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Sy UNITED STATES ,
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December 6, 2022

Mr. Ivan D. Butts

President

National Association of Postal
Supervisors

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

Dear Ivan:

As a matter of general interest, the Postal Service is proposing updates to some Mail
Processing and In-Plant Support job descriptions.

The proposed changes were developed based on results of job analysis studies and
consultation with incumbents and managers over these jobs.

Mail Processing Jobs
Occupation Code Grade Level

2302-0039

2302-0038

2315-0078

Plant Manager

Plant Manager

Lead Sr Mgr. Distribution
Operations

Sr Mgr. Distribution
Operations

!
’
!

2315-7139 Mgr. Distribution EAS-24
Operations

2315-7140 Mgr. Distribution EAS-22
Operations

2315-7141 Magr. Distribution EAS-20
Operations

2315-0067 Mgr. Distribution EAS-19
Operations

2315-0087 Mgr. Distribution EAS-19
Operations

475 L'EnFaNT PLaza SW
WasHineTon DC 20260-4100
WWW,USPS,COM



In-Plant Support Jobs

i

0896-0009 Operations Industria|
__
0896-0005 Operations Industrial
—_
2340-5043 Operations Support
“

Specialist

Enclosed are the proposed Job descriptions, one with and one without changes
identified. :

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

Sincerely,

Director (A)
Labor Relations Policies and Programs

Enclosures
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OPERATIONS-INDUSTRIAL ENGINEER (H-EI:DPROCESSING) (EAS-21)
OCCUPATION CODE: 0896-XXXX0005

FUNCTIONAL PURPOSE

QWFSGES—a-nd—appHe{,-naﬁepwideLeads projects to improve service and performance of mail processing

and maintenance operations by applying industrial engineering, standardization, and

€entinuescontinuous improvement policies, standards, and processes-te-improve serviceand-cost
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and continuous improvement principles to improve service, wity-efficiency, and cost
performance. Implements standardization programs and processes for'mail processing and
maintenance operations.

i ¥
i ; hedule-employee i
W*Hmesand#meeenmAnalvzes daily performance and planning data (e.g., End of Run
[EOR], Intelligent Plan Generator [IPG]) to evaluate facility performance; identifies opportunities

to improve use of employees and equipment. Provides guidance on scheduling employees to
meet operating plan goals at the facility level.
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business processes and programs, including identification of positive and negative trends;
develops strategies; provides recommendations for improvements to meet operational needs
and enhance performance.

4. Collaborates with Headquarters Engineering for implementation of national initiatives. Provides
support and input for the preparation and justification for new and altered facilities and
equipment; recommends changes to workroom floor layout of equipment and operations.

5. Provides technical advice and guidance to managers on engineering practices and principles
related to mail processing and maintenance operations H
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6. LeadsmultiCollaborates with cross-functional teams working on service, cost and productivity
improvement efforts related to mail processing and maintenance operations.




7. Provides training to mail processing and maintenance Mmanagers and employees on
standardization and continuous improvement tools and processes to align with operational
excellence usi i H i

8. Communicates orally and in writing to provide technical advice, program guidance, training and
policy interpretation to i icesrelevant stakeholders,

9. Analyzes and reviews changes to facility equipment, designs, processes, and staffing for safety
risks; ensures adherence to relevant safety laws and regulations.
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SUPERVISION

Manager of organizational unit to which assigned.
SELECTION METHOD
See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.
REQUIREMENTS
1. Knowledge of industrial engineering theory, principles, techniques, and practices related to

layout planning, work simplification, process analysis, root cause analysis work measurement,
quality control, ergonomics, and material handling.

2. Ability to implementapply industrial engineering principles to projects-as related to
standardized work methods-imprevement, operational ﬁEFﬁeFm&nee—knpq:evememefﬁciency,

work measurement, and employee scheduling and staffing.

SFaReetmprovemant +a
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4. _Ability to evaluate-integrate experimental, prototype, and retrofit equipment.

4-5. Ability to extract, compile, and analyze data to identify impacts and develop recommendations
on service and financial improvements to the organization.

6. _Ability to provide oral and written technical guidance, training, and policy interpretation related
to industrial engineering, standardization, and continuous improvement processes; to technical

and non-technical audiences-neluding-excellent presentation-andfacilitation-skills.

7. SPECIAL CONDITION: Willingness to travel and work outside regular schedule for special
projects.




5:8. MHNIMUM-EDUCATION, TRAINING & EXPERIENCE REQUIREMENT: Applicants must possess a
Bachelor's or graduate degree fromin an industrial engineering or professional engineering
program accredited by the Engineering Accreditation Commission (EAC) of ABET. Preference
eligible veterans qualify with a valid license as a Professional Engineer and six (6) years of
professional industrial engineering experience. This requirement does not apply if yeu-havea
position was-ever held as a USPS career Operations Industrial Engineer position prior to May 23,

2017.



INDUSTRIAL ENGINEER (PROCESSING) (EAS-21)
OCCUPATION CODE: 0896-XXXX

FUNCTIONAL PURPOSE

Leads projects to improve service and performance of mail processing and maintenance operations by
applying industrial engineering, standardization, and continuous improvement policies, standards, and
processes. '

DUTIES AND RESPONSIBILITIES

1.

Performs analysis of mail pracessing and maintenance operations using industrial engineering and
continuous improvement principles to improve service, efficiency, and cost performance.
Implements standardization programs and processes for mait processing and maintenance
operations.

Analyzes daily performance and planning data (e.g., End of Run [EOR], Intelligent Plan Generator
[IPG]) to evaluate facility performance; identifies opportunities to improve use of employees and
equipment. Provides guidance on scheduling employees to meet operating plan goals at the facility
level.

Analyzes and evaluates business processes and programs, including identification of positive and
negative trends; develops strategies; provides recommendations for improvements to meet
operational needs and enhance performance.

Collaborates with Headquarters Engineering for implementation of national initiatives. Provides
support and input for the preparation and justification for new and altered facilities and equipment;
recommends changes to workroom floor layout of equipment and operations.

Provides technical advice and guidance to managers on engineering practices and principles related
to mail processing and maintenance operations.

Coliaborates with cross-functional teams working on service, cost and efficiency improvement
efforts related to mail processing and maintenance operations.

Provides training to maif processing and maintenance managers and employees on standardization
and continuous improvement tools and processes to align with operational excellence.

Communicates orally and in writing to provide technical advice, program guidance, training and
policy interpretation to relevant stakehoiders.

Analyzes and reviews changes to facility equipment, designs, processes, and staffing for safety risks;
ensures adherence to relevant safety laws and regulations.

SUPERVISION

Manager of organizational unit to which assigned.



SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS

1.

Knowledge of industrial engineering theory, principles, tei:hniques, and practices related to layout
planning, work simplification, process analysis, root cause analysis, work Mmeasurement, quality
control, ergonomics, and material handling. :

Ability to apply industria) engineering principles to projects related to standardized work methods,
Operational efficiency, work measurement, and employee scheduling and staffing.

Ability to develop layouts and process flows for Operations, systems, and equipment,
Ability to integrate experimental, prototype, and retrofit equipment,

Ability to extract, compile, and analyze data to identify impacts and develop recommendations on
service and financial improvements to the organization,

Ability to provide oral and written technical guidance, training, and policy interpretation related to
industrial engineering, standardization, and continuous improvement processes to technical and
non-technical audiences.

experience, This requirement does not apply if a position was held as a UsSps career Operations
Industrial Engineer position prior to May 23, 2017.



ORERATIONS-INDUSTRIAL ENGINEER (FJ-EI:DPROCESSING) (EAS-23)
OCCUPATION CODE: 0896-XXXX0009

FUNCTIONAL PURPOSE
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Oversees and applies-leads projects

REerng-standardization-and-continusus
mprevement preeesses-to improve service and eest—performance—th%ugbrel-i;eet

\"H’v‘ehv‘emeﬂt—in—the_m.;geg_o_fmail processing and maintenance operations by applying industrial

engineering, standardization, and continuous improvement policies, standards, and processes. Provides
technical advice and guidance to lower—level industrial engineers‘aﬂd-epeﬁﬁe%—s&ppeﬁ_gpegagsg.

DUTIES AND RESPONSIBILITIES

1. Oversees-and-performsleads the analysis of mail processing and maintenance operations using

industrial engineering and continuous improvement principles to improve service,
preductivityefficiency, and cost performance. Leads service indicator improvement projects;
coordinates the implementation of standardization programs and processes for mail processing
and maintenance operations.
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2. Develops costing and staffing models to promete-evaluate the effective-use of ma processing
employees and equipment; provides advice and guidance on strategies for scheduling

employees to meet operating plan goals at the facility Ievelm-he*ﬂ-m—beﬁt—&ehed-me_emple;feeg

3. Oversees and monitors operations and equipment performance using national and-lecal
reperting-metrics; identifies improvements to improve-service, productivity, and cost
performance. Develops and presents alternatives to improve facility operating performance and
reduce costs related to mail processing; monitors, evaluates, and reports on the implementation
of new procedures.
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4. Collaborates with Headquarters Engineering for implementation of national initiatives. Provides
support and input for the preparation and justification for new and altered facilities and
equipment; recommends changes to workroom floor layout of equipment and operations.

