job.
not Readod TIEGESEATY | NECYSSArY | NEeCOssATY s regulred F!:Ill
far the jobs within the | within the { withln the | within the | proficiency
| first-i2 | firs1 3-8 first £-3  Jfirat month is
monthg on j months on | manths on Jon the job. || expected;
the job, the joh. 1he job. {rainmg is
not
provided,
ot wod  MNoodeo  Meeded  Neaded  Noodod
Nosrdod 12 Within 3-  Within 1+ Wilhin 30 on First
Months % Monlhs 3 Months Days Day

Knowledga of systems
and applications (8.g.,
PostalOne, Businass
GCustomar Gataway
[BCG], c360, self-service
torminal [88T]) 1o
process transactions,
Ircluding Inputing
Information, jovking up
account ifermation, and
completing fonns.,

hitps:/fuspsindevalfedramp.gov1.qualtrics. com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview?ContextSurveylD=SV_BAanwr2uoyx3lJ8&Conte...
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PROFICIENCY
IMPORTANGE Nsolil T coioa | esded | Nowdod
FREQUENCY Nt IAREIR Pt i First | il First[Witin Fra iy
» Not Imporiant ?;’::r‘f;‘n“t‘ Important | Critical Monihs §>6 Montha|1-3 Monthsi 30 Days
Monthly- Srbel ST,
NotNeeded [ ,<hd § Waskiy Daly T KGA s | Thia KSR s | 7nie Iahe e o)
i This KSAls i somewhat | Important to { eritlal to my
i uae thia KSA Froficiency EProficiency | Proficiency| 18 retuired
montly, a faw) | TESC IO US| oy g | 1 || O Impaitanty Ampertant to | my Job, Lack {job, Fallure to In his 1¢SA3in this KSA fn his KSA|[Proficiency lihe first day!
} do not nesd imes par this KSA this KsAdaly, fo succeasful | my Job. Lack | of this KSA | successfully is e Is in this KSA] on the job
fhiss KSAIN my] ooth, arup | WK ON8D Y o many job of tis KSA has do this task This KSA 8l o coosary § necassary | necassary s raquired Ful{ '
ourant job. b o tew times |10 2 18 Umesy oo or day § | § porformanca | hes some. | considerabils §  has very ol needecdh W8 e | within the | it te erofcl

oor yoar., per wask, ’ inmycurent | negative nagative serious for the Job, frst&12 § first 3-8 | first 13 4firsi month b s ney

Job. impact on Job {impact on Job  negalive moniths on § montns on { months on | on the job. § expacted;

1 performanca. { parformance, Sconsequences the Job, the job, tha job, : training is;

not
provided.
Neaded

Needed Negdgd Needed Needed

NotMeeded  Monip-Anouglly  Weekdy  Dally Imp'iﬂam Si;';'gr"l"a"nﬁ‘ important  Grteal | ML WS yina. witint.  Wikin30  on First

Months 6Months 3 Months Cay

Days

Ability to use computer
software and
components {e.9.,
keybaurd, molse) lo
create #nd sand
<ofraspondence, antar
data into aysterns of
record, and loolwp
Infermation.

O o)

Not Needad Monthly-A nnually

Knowladgoe of systems
arid applications (a.g.,
PoustaiOne, Business
Customar Gateway
[BCG), cI60, self.servica
terminal [S5T]) o
provida customaer service
and lookup customer
account Informatlon,

O O

Equipiment, Systems, & Technology Frequency

Instructions

@)

Waskly

O

O O O O

c o O O 0o o0

Nasedad Meeded Naadad Neaded
Dally ot Somewhel —yroodant ol | M Wibingd4z WEnna®  Witin13  Witiingg Noededon
Imperiant Impartent Needed Months Months Manths Daya Firat Duy

| O O O O

o O O O 0O O

Equipment, Systems, and Technology
Equipment, Systems, and Technology Ratings

The next page includes a list of equipment, systems, and technology you might use to perform job tasks. For each squipment, system, or technology, you will be

asked to provide frequency ratings.

Frequency is how often you use the equipment, system, or technology to perform Job tasks as part of your job within the BMEU or MSSC. Your ratings shoutd

reflect your current Form 50 role and assignment.

There is a total of 57 equipment, systems, and technologies.

Use the rating scales below to rate each statement:

Not Neadec

FREQUENCY

How frequentiy do you need fo use Ihis equipmenl, systein, or technalogy whila performing your job?

How often do you raly en this squlpmant, system, or tachinology for successtul overalt job performance, and how aften do you need this

ulpment, system, or technology to perform asslgned job tlasks?

Monthly-Annually

Dally

do not need this In my cument Job.

use thls syslem or fachnology menthly,

a few times per month up 1o a few imes

=t year {o perform job tasks.

uae ths system or technology woakly,

by tp o a few times par wesk to

[rerform Job 1asks.

‘ray to parfarm job tasks.

uzo 1his daily, er up 1o many times per |
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FREQUENCY
Monthly- !
Not Neaday Annuady Weakly Daily
| use this
monifily, @ faw|| | use thls
Ifmes’per waekly, or up use this daly,
1 do nel nead or up to many
manth, of up o s lew IImes
i dnmy o few times | por weak to | 1mes per day
curtent job. peryearto | porform job o p?mkm job:
perform fob tasks, osks.
lnsks.

Morithly-Annuatly

Waoskly

Business Customer Gateway (30G)

MID CRID Tool (Mallerl2)

slPost Office Box Onfing {aPobuol}
Informad Visllliy (v}

Premium Farwarding Service Commarclal
LClck n Ship (Business Pro}

PestalPra

Callbration Weighls

Gomputer (Dosklop/Laptop)

Handheld scanners (e.g., Zabra, IMD}

Every Door Direct Mail (EDDOM) Too!