5. Provides technical advice and guidance to managers ’EhFOtheu{—H:reiaemwon allaspectsof

engineering practices and principles, related to mail processing and maintenance operations;

may coordinate the work of lower level eperations-industrial engineers-a-nd—eﬁeitaﬁens-suppgﬁ
ialist.

6. Overseesandlleads mutticross-functional teams working on service, Cost, and productivity
efficiency improvement efforts,
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Provides training to mail processing and maintenance managers and employees on
standardization and continuous improvement tools and processes to align with operational

excellenceusing-nationally-developed-training-material.

Communicates orally and in writing to provide technical advice, program guidance, training and

policy interpretation to beth-Headgquarters-and-field-officesrelevant stakeholders.

Analyzes and reviews changes to facility equipment, designs, processes, and staffing for safety

risks; ensures adherence to relevant safety laws and regulations.

SUPERVISION

Manager of organizational unit to which assigned.

SELECTION METHOD

See Handbook EL-312, Section 740 — Selection Policies for Nonbargaining Positions.

REQUIREMENTS

1.

2.

Knowledge of industrial engineering theory, principles, techniques and practices related to
layout planning, work simplification, process analysis, root cause analysis, work measurement,
quality control, ergonomics and material handling.

2. Ability to lead and implement industrial engineering prireiples-projectsas related to werk

methedsthe -improvement of work methods, operational performance-improvementefficiency,
work measurement, cost benefit analysis, and employee scheduling and staffing.

Ability to analyze data and information to identify improvements, develop recommendations,

and implement solutions to solve complex organizational problems.

Ability to evaluate the analysis and recommendations from project team members to provide

feedback and guidance.

2:5. Ability to lead mutticross-functional performance improvement teams.

3:6.Ability to develop layouts and process flows for operations, precesses,-systems and equipment.

4-7.Ability to evaluate-integrate experimental, prototype, and retrofit equipment.

8.

Ability to provide oral and written technical guidance, training, and policy interpretation related
to industrial engineering, standardization, and continuous improvement precessesmethods to
technical and non-technical audiences, -including excellent presentation and facilitation skills.




9. SPECIAL CONDITION: Willingness to travel and work outside regular schedule for special
projects.

5:10. MHNMUM-EDUCATION, TRAINING & EXPERIENCE REQUIREMENT: Applicants must
possess a Bachelor’s or graduate degree in-from an industrial engineering or professional
engineering program accredited by the Engineering Accreditation Commission (EAC) of ABET.
Preference eligible veterans qualify with a valid license as a Professional Engineer and six (6)
years of professional industrial engineering experience. This requirement does not apply if yeu
have-evera position was held_as a USPS career Operations Industrial Engineer position prior to
May 23, 2017.



INDUSTRIAL ENGINEER (PROCESSING) (EAS-23)
OCCUPATION CODE: 0896-XXXX

FUNCTIONAL PURPOSE

Oversees and leads projects to improve service and performance of mail processing and maintenance
operations by applying industrial engineering, standardization, and continuous improvement policies,
standards, and processes. Provides technical advice and guidance to lower-level industrial engineers.

DUTIES AND RESPONSIBILITIES

Leads the analysis of mail processing and maintenance operations using industrial engineering
and continucus improvement principles to improve service, efficiency, and cost performance.
Leads service indicator improvement projects; coordinates the implementation of
standardization programs and processes for mail processing and maintenance operations.

Develops costing and staffing models to evaluate the use of mail processing em ployees and
equipment; provides advice and guidance on strategies for scheduling employees to meet
operating plan goals at the facility level.

Oversees and monitors operations and equipment performance using national metrics;
identifies improvements to service, efficiency, and cost performance. Develops and presents
alternatives to improve facility operating performance and reduce costs related to mail
processing; monitors, evaluates, and reports on the implementation of new procedures.

Collaborates with Headquarters Engineering for implementation of national initiatives. Provides
support and input for the preparation and justification for new and altered facilities, equipment,
and staffing; recommends changes to workroom floor layout of equipment and operations.

Provides technical advice and guidance to managers on engineering practices and principles,
related to mail processing and maintenance operations; may coordinate the work of lower-level
industrial engineers.,

Leads cross functional teams working on service, cost, and efficiency improvement efforts.
Provides training to mail processing and maintenance managers and employees on
standardization and continuous improvement tools and processes to aligh with operational

excellence.

Communicates orally and in writing to provide technical advice, program guidance, training and
policy interpretation to relevant stakeholders.

Analyzes and reviews changes to facility equipment, designs, processes, and staffing for safety
risks; ensures adherence to relevant safety laws and regulations.

SUPERVISION

Manager of organizational unit to which assigned.



SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies for Nonbargaining Positions.

REQUIREMENTS

10,

Knowledge of industrial engineering theory, principles, techniques and practices related to
layout planning, work simplification, process analysis, root cause analysis, work measurement,
quality control, ergonomics and material handling. (1,2, 3,4, 5,6, 7, 8, 9,

Ability to lead and implement industrial engineering projects related to the improvement of
work methods, operational efficiency, work measurement, cost benefit analysis, and employee
scheduling and staffing. (1, 2, 8)

Ability to analyze data and information to identify improvements, develop recommendations,
and implement solutions to solve complex organizational problems. (1, 4, 5, 7, )

Ability to evaluate the analysis and recommendations from project team members to provide
feedback and guidance.

Ability to lead cross-functional performance improvement teams. (2, 8)

Ability to develop layouts and process flows for operations, systems and equipment. (1,2,3,4,
5, 11}

Ability to integrate experimental, prototype, and retrofit equipment. (7, 9)

Ability to provide oral and written technical guidance, training, and policy interpretation related
to industrial engineering, standardization, and continuous improvement methods to technical
and non-technical audiences, including professional presentation and facilitation skills. {7, 8)

SPECIAL CONDITION: Willingness to travel and work outside regular schedule for special
projects.

EDUCATION, TRAINING & EXPERIENCE REQUIREMENT: Applicants must possess a Bachelor's or
graduate degree from an industrial engineering or professional engineering program accredited
by the Engineering Accreditation Commission {EAC) of ABET. Preference eligible veterans qualify
with a valid license as a Professional Engineer and six {6) years of professional industrial
engineering experience. This requirement does not apply if a position was held as a USPS career
Operations Industrial Engineer position prior to May 23, 2017.



PLANT MANAGER (EAS-24)
OCCUPATION CODE: 2302-0038

FUNCTIONAL PURPOSE:
Manages au—epemcatfensrata hrgh-vemqqe—au%mnatedm!-processmg and distribution center, including

motoery ‘ peHA Atope upport the equipment, facility,
gmunds and operanons RESDOHSIble for establlshlnq and mamtalnlnq a cooperative and safe work
environment.

OPERATIONAL REQUIREMENTS:

This position is authorized at Level EAS-24 mail processing facilities only. Level EAS-24 mail processing
facilities generally process less than one trillion pieces anaually—andannually and have all mail
processing activities performed in a single-level building.

DUTIES AND RESPONSIBILITIES:

1. Establishes and communicates the daily plan to ensure timely processing and dispatch of mail.

Develops and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. implements operation plans including, for holidays and peak
season to ensure mail flow is seamless.

2. Manages and oversees mail processing, maintenance and in-plant support to ensure daily plant
operations continue seamlessly. Coordinates with logistics, retail and delivery. sustomerservices.




and other functions to enable operational precision that drives service reliability. Conducts tour
turnover meetings to coordinate work, review and discuss ongoing issues.

Adapts operational and staffing plans as mail volumes and schedules change to improve

operational effectiveness. Evaluates current processing operations against the plan to identify
failure points and opportunities for improvement. Reviews reports to identify issues and trends
(e.g., tour recaps, numbers from Informed Visibility, Surface Visibility. WebEOR, dashboards).

Certifies machine maintenance needs, preventive and corrective maintenance is coordinated-

andcoordinated and verifies that maintenance is performed in accordance with national policies,
to avoid disruption of operations. Ensures machines are prepared to start according to the Run
Plan Generator (RPG) by verifying the anticipated start and stop times. mail volume anticipated,
and allocated staffing. Reviews reports including Web End of Run (WebEOR) to identify start and
finish times and performance of machines from-the previous-day-to inform possible maintenance
actions.

Performs cross-functional communication, eellaberatiencollaboration, and engagement within the

facility, with leadership and across the organization. Engages with management, employees and
stakeholders to exchange infermation—troubleshestinformation, troubleshoot issues, confirm
strategic objectives and share accomplishments for the division, region and organization.
Coordinates operations across functions and facilities to facilitate mail processing and mail flow.
Updates daily summaries of mail sorting volume and provides reqular facility operational
performance updates to leadership (e.qg., performance metrics, processing delays. issues and

resolutions).

Manages facility staffing and re-allocates resources as necessary, for all supported functions.

Reviews staff complement and evaluates necessary actions (e.q.. hiring. performance
management, terminations) to ensure the facility is staffed sufficiently to support operations. in
accordance with applicable local and national agreements. Reviews work hours and overtime to
identify opportunities for improvement. Manages the budget for the facility. Reviews and
authorizes overtime and purchase requests (e.g., eBuys) to ensure adherence to plan and

budget.

Works with labor organizations and management associations to foster collaborative work

relationships, establish a positive workplace environment, communicate policy and process
updates, and ensure contractual compliance.

Provides employee coaching, mentoring and feedback to develop employee skills and increase

performance. Conducts Gemba walks through the facility to engage emplovees and observe the
work environment to identify and resolve issues. Conducts staff meetings to exchange
information, define objectives, establish priorities, and develop solutions for emerging problems.
Fosters a positive work environment that is conducive to effective performance.

Maintains a safe work environment by establishing a culture of workplace safety, addressing

safety issues with employees, and implementing safety and environmental compliance programs
to mitigate against unsafe work behavior and conditions.




SUPERVISION:

- Senior Director Division Processing

SELECTION METHOD:
See Handbook EL-312, Section 740 — Selection Policies For Nonbargaining Positions.

REQUIREMENTS:




Knowledge of Postal policies and procedures related to mail processing operations, mail flow,

transportation, and maintenance sufficient to manage operations.

Knowledge of national and local labor contracts sufficient to ensure staffing, scheduling and

operations adhere to relevant agreements.

Ability to manage performance and provide coaching and direction to subordinates, based on

individual strengths and developmental opportunities.

Ability to communicate and coordinate cross-functionally and with surrounding facilities to resolve

processing issues.

Ability to think critically and make informed decisions regarding resource allocation and

processing operations sufficient to troubleshoot issues and make adjustments to meet the
operating plan and achieve service standards, based on mail processing eguipment, volume,
critical entry times, and clearance times.

Ability to analyze and interpret operations reports related to workhours, overtime usage and

service results to identify and troubleshoot issues.




PLANT MANAGER (EAS-24)
OCCUPATION CODE: 2302-0038

FUNCTIONAL PURPOSE:

Manages a processing and distribution center, including the equipment, facility, grounds and operations.
Responsible for establishing and maintaining a cooperative and safe work environment.

DUTIES AND RESPONSIBILITIES:

1.

Establishes and communicates the daily plan to ensure timely processing and dispatch of mail.
Develops and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. Implements operation plans including, for holidays and peak
season to ensure mail flow is seamless.

Manages and oversees mail processing, maintenance and in-plant support to ensure daily plant
operations continue seamiessly. Coordinates with logistics, retail and delivery, and other functions
to enable operational precision that drives service reliability. Conducts tour turnover meetings to
coordinate work, review and discuss ongoing issues.

Adapts operational and staffing plans as mail volumes and schedules change to improve
operational effectiveness. Evaluates current processing operations against the plan to identify
failure points and opportunities for improvement. Reviews reports to identify issues and trends
(e.g., tour recaps, numbers from Informed Visibility, Surface Visibility, WebEOR, dashboards).

Certifies machine maintenance needs, preventive and corrective maintenance is coordinated and
verifies that maintenance is performed in accordance with national policies, to avoid disrupticn of
operations. Ensures machines are prepared to start according to the Run Plan Generator (RPG)
by verifying the anticipated start and stop times, mail volume anticipated, and allocated staffing.
Reviews reports including Web End of Run (WebEORY) to identify start and finish times and
performance of machines to inform possible maintenance actions.

Performs cross-functional communication, collaboration, and engagement within the facility, with
leadership and across the organization. Engages with management, employees and stakeholders
to exchange information, troubleshoot issues, confirm strategic objectives and share
accomplishments for the division, region and organization. Coordinates operations across
functions and facilities to facilitate mail processing and mail flow. Updates daily summaries of
mail sorting volume and provides regular facility operational performance updates to leadership
{e.g., performance metrics, processing delays, issues and resolutions).

Manages facility staffing and re-allocates resources as necessary, for all supported functions.
Reviews staff complement and evaluates necessary actions (e.g., hiring, performance
management, terminations) to ensure the facility is staffed sufficiently to support operations, in
accordance with applicable local and national agreements. Reviews work hours and overtime to
identify opportunities for improvement. Manages the budget for the facility. Reviews and
authorizes overtime and purchase requests (e.g., eBuys) to ensure adherence to plan and
budget.

Works with labor organizations and management associations to foster collaborative work
relationships, establish a positive workplace environment, communicate policy and process
updates, and ensure contractual compliance.

Provides employee coaching, mentoring and feedback to develop employee skills and increase
performance. Conducts Gemba walks through the facility to engage employees and observe the



work environment to identify and resolve issues. Conducts staff meetings to exchange
information, define objectives, establish priorities, and develop solutions for emerging problems.
Fosters a positive work environment that is conducive to effective performance.

Maintains a safe work environment by establishing a culture of workplace safety, addressing
safety issues with employees, and implementing safety and environmental compliance programs
to mitigate against unsafe work behavior and conditions.

SUPERVISION:

Senior Director Division Processing Operations

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Poticies For Non bargaining Positions.

REQUIREMENTS:

1.

Knowledge of Postal policies and procedures related to mail processing operations, mail flow,
transportation, and maintenance sufficient to manage operations.

Knowledge of national and local labor contracts sufficient to ensure staffing, scheduling and
operations adhere to relevant agreements.

Ability to manage performance and provide coaching and direction to subordinates, based on
individual strengths and developmental opportunities.

Ability to communicate and coordinate cross-functionally and with surrounding facilities to resolve
processing issues,

Ability to think critically and make informed decisions regarding resource allocation and
processing operations sufficient to troubleshoot issues and make adjustments to meet the
operating plan and achieve service standards, based on mail processing equipment, volume,
critical entry times, and clearance times.

Ability to analyze and interpret operations reports related to workhours, overtime usage and
service results fo identify and troubleshoot issues.



PLANT MANAGER (EAS-25)
OCCUPATION CODE: 2302-0039

FUNCTIONAL PURPOSE:

Manages all-operations-at-a high-velume -autemated -mail- processing and distribution center, including
i isti i j in-plant-eperations-support the equipment, facility,

grounds and operations. Responsible for establishing and maintaining a cooperative and safe work
environment.

OPERATIONAL REQUIREMENTS:

This position is authorized at Level EAS-25 mail processing facilities only. Level EAS-25 mail processing
facilities generally process between 70 billion and 1.7 trillion pieces annually; and may process mail on
multiple levels within the building.

DUTIES AND RESPONSIBILITIES:

1. Establishes and communicates the daily plan to ensure timely processing and dispatch of mail.

Develops and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. Implements operation plans including, for holidays and peak
season to ensure mail flow is seamless.

2. Manages and oversees mail processing, maintenance, and in-plant support to ensure daily plant
operations continue seamlessly. Coordinates with logistics, retail and delivery, sustomer services-




and other functions to enable operational precision that drives service reliability. Conducts tour
turnover meetings to coordinate work, review and discuss ongoing issues.

3. _Adapts operational and staffing plans as mail volumes and schedules change to improve
operational effectiveness. Evaluates current processing operations against the plan to identify
failure points and opportunities for improvement. Reviews reports to identify issues and trends
(e.q.. tour recaps, numbers from Informed Visibility, Surface Visibility, WebEOR, dashboards).

4. Certifies machine maintenance needs and preventive and corrective maintenance is coordinated
and verifies that maintenance is performed in accordance with national policies. to avoid
disruption of operations. Ensures machines are prepared to start according to the Run Plan
Generator (RPG) by verifying the anticipated start and stop times, mail volume anticipated, and
allocated staffing. Reviews reports including Web End of Run (WebEOR) to identify start and
finish times and performance of machines from-the previous-day-to inform possible maintenance
actions.

5. Performs cross-functional communication, collaboration, and engagement within the facility. with
leadership and across the organization. Engages with management, employees, and
stakeholders to exchange information, -troubleshoot issues, confirm strategic objectives. and
share accomplishments for the division, region, and organization. Coordinates operations across
functions and facilities to facilitate mail processing and mail flow. Updates daily summaries of
mail sorting volume and provides reqular facility operational performance updates to leadership
(e.g.. performance metrics, processing delays, issues, and resolutions).