Facility Aceess and Shipment Tracking {FAST)

Price Netice 123

PostalOne

Rubber Stamper (e.g., rotary dater)

Migroseit Office Suite {e.g., Qudoak, Excel, Word)

Selssor LI

PaslalExplorer {o.g., IMM, DMM, Customer Suppart Ruilngs)
Enterprise Imaging Woikflow Systom (eiWs)

Facllities Database

Package Viewor, WEB APAT
Templates for Varification
Y¥PN token

Product Tracking & Reparting
Zipeods Lookup
CrlinaEnroliment
eRegistration

Customer Buppert Rulings
industry Alerls

Medt Transport Equipment Crdering (MTEOR)

Electronic Markoting Reperling System (EMRS}
Weight Scales

ElXW!Mailar Scoresard

Customer Labeling & Bisiribution System (CLDS)
Enterprise Data Warphouso (EDW)

Pastal Explorer

Enterprize Verliication System (EVS)

Postal Undlales (e.g., Bullalin, Digesty

G360

Solf Service Terminal

Pallet Jack (manual)

Single Packags Lookup

ONOROROROCNONORORONE

Not Needed

OR®

Nol

ORCHONONOCNORCHCHRORCE HORCRORORORONONO,

ded

Not Naedad

ORCRONORORONONONORS,

Not Meeded

(OR®;

ORCGRONORCRONORORORS:

Month

2

Y-

OO0OO0OO0OO0O0OCOOO0

Month

ORORCRORORONORORORY,

Marti

ORORORORORONORONORS.

nually

y-Armnteaily

y-Annually

Moninly-Annually

o
O

OOOOOOOOOC@OOOOOOOOOO

Weekly

ONONORORGHORCHOCHNONG,

Waakly

CRONONORONORONGHORS.

Weskly

OO0

oNONORORORONONOROROI -

o
o
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o
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FREQUENGY
Monthiy-
Not Needed Annu ..a.,!.'.}’ Weekly Dally
luse this

monthly, a few)| !use this
dmos per | weekly, of Up
I da not necd month, erup o a few times

| use this dily,
oF U to Mgy

this in my I fimes per day
o a few imes| per wesk to
clirrent job, peryearto | poiform job to p;erfukrm Job
perfarm [ob lasks. asks.
tasks,
S
Not Needed Monthiy-Annually Weskly

Aceount Management System (AMS)
intelligent Maif Small Buginess (IMSB) Tool
BCG Kiosk (pllet prejact related)

Mall Transpert Equioment (MTE)

Address Matching Engine Wal

Ghaings of Address

Genosys

ORORORORORONONY,
ONORORORONORORY:
ONORORORORORORS

Entorprise Payment System (EPS)

COOCOOC0OO0|E

Not

=

eeded Monthi

y-Annuatly Waelkdy

o
2
=3

Prometions (Informad Delivery Campaign)

BMA Workflows

Intalligent Mail Barcode

sAdmin

3MA Webpages, Newsletler, Advigory, Industry Alarts

Pallat Jack {aloctronic)

COO0OO0OC0O
CCOOOCOC
ONONONOGRORONE)
ORORONCRORONS,

National Maler Accounting and Tracking Systam (NMATS)
Demographics
Demographics

The following demographic tems are voluntary. Demographic informatian is used to verify the extent to which respondents are diverse and representative of employees in
these jobs. Demographic data witl only be reported in aggregate.

Age Range:

(O 18-24years ald
O 25 B4years ald
() 35-44 years ald
() 45-54years old
(O 55 - 64 years old
(O Over 65 years cld

Racial Category {Check as many as apply):

Nailve American or Alaska Native - A person having origins in any of the original peoples of North and Seuth America (including Central America), and wha maintaing tribal
affillation or communlity attachment,

|"_‘:| Asian - A person having origins in any of the original peoples of the Far East, Scutheast Asia, or the Indian Subsentinent including, for example, Cambodia, China, India,
Japan, Korea, Malaysia, Paklstan, the Philippine Islands, Thailand, and Vietnam.

[j Black or African American - A persan having origins in any of the black racial groups of Alrica.
] Native Hawsiian or Other Pacific Islander - A parson having origins in any of the original peoples of Hawall, Guam, Samoa, or other Pacific Islands.
[:] While or Caucasian - A person having crigins in any of the original peoples of Europe, the Middle East, or North Africa,

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

O Yes
{3 Ne

Gender:

O Mate

() Femals
(O None of the Above

hitps:/fuspeindevalfedramp.gov1.qualtrics.com/Q/EditSection/Blocks/Ajax/GetSurveyPrintPreview? ContextSurveylD=SV_6Aanwr2uoyx3l8&Conts..,  31/32
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Privacy Act Statement: Your infermation and individual responses to survey questions will be used to provide the HQ Human Resource Office with decision
making information based on your iencs in job-relaled functions and icipation in programs. Collection is authorized by 39 U.S.C. 401, 410, 1001,
1005, and 1206 Your participation in the survey is valuntary. We do not disclose yaur infarmation to third parties without your consent, except o act on your
behalf or requesl, or as legally required. This includes the following limited cireumstances: lo a congressional effice on your behalf: to a U.S, Pastal Service
audilor, for law enfercement purposes, lo labar organizalions as required by applicable law; incident to legal proceedings invalving the Postal Service; o

governmenl agencies in conneclion with decisions as to agenls or ¢ when necassary to fulfill a business function; to the Equal
Employ Opportunity Cs ission when requested in connection wilh the investigation of a formal complaint; to the Merit Syslems 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 infarmation on our privacy policies visit www.usps. com/privacypolicy
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