6. Manages facility staffing and re-allocates resources as necessary, for all supported functions.
Reviews staff complement and evaluates necessary actions (e.q., hiring. performance
management. terminations) to ensure the facility is staffed sufficiently to support operations. in
accordance with applicable local and national agreements. Reviews work hours and overtime to
identify opportunities for improvement. Manages the budget for the facility. Reviews and
authorizes overtime and purchase requests (e.q., eBuys) to ensure adherence to plan and

budget.

7. Works with labor organizations and management associations to foster collaborative work
relationships, establish a positive workplace environment, communicate policy. and process

updates, and ensure contractual compliance.

8. Provides employee coaching, mentoring and feedback to develop employee skills and increase
performance. Conducts Gemba walks through the facility to engage employees and observe the
work environment to identify and resolve issues. Conducts staff meetings to exchange
information, define objectives, establish priorities, and develop solutions for emerging problems.
Fosters a positive work environment that is conducive to effective performance.

9. Maintains a safe work environment by establishing a culture of workplace safety. addressing
safety issues with employees, and implementing safety and environmental compliance programs
to mitigate against unsafe work behavior and conditions.

SUPERVISION:

- Senior Director Division Processing

Operations

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.



REQUIREMENTS:

1. Knowledge of Postal policies and procedures related to mail processing operations, mail flow,

transportation, and maintenance sufficient to manage operations.

2. Knowledge of national and local labor contracts sufficient to ensure staffing, scheduling and
operations adhere to relevant agreements.

3. _Ability to manage performance and provide coaching and direction to subordinates. based on
individual strengths and developmental opportunities.

4. Ability to communicate and coordinate cross-functionally and with surrounding facilities to resolve
processing issues.

5. _Ability to think critically and make informed decisions regarding resource allocation and
processing operations sufficient to troubleshoot issues and make adjustments to meet the
operating plan and achieve service standards, based on mail processing equipment, volume,
critical entry times, and clearance times.




6. Ability to analyze and interpret operations reports related to workhours, overtime usage and
service results to identify and troubleshoot issues.




PLANT MANAGER (EAS-25)
OCCUPATION CODE: 2302-0039

FUNCTIONAL PURPOSE:

Manages a processing and distribution center, including the equipment, facility, grounds, and operations.
Responsible for establishing and maintaining a cooperative and safe work environment.

DUTIES AND RESPONSIBILITIES:

1.

Establishes and communicates the daily plan to ensure timely processing and dispatch of mail.
Develops and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. Implements operation plans including, for holidays and peak
seasoh to ensure mail flow is seamless.

Manages and oversees mail processing', maintenance, and in-plant support to ensure daily plant
operations continue seamlessly. Coordinates with logistics, retail and delivery, and other functions

_ to enable operational precision that drives service reliability. Conducts tour turnover meetings to

coordinate work, review and discuss ongoing issues.

Adapts operational and staffing plans as mail volumes and schedules change to improve

operational effectiveness. Evaluates current processing operations against the plan to identify
failure points and opportunities for improvement. Reviews reports to identify issues and trends
(e.g., tour recaps, numbers from Informed Visibility, Surface Visibility, WebEOR, dashboards).

Certifies machine maintenance needs and preventive and corrective maintenance is coordinated
and verifies that maintenance is performed in accordance with national policies, to avoid
disruption of operations. Ensures machines are prepared to start according to the Run Plan
Generator (RPG) by verifying the anticipated start and stop times, mail volume anticipated, and
allocated staffing. Reviews reports including Web End of Run (WebEOR}) to identify start and
finish times and performance of machines to inform possible maintenance actions.

Performs cross-functional communication, collaboration, and engagement within the facility, with
leadership and across the organization. Engages with management, employees, and
stakeholders to exchange information, troubleshoot issues, confirm strategic objectives, and
share accomplishments for the division, region, and organization. Coordinates operations across
functions and facilities to facilitate mail processing and mail flow. Updates daily summaries of
mail sorting volume and provides regular facility operational performance updates to leadership
(e.g., performance metrics, processing delays, issues, and resolutions).

Manages facility staffing and re-allocates resources as necessary, for all supported functions.
Reviews staff complement and evaluates necessary actions (e.g., hiring, performance '
management, terminations) to ensure the facility is staffed sufficiently to support operations, in
accordance with applicable local and national agreements. Reviews work hours and overtime to
identify opportunities for improvement. Manages the budget for the facility. Reviews and
authorizes overtime and purchase requests (e.g., eBuys) to ensure adherence to plan and
budget.

Works with labor organizations and management associations to foster collaborative work
relationships, establish a positive workplace environment, communicate policy, and process
updates, and ensure contractual compliance.

Provides employee coaching, mentoring and feedback to develdp employee skills and increase
performance. Conducts Gemba walks through the facility to engage employees and observe the
work environment to identify and resolve issues. Conducts staff meetings to exchange



information, define objectives, establish priorities, and develop solutions for emerging prablems.
Fosters a positive work environment that is conducive to effective performance.

9. Maintains a safe work environment by establishing a culture of workplace safety, addressing
safety issues with employees, and implementing safety and environmental compliance programs
to mitigate against unsafe work behavior and conditions,

SUPERVISION:

Senior Director Division Processing Opefations

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS:

1.

Knowledge of Postal policies and procedures related to mail processing operations, mail flow,
transportation, and maintenance sufficient to manage operations.

Knowledge of national and local labor contracts sufficient to ensure staffing, scheduling and
operations adhere fo relevant agreements.

Ability to manage performance and provide coaching and direction to subordinates, based on
individual strengths and developmental opportunities.

Ability to communicate and coordinate cross-functionally and with surrounding facilities to resolve
processing issues. '

Ability to think critically and make informed decisions regarding resource allocation and
processing operations sufficient to troubleshoot issues and make adjustments to meet the
operating plan and achieve service standards, based on mail processing equipment, volume,
critical entry times, and clearance times.

Ability to analyze and interpret operations reports related to workhours, overtime usage and
service results to identify and troubleshoot issues.



MGR IN-PLANT PROCESSING SUPPORT (EAS-25)
OCCUPATION CODE: 2315-0023

FUNCTIONAL PURPOSE

Manages the implementation and coordination of continuous improvement projects, programs,
and initiatives to support processing operations and performance efficiencies. Ensures
operational processes adhere to national strategies, standardization, and USPS policies.

OPERATIONAL REQUIREMENTS

This position is to be authorized in Level 1 International Service Centers, Level 1 Network
Distribution Centers and Major, Level 1 and Level 2 Processing and Distribution Centers.

DUTIES AND RESPONSIBILITIES

1. _Manages the review and validation of processes for adherence to national strategies,
standardization, and USPS policies.

2. Evaluates mail processing and scanning performance metrics to identify discrepancies,
trends, and adherence to national strategies, operating plans, standard operating
procedures. and | policies._Provides performance and mail condition updates for
stakeholder awareness.

3. Leads the development of recommendations for performance improvement, including
identifying root causes and possible countermeasures. Creates and presents clear,
concise summaries of data-based recommendations, including implementation and
communication plans for all levels of the organization.

4. Conducts interactive workroom floor observations of processing operations to assess

conditions and identify potential processing risks. Collaborates with Logistics and

Operations stakeholders to mitigate risks, meet operating plans, and ensure the
availability of resources to support timely processing and delivery of mail.

5. Leads the development of machine run plans and ensures employee schedules align
with operating plans. Collaborates cross-functionally to analyze historical operational
data and planned conditions to project volume and needed resources for current and
future plans including holidays and special events. Assesses plan precision and initiates

improvements.

6. Coordinate and communicate implementation plans with stakeholders for processing
changes including scope, purpose, timelines, and resource impacts.

7. _Manages multiple teams of employees supporting processing operations: makes
assignments, monitors performance, and provides direction, quidance, and feedback to

..A"'{Commented [AJWD1]: Is a word missing?




team members. Identifies and provides career development opportunities to optimize
emplovee performance, enhance employee skillsets, and ensure organizational goals
are met.

8. Manages mail processing complement, planning, and bid management to ensure
organizational goals are met. Coordinates with workforce planning on complement
management activities (e.q., job postings, attrition rates, career conversion rates) to
ensure adequate facility staffing. Communicates with union representatives and
stakeholders regarding operational changes to inform of upcoming changes to
complement and schedules.

9. Identifies, coordinates, and facilitates training opportunities and onboarding activities
throughout the facility. Directs initiatives and training to ensure process changes, policy
updates, and emerging technology are incorporated into processing operations.

SUPERVISION

Plant Manager to which assigned
SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS

1. Knowledge of mail processing operations and service standards including sort programs
machine layouts and capabilities, and processing flows sufficient to analyze processing
operations and make recommendations for improvement.




2. Ability to lead multiple priorities including developing plans, timelines, procedures:
assigning team members to optimize resources to achieve goals, monitoring
performance; and reporting results.

w

Ability to build and maintain effective work relationships with stakeholders across
multiple functions (e.qg., delivery, logistics, maintenance, human resources) sufficient to
communicate status updates and adjust processing schedules to accommodate ongoing
conditions.

R

Ability to communicate verbally and in writing to develop and present data analysis and
recommendations to internal and external stakeholders.

2

Ability to manage the work performance of staff, which includes scheduling and time and
attendance functions, evaluating performance against goals, providing technical
guidance and feedback, building effective work relationships, and establishing individual

development plans.

6. Ability to analyze data from multiple sources to identify performance metrics, trends, and
opportunities for improvement of mail processing operations and efficiencies.

7. _Ability to use complement management tools and reporting systems to monitor staffing
of the facility and ensure effective scheduling.
8. Ability to use Microsoft Office Suite {e.q., Excel, Word, PowerPoint) to create

documents, charts, reports, and presentations.

9. Knowledge of national and local collective bargaining, and local memorandum of

understanding (LMOU) agreements sufficient to ensure compliance with complement

management.







MGR PROCESSING SUPPORT (EAS-25)
OCCUPATION CODE: 2315-0023

FUNCTIONAL PURPOSE

Manages the implementation and coordination of continucus improvement piojects, programs,
and initiatives to support processing operations and performance efficiencies. Ensures
operational processes adhere to national strategies, standardization, and USPS policies,

OPERATIONAL REQUIREMENTS

This position is to be authorized in Level 1 International Service Centers, Level 1 Network
Distribution Centers, Level 1 and Level 2 Processing and Distribution Centers.

DUTIES AND RESPONSIBILITIES

1.

Manages the review and validation of processes for adherence to national strategies,
standardization, and USPS policies,

Evaluates mail processing and scanning performance metrics to identify discrepancies,
trends, and adherence to naticnal strategies, operating plans, standard operating
procedures, and | policies. Provides perfarmance and mail condition updates for
stakehoider awareness.

Leads the development of recommendations for performance improvement, including
identifying root causes and possible countermeasures, Creates and presents clear,
concise summatles of data-based recommendations, including implementation and
communication plans for all levels of the organization.

Conducts interactive workroom floor observations of processing operations to assess
conditions and identify potential processing risks. Collaborates with Logistics and
Operations stakeholders to mitigate risks, meet operating plans, and ensure the
availability of resources to support timely processing and delivery of mail.

Leads the development of machine run plans and ensures employee schedules align
with operating plans. Collaborates cross-functionally to analyze historical operational
data and planned conditions to project volume and needed resources for current and
future pfans including holidays and special events. Assesses plan precision and initiates
improvements.

Coordinate and communicate implementation plans with stakeholders for processing
changes including scope, purpose, timelines, and resource impacts.

Manages multiple teams of employees supporting processing operations; makes
assignments, monitors performance, and provides direction, guidance, and feedback to
team members. [dentifies and provides caresr development opportunities to optimize
employee performance, enhance employee skillsets, and ensure organizational goals
are met.



8.

Manages mail processing complement, planning, and bid management to ensure
organizational goals are met. Coordinates with workforce planning on complement
management activities (e.g., job postings, attrition rates, career conversion rates) to
ensure adequate facility staffing. Communicates with union representatives and
stakeholders regarding operational changes to inform of upcoming changes to
complement and schedules.

Identifies, coordinates, and facilitates training opportunities and onboarding activities
throughout the faility. Directs initiatives and training to ensure pracess changes, policy
updates, and emerging technology are incarporated into processing operations.

SUPERVISICN

Plant Manager to which assigned.

SELECTION METHOD

See Handbock EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS

1.

Knowiedge of mail processing operations and service standards including sort programs
machihe layouts and capabilities, and processing flows sufficient to analyze precessing
operations and make recommendations for improvement.

Ability to lead multiple priorities including developing plans, timelines, procedures;
assigning team members to optimize rescurces to achleve goals, monitoring
performance; and reporting results.

Ability to build and maintain effective work relationships with stakeholders across
mutltiple functions {e.q., delivery, logistics, maintenance, human resources) sufficient to
communicate status updates and adjust processing schedules to accommodate ongoing
conditions.

Ability to communicate verbally and in writing to develop and present data analysis and
recommendations to internal and external stakeholders,

Ability to manage the work performance of staff, which includes scheduling and time and
attendance functions, evaluating performance against goals, providing technical
guidance and feedback, building effective work relationships, and establishing individual
development plans.

Ability to analyze data from multiple sources to identify performance metrics, trends, and
opportunities for improvement of mall processing operations and efficiencies.

Ability to use complement management tools and reporting systems to monitor staffing
of the facility and ensure effective scheduling.



8. Ability to use Microsoft Office Suite {e.g., Excel, Word, PowerPoinf) to create
documents, charts, reports, and presentations.

9. Knowledge of national and local collective bargaining, and local memorandum of

understanding {LMOU) agreements sufficient to ensure compliance with complement
management.



MGR DISTRIBUTION OPERATIONS (EAS-19)
OCCUPATION CODE: 2315-0067

FUNCTIONAL PURPOSE:

Manages all-avtemated—mechanized -anrd/ormanual-mailone or more processing and-distribution
operations en-an-assigned-tour-at-a-rmedium-to-large-size-within a mail-processing and distribution
centerHacility.

DUTIES AND RESPONSIBILITIES:

group-ofsubordinate-supervisors-

. ; ; A

assi :

8—Provides-inputforthe-facility's-operating-budget.

1. Coordinates processing operations between tours and facilities to ensure the timely processing of«------
mail to meet organizational goals such as operational precision and service level agreements.
" Communicates with supervisors to gather information on mail processing status. concerns, and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in four turnover huddles
and walkthroughs between tours to share status information (e.g., overtime required, machine

performance issues, mail volume) and ensure continuity of operations.

2. Manages available resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to supervisors
based on Run Plan Generator (RPG), same pericd last year (SPLY), and real time volume (e.g.
increase, decrease). Determines machine availability, evaluates performance, and makes
adjustments to the daily machine run times using Run Plan Generator (RPG) reporis to ensure
the timely completion of processing of all classes of mail. Utilizes data from in-plant support to

forecast time and resources (e.g., personnel, machines) needed to process mail.

3. Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.q., scanning scores, late arrivals, missorted mail, machine
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MGR DISTRIBUTION OPERATIONS (EAS-19)
QCCUPATICN CODE: 231 5-0067

FUNCTICNAL PURPOSE:

Manages one or more processing operations within a processing and distribution center.

DUTIES AND RESPONSIBILITIES:

1.

Coordinates procassing operations batwean tours and facilities to ensure the timsly processing of
mail to meet organizational geals such as operational precision and service level agreements.
Communicates with supervisors to gather information on mail processing status, concerns, and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Msets with stakehclders in tour turnover huddles
and walkthroughs batween fours to share status information (e.g., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

Manages available resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs 1o supervisors
based on Run Plan Genarater (RPG), same period last year (SPLY), and real time volume (e.g.,
increass, decrease). Determines machine availability, evaluates performance, and makes
adjustments to the daily machine run times using Run Plan Ganerator (RPG) raperts to ensure
the timely completion of processing of all classas of mail. Utilizes data from in-plant support to
farecast time and resources (e.g., personnel, machines) needed to process mail.

Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data {e.q., scanning sceres, late arrivals, missorted mail, machine
performance), from multiple postal platforms to prevent issues and identify root causes, pain
points, and eppertunitias.,

Manages precessing of mail and expedites any delayed mail and resolution of escalated
maintenance downtime issues, Collaborates with supervisors and managers to develop solutions
to decrease missent mait. Manages the holding of mall due to transportation delays In
consuliation with supervisors and logistics.

Monitors and provides stalus updates regarding the processing of mail volume (e.g., machine
breakdowns). Monitors the efficient downflow of mail and communicates patentially unexpected
mail volume fluctuations to receiving facilities. Reports mail procassing delays (e.g., rewraps,
misdated packages) and machine maintenance downtima cross-functionally and to leadership.
Reporis daily metrics (e.g., process volumes, machine downtimes, accidents) 1o leadership.

Creates and maintains weekly schedules to maet established cost control, budget, and workload
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume 1o mest processing goals. Reviews
information from employee attendence and scheduling systems to anticlpate staffing and
availability issues and ensure scheduling meets operational needs. Coordinatas with in-pfant
support to ensure aperational needs are appropriately staffed and resourced.

Manages a large number of craft employees indirectly through a small number of suparvisors.
Coaches and menfors employees to support continual growth and development, foster a positive
work environment, and promote empioyee ratention. Ensuras adherence to local and national
collective bargaining agreements. Performs Gemba walks (e.g., work flocr, platform) daily to
speak with employees, check processing performance, and resolve procassing issues.
Collaborates with employees to address work complaints, resclve issues, and avoid escalation.



8. Maintaihs a safe work environment by promoting a culture of workplace safety. Conducts sefety
talks, monitors adherence to safety protecols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compiiance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION:

Plant Manager or Senicr Manager Distribution Operations

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Pclicies For Nonbargaining Positions.
REQUIREMENTS;

1. Knowledge of mail and package processing equipment, and mechanization and automation
principles sufficient to maximize productivity, identify and resolve performance deficiencies.

2. Knewledge of mail and package types, mail flow and related Postal policies and procedures,
fncluding mail classes (for example, 2C, 3C, Pricrity, First Class, Coler Coding, marketing mail)
and processing requirements sufficient to ensure that mali is labeled, sorted, and processed
correctly,

3. Knowledge of nationa! and local collective bargaining agreements sufficient to ensure compliance
and assign work appropriately.

4. Knowledge of safety policles and proceduras sufficient to meniter safe working conditions and
address safety compliance issues,

5. Ability to troubleshoot and coordinate resolution for mail processing issues, including diagnosing
root causes to problems in machines, scans, and operations.

6. Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement
solutions to achieve organizational goals and feverage opportunities for improvement.

7. Ability to pricritize work and make decislong, including redirecting employees to assignments
based cn cngeing cenditions, te move the mail in a timely manner and achieve the operational
plan and drive operaticnal precision.

8. Ability to use Informed Visibility Employee Scheduling (IVES) and attendence systems to create
work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs.

9. Ability to interpret reports and dashboards (e.g., Run Plan Generator, Surface Visibility, Informed
Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine parformance, and employee availabiity to inform operations.

10. Ability to supervise employees to plan work, direct workflow, provide guidance, and engage
amployees.



LEAD-SR MGR DISTRIBUTION OPERATIONS (EAS-26)
QOCCUPATION CODE: 2315-0078

FUNCTIONAL PURPOSE:

Leads-Manages the managementof all-aulomated-mechanized.-and/ormail-processing and distribution
operations for alHeurs-threugh-a group-of suberdinate-managers-at-acomplex-maik-a large processing

and distribution center.

Positi . . . o i
submitted-to-Headquartersforapproval

DUTES AND RESPONSIBILITIES:

%ﬂ%&m%ﬁ%ﬁm@%m@mmpem
Wmmmwmmmagmmlw
etemployees.

Q—Memlor&epe;aﬂenal—perfermane&eﬂa"%eurs—mekes—aémskment&be&ween eaeFahe—ns—{e

&Mwmemmﬁmgm
needs-for-othertours-makes-changes-if necessans-schedules-work assignments-and-determines
the need-for avertime.

problems:
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6.—Manages-the-on-the-job-training-program-for-mail-processing-employees.
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1. _Oversees processing operations across all tours o ensure achievement of
organizational goals such as operational precision and service level agreements.
Communicates with managers to gather information on mail processing status,
concerns, and needs. Coordinates with logistics to ensure mail arrives and departs on
schedule. Ensures adherence to Postal policies and procedures. Meets with
stakeholders in tour turnover huddles and walkthroughs between tours to share status
information (e.g., overtime required, machine performance issues, mail volume) and
ensure continuity of operations.

2. _Communicates the daily plan and coordinates across functions and facilities to ensure
timely processing and dispatch of mail. Collaborates and builds relationships with in-
plant support, maintenance, logistics, retail and delivery, and other functions. Develops




and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. Implements operation plans for holidays and peak
season fo ensure mail flow is seamless.

3. Manages mail processing staffing and re-allocates resources as necessary. Reviews
staff complement and evaluates necessary actions (e.q., hiring, performance
management, terminations) to ensure the mail processing operation is staffed sufficiently
to support operations, in accordance with applicable local and national agreements.
Reviews work hours and overtime to ensure adherence to applicable Postal policies and
collective bargaining agreements and identify opportunities for improvement. Manages
the budget for the mail processing operation.

4. Adapts operational and staffing plans as mail volumes and schedules change to improve
operational effectiveness. Evaluates current processing operations against the plan to
identify failure points and opportunities for improvement. Reviews reports to identify
issues and trends (e.q., tour recaps, Run Plan Generator (RPG), numbers from Informed
Visibility, Surface Visibility, WebEOR, dashboards).

5. Manages processing of mail and expedites anythe processing-of delayed mail and
resolution of escalated maintenance downtime issues. Collaborates with managers and
supervisors to develop solutions to decrease missent mail. Manages the holding of mail
due to transportation delays in consultation with managers and logistics.

6. Monitors and provides status updates regarding the processing of mail volume (e.qg.

machine breakdowns). Monitors the efficient downflow of mail and communicates
potentially unexpected mail volume fluctuations to receiving facilities. Reports mail

processing delays (e.qg., rewraps, misdated packages) and machine maintenance
downtime cross-functionally and to leadership. Reports daily metrics (e.q., process

volumes, machine downtimes, accidents) to leadership.

7. _Manages the creation and maintenance of weekly schedules to meet established cost
control, budget, and workload constraints. Coordinates with in-plant support to ensure
operational needs are appropriately staffed and resourced.,

8. Works with labor organizations and management associations to foster collaborative
work relationships, establish a positive workplace environment, communicate policy, and
process updates, and ensure contractual compliance. Ensures adherence to Postal
policies and local and national collective bargaining agreements.

9. Provides employee coaching, mentoring and feedback to develop employee skills and
increase performance. Conducts Gemba walks through the facility to engage
employees and observe the work environment to identify and resolve issues.
Collaborates with managers and supervisors to address work complaints, resolve
issues, and handle escalations. Fosters a positive work environment that is conducive
to effective performance.




10. Maintains a safe work environment by establishing a culture of workplace safety,
addressing safety issues with employees, and implementing safety and environmental
compliance programs to mitigate against unsafe work behavior and conditions.
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1. Knowledge of mail and package processing equipment, and mechanization and
automation principles sufficient to maximize productivity, identify and resolve
performance deficiencies.

2. Knowledge of mail and package types, mail flow and related Postal policies and
procedures, including mail classes (for example, 2C, 3C, Priority, First Class, Color
Coding, marketing mail) and processing requirements sufficient to ensure that mail is
labeled, sorted, and processed correctly.

3. _Knowledge of national and local collective bargaining agreements sufficient to ensure
compliance and assign work appropriately.




4. Knowledge of safety policies and procedures sufficient to monitor safe working
conditions and address safety compliance issues.

5. Ability to troubleshoot and coordinate resolution for mail processing issues, including
diagnosing root causes to problems in machines, scans, and operations.

6. Ability to work collaboratively with others to coordinate work, troubleshoot issues and
implement solutions to achieve organizational goals and leverage opportunities for

improvement.

7._Ability to manage performance and provide coaching and direction to subordinates,
based on individual strengths and developmental opportunities.

8. Ability to communicate and coordinate cross-functionally and with surrounding facilities
to resolve processing issues.

9. Ability to think critically and make informed decisions regarding resource allocation and
processing operations sufficient to troubleshoot issues and make adjustments to meet
the operating plan and achieve service standards, based on mail processing equipment,
volume, critical entry times, and clearance times.

10. Ability to analyze and interpret operations reports related to workhours, overtime usage
and service results to identify and troubleshoot issues.




SR MGR DISTRIBUTION OPERATIONS (EAS-26)
OCCUPATION CODE: 2315-0078

FUNCTIONAL PURPOSE:

Manages the processing operation for a targe pracessing and distribution center,

DUTIES AND RESPONSIBILITIES:

1.

Oversees procassing operations across all tours to ensure achievement of
organizational goals such as operational precision and service level agreements.
Gommunicates with managers to gather information on mail processing status,
concerns, and needs. Coordinates with logistics to ensure mail arives and departs on
schedule. Ensures adherence to Postal policies and procedures. Meets with
stakeholders in tour turnover huddles and walkthroughs betwsen tours to share status
information (e.g., ovettime required, machine performance issves, mail volume) and
ensure continuity of operations.

Communicates the daily plan and coordinates across functions and facilities to ensure
timely processing and dispatch of mail. Collaborates and builds relationships with in-
plant support, maintenance, logistics, retail and delivery, and other functions. Develops
and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. Implements operation plans for holidays and peak
season to ensure mail flow is seamless.

Manages mail processing staffing and re-allocates resources as necessary. Reviews
staff compiement and evaluates necessary actions (e.g., hiring, performance
management, terminations) to ensure the mail processing operation is staffed sufficiently
to support operations, in accordance with applicable local and national agreements.
Reviews work hours and overtime to ensure adherence to applicable Postal policies and
collective bargaining agreements and identify opportunities for improvement. Manages
the budget for the mail processing operation,

Adapts operational and staffing plans as mail volumes and schedules change to improve
operational effectiveness. Evaluates current processing operations against the plan to
identify failure points and opportunities for improvement. Reviews reparts to identify
issues and trends (e.g., tour recaps, Run Plan Generator (RPG), numbers from Informed
Visibility, Surface Visibility, WebEOR, dashboards).

Manages processing of mall and expedites any delayed mail and resolution of escalated
maintenance downtime issues. Gollaborates with managers and supervisors to develop
solutions to decrease missent mail. Manages the holding of mail due to transportation
delays in consultation with managers and logistics.

Monitors and provides status updates regarding the processing of mait volume (e.g.,
machine breakdowns). Monltors the efficient downflow of mail and communicates
potentially unexpected mail volume fluctuations to receiving facilities. Reports mail
processing delays (e.g., rewraps, misdated packages) and machine maintenance
downtime cross-functionally and to leadership. Reports daily metrics (e.g., process
volumes, machine downtimes, accidents) to leadership.



7. Manages the creation and maintenance of weekly schedules to meet established cost
control, budget, and workload constraints. Coordinates with in-plant support to ensure
operational needs are appropriately staffed and resourced.

8. Works with labor crganizations and management associations to foster collaborative
work relationships, establish a positive workplace environment, communicate pelicy, and
process updates, and ensure contractual compliance. Ensures adherence to Postal
policies and local and national collective bargaining agreements.

9. Provides employee coaching, mentoring and feedback to develop employee skills and
increase performance. Conducts Gemba walks through the facility to engage
employees and observe the work environment to identify and resolve issues.
Collaborates with managers and supervisors to address work complaints, resolve
issues, and handle escalations. Fosters a positive work environment that is conducive

- to effective performance.

10. Maintains a safe work environment by estahlishing a culture of workplace safety,

addressing safety issues with employees, and implementing safety and environmental
compliance programs to mitigate against unsafe work behavior and conditions.

SUPERVISION:

Plant Manager

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Poiicies For Nonbargaining Positions.
REQUIREMENTS:

1. Knowledge of mail and package processing equipment, and mechanization and
automation principles sufficient to maximize productivity, identify and resolve
performance deficiencies.

2, Knowledge of mail and package types, mail flow and related Postal policies and
procedures, including mail classes {for example, 2C, 3C, Priority, First Glass, Color
Coding, marketing mail} and processing requirements sufficient to ensure that mail is
labeled, sorted, and processed correctly.

3. Knowledge of national and local collective bargaining agreements sufficient to ensure
compliance and assign work appropriately.

4. Knowledge of safety policies and procedures sufficient to monitor safe working
conditions and address safety compliance issues.

5. Ability to troubieshoot and cacrdinate resotution for mail processing issues, including
diagnosing root causes to problems in machines, scans, and operations.

6. Ability to work collaboratively with others to coordinate work, troubleshoot issues and
implement solutions to achieve organizational goals and leverage opportunities for
improvement.



7. Ability to manage performance and provide coaching and direction to subordinates,
based on individual strengths and developmental opportunities.

8. Ability to communicate and coordinate cross-functionally and with surrounding facilities
to resolve processing issues.

9. Abllity to think critically and make informed decisions regarding resource allocation and
processing operations sufficient to troubleshoot issues and make adjustments to meet
the operating plan and achieve service standards, based on mail processing equipment,
volume, critical entry times, and clearance times.

10. Ability to analyze and interpret operations reports related to workhours, overtime usage
and service results to identify and troubleshoot issues.



MGR DISTRIBUTION OPERATIONS (SDA) (EAS-19)
OCCUPATION CODE: 2315-0087

FUNCTIONAL PURPOSE:

Manages al-automated-mechanizedand/ermanual-one or more mail-processing and-distribution

operations er-an-assigned-tour-at-a-medium-to-large-size within a within a mai-processing and distribution
center/facility, including the-direct supervision of processing-and-distribution-craft employees.

OPERATIONAL REQUIREMENTS

This job is for use only in facilities where the MDO manages bargaining employees directly, and therefore
gualifies for the supervisor differential adjustment (SDA),

DUTIES AND RESPONSIBILITIES:

1. Coordinates processing operations between tours and facilities to ensure the timely processing of

mail to meet organizational goals such as operational precision and service level agreements.
Communicates-with-supervisors to-gGathers information on mail processing status, concerns,
and needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in tour turnover huddles
and walkthroughs between tours to share status information (e.qg., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

2. Manages available resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to-superisors
based on Run Plan Generator (RPG), same period last year (SPLY), and real time volume (e.q.,




increase, decrease). Determines machine availability, evaluates performance. and makes
adjustments to the daily machine run times using Run Plan Generator (RPG) reports to ensure
the timely completion of processing of all classes of mail. Utilizes data from in-plant support to
forecast time and resources (e.g.. personnel, machines) needed to process mail.

3. Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.g., scanning scores, late arrivals, missorted mail. machine
performance), from multiple postal platforms to prevent issues and identify root causes. pain

points, and opportunities.
4. Manages processing of mail and expedites the-precessing-efany delayed mail and resolution of

escalated maintenance downtime issues. Collaborates with supervisors and-managers to
develop solutions to decrease missent mail. Manages the holding of mail due to transportation
delays in consultation with supervisors and logistics.

5. Monitors and provides status updates regarding the processing of mail volume (e.q.. machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.g., rewraps.
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g., process volumes, machine downtimes, accidents) to leadership.

6. Creates and maintains weekly schedules to meet established cost control. budget. and workload
constraints. in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues; and ensure scheduling meets operational needs. Coordinates with in-plant

support to ensure operational needs are appropriately staffed and resourced.

7. _Manages a large number of craft employees directly-and-indirectly-through-a small-number of
stpervisors. Coaches and mentors employees to support continual growth and development,

foster a positive work environment, and promote employee retention. Ensures adherence to local
and national collective bargaining agreements. Performs Gemba walks (e.q., work floor,
platform) daily to speak with employees, check processing performance, and resolve processing
issues. Collaborates with employees to address work complaints, resolve issues, and avoid
escalation.

8. Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
talks, monitors adherence to safety protocols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION:
Managerofunitto-which-assigned: Plant Manager or Senior Manager Distribution Operations

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS:




Knowledge of mail and package processing equipment, and mechanization and automation

principles sufficient to maximize productivity, identify and resolve performance deficiencies.

2. _Knowledge of mail and package types, mail flow and related Postal policies and procedures,
including mail classes (for example, 2C, 3C, Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted, and processed
correctly.

3. Knowledge of national and local collective bargaining agreements sufficient to ensure compliance
and assign work appropriately.

4. Knowledge of safety policies and procedures sufficient to monitor safe working conditions and
address safety compliance issues.

5. Ability to troubleshoot and coordinate resolution for mail processing issues, including diagnosing
root causes to problems in machines, scans, and operations.

6. Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement
solutions to achieve organizational goals and leverage opportunities for improvement.

7. __Ability to prioritize work and make decisions, including redirecting emplovees to assignments
based on ongoing conditions. to move the mail in a timely manner and achieve the operational
plan and drive operational precision.

8. _Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create
work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs.

9. Ability to interpret reports and dashboards (e.g., Run Plan Generator, Surface Visibility, Informed
Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance. and employee availability to inform operations.

10. Ability to supervise employees to plan work, direct workflow, provide quidance, and engage

employees.



MGR DISTRIBUTION OPERATIONS (SDA) (EAS-19)
OCCUPATION CODE: 2315-0087

FUNCTIONAL PURPOSE

Manages one or more processing operations within a processing and distribution center.

OPERATIONAL REQUIREMENTS

This job is for use only in facilities where the MDO manages bargaining employees directly, and therefore
qualifies for the supervisor differential adjustment (SDA).

DUTIES AND RESPONSIBILITIES

1.

Coordinates processing operations between tours and facilities to ensure the timely processing of
mail to meet organizational goals such as operational precision and service level agreements.
Gathers information on mail processing status, concerns, and needs. Coordinates with logistics
to ensure mail arrives and departs on scheduie. Ensures adherence to Postal policies and
procedures. Meets with stakeholders in tour turnover huddles and walkthroughs between tours to
share status information (e.g., overtime required, machine performance issues, mail volume) and
ensure continuity of operations.

Manages available resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs based on Run
Pian Generator (RPG), same period last year (SPLY), and real time volume {(e.g., increase,
decrease). Determines machine availability, evaluates performance, and makes adjustments to
the daily machine run times using Run Plan Generator (RPG) reports to ensure the timely
completion of processing of all classes of mail. Utllizes data from in-plant support to forecast time
and resources {e.g., personnel, machines) needed to process mail.

Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.g., scanning scores, late arrivais, missorted mail, machine
performance), from muiltiple postal platforms to prevent issues and identify root causes, pain
points, and opportunities.

Manages processing of mail and expedites any delayed mail and resolution of escalated
maintenance downtime issues. Collaborates with managers to develop solutions to decrease
missent mail. Manages the holding of mail due to transportation delays in consultation with
supervisors and logistics.

Monitors and provides status updates regarding the processing of mail volume (e.g., machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.g., rewraps,
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g., process volumes, machine downtimes, accidents) to leadership.

Creates and maintains weekly schedules to meet established cost control, budget, and workload
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues and ensure scheduling meets operational needs. Coordinates with in-plant
support to ensure operational needs are appropriately staffed and resourced.

Manages a large number of craft employees. Coaches and mentors employees to support
continual growth and development, foster a positive work environment, and promote employee
retention. Ensures adherence to local and national collective bargaining agreements. Performs



Gemba walks (e.g., work floor, platform) daily to speak with employees, check processing
performance, and resolve processing issues. Collaborates with employees to address work
complaints, resolve issues, and avoid escalation.

8. Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
talks, monitors adherence to safety protacols, corrects unsafe actions, and verifies completion of
" safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.
SUPERVISION

Plant Manager or Senior Manager Distribution Operations

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS

1.

10.

Knowledge of mail and package processing equipment, and mechanization and automation
principles sufficient to maximize productivity, identify and resolve performance deficiencies.

Knowledge of mail and package types, mail flow and related Postal policies and procedures,
including mail classes (for example, 2C, 3C, Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted, and processed
correctly.

Knowledge of national and local collective bargaining agreements sufficient to ensure compliance
and assign work appropriately.

Knowledge of safety policies and procedures sufficient to monitor safe working conditions and
address safety compliance issues.

Ability to froubleshoot and coordinate resolution for mail processing issues, including diagnosing
root causes to problems in machines, scans, and operations.

Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement
solutions to achieve organizational goals and leverage opportunities for improvement.

Ability to prioritize work and make decisions, including redirecting employees to assignments
based on ongoing conditions, to move the mail in a timely manner and achieve the operational
plan and drive operational precision.

Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create
work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs.

Ability to interpret reports and dashboards (e.g., Run Plan Generator, Surface Visibility, Informed
Visibility, Daily Mail Gondition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance, and employee availability to inform operations.

Ability to supervise employees to plan work, direct workflow, provide guidance, and engage
employees,



SR MGR DISTRIBUTION OPERATIONS (EAS-25)
OCCUPATION CODE: 2315-7138

FUNCTIONAL PURPOSE:

Bireets-Manges the everall-processing operation of-a-very-complex-teurata-majormailfor a large
processing and distribution centerfaeility.

DUTIES AND RESPONSIBILITIES:

1. Oversees processing operations across all tours to ensure achievement of

organizational goals such as operational precision and service level agreements.
Communicates with managers to gather information on mail processing status,
concerns, and needs. Coordinates with logistics to ensure mail arrives and departs on
schedule. Ensures adherence to Postal policies and procedures. Meets with
stakeholders in tour turnover huddles and walkthroughs between tours to share status
information (e.g., overtime required, machine performance issues, mail volume) and
ensure continuity of operations.

2. Communicates the daily plan and coordinates across functions and facilities to ensure
timely processing and dispatch of mail. Collaborates and builds relationships with in-
plant support, maintenance, logistics, retail and delivery, and other functions. Develops
and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. Implements operation plans for holidays and peak
season to ensure mail flow is seamless.




3. Manages mail processing staffing and re-allocates resources as necessary. Reviews
staff complement and evaluates necessary actions (e.g.. hiring, performance
management, terminations) to ensure the mail processing operation is staffed sufficiently
to support operations, in accordance with applicable local and national agreements.
Reviews work hours and overtime to ensure adherence to applicable Postal policies and
collective bargaining agreements and identify opportunities for improvement. Manages
the budget for the mail processing operation.

4. Adapts operational and staffing plans as mail volumes and schedules change to improve
operational effectiveness. Evaluates current processing operations against the plan to
identify failure points and opportunities for improvement. Reviews reports to identify
issues and trends (e.g., tour recaps, Run Plan Generator (RPG). numbers from Informed
Visibility, Surface Visibility, WebEOR, dashboards).

9. Manages processing of mail and expedites the anyprecessing-ef delayed mail and
resolution of escalated maintenance downtime issues. Collaborates with managers and
supervisors to develop solutions to decrease missent mail. Manages the holding of mail
due to transportation delays in consultation with managers and logistics.

6. Monitors and provides status updates regarding the processing of mail volume (e.q..
machine breakdowns). Monitors the efficient downflow of mail and communicates
potentially unexpected mail volume fluctuations to receiving facilities. Reports mail
processing delays (e.g., rewraps, misdated packages) and machine maintenance
downtime cross-functionally and to leadership. Reports daily metrics (e.q.. process
volumes, machine downtimes, accidents) to leadership.

7. Manages the creation and maintenance of weekly schedules to meet established cost
control, budget, and workload constraints. Coordinates with in-plant support to ensure
operational needs are appropriately staffed and resourced.

8. Works with labor organizations and management associations to foster collaborative
work relationships, establish a positive workplace environment, communicate policy and
process updates, and ensure contractual compliance. Ensures adherence to Postal
policies and local and national collective bargaining agreements.

9. Provides employee coaching, mentoring and feedback to develop employee skills and
increase performance. Conducts Gemba walks through the facility to engage
employees and observe the work environment to identify and resolve issues.
Collaborates with managers and supervisors to address work complaints, resolve
issues, and handle escalations. Fosters a positive work environment that is conducive
to effective performance.

10. Maintains a safe work environment by establishing a culture of workplace safety,
addressing safety issues with employees, and implementing safety and environmental
compliance programs to mitigate against unsafe work behavior and conditions.

SUPERVISION:




SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS:

1. Knowledge of mail and package processing equipment, and mechanization and

automation principles sufficient to maximize productivity, identify and resolve
performance deficiencies.

2. Knowledge of mail and package types, mail flow and related Postal policies and
procedures, including mail classes (for example, 2C, 3C, Priority, First Class, Color
Coding, marketing mail) and processing requirements sufficient to ensure that mail is
labeled, sorted, and processed correctly.

3. Knowledge of national and local collective bargaining agreements sufficient to ensure
compliance and assign work appropriately.

4. Knowledge of safety policies and procedures sufficient to monitor safe working
conditions and address safety compliance issues.

5. _Ability to troubleshoot and coordinate resolution for mail processing issues, including
diagnosing root causes to problems in machines, scans, and operations.

6. Ability to work collaboratively with others to coordinate work, troubleshoot issues and
implement solutions to achieve organizational goals and leverage opportunities for
improvement.

7. _Ability to manage performance and provide coaching and direction to subordinates,
based on individual strengths and developmental opportunities.




8. Ability to communicate and coordinate cross-functionally and with surrounding facilities
to resolve processing issues.

9. Ability to think critically and make informed decisions regarding resource allocation and
processing operations sufficient to troubleshoot issues and make adjustments to meet
the operating plan and achieve service standards, based on mail processing equipment,
volume, critical entry times, and clearance times.

10. Ability to analyze and interpret operations reports related to workhours, overtime usage
and service results to identify and troubleshoot issues.




SR MGR DISTRIBUTION OPERATIONS (EAS-25)
OCCUPATION CODE: 2315-7138

FUNCTIONAL PURPOSE:

Manages the processing operation for a large processing and distribution center.

DUTIES AND RESPONSIBILITIES:

1.

Oversees processing operations across all tours to ensure achievement of
organizational goals such as operational precision and service level agreements.
Communicates with managers to gather information on mail processing status,
concerns, and needs. Coordinates with logistics to ensure mail arrives and departs on
schedule. Ensures adherence to Postal policies and procedures. Meets with
stakeholders in tour turnover huddles and walkthroughs between tours to share status
information (e.g., overtime required, machine performance issues, mail volume) and
ensure continuity of operations. :

Communicates the daily plan and coordinates across functions and facilities to ensure
timely processing and dispatch of mail. Collaborates and builds relationships with in-
plant support, maintenance, logistics, retail and delivery, and other functions. Develops
and implements action plans to improve operations, correct failure points and maintain
alignment with established goals. Implements operation plans for holidays and peak -
season to ensure mail flow is seamless.

Manages mail processing staffing and re-allocates resources as necessary. Reviews
staff complement and evaluates necessary actions (e.g., hiring, performance -
management, terminations) to ensure the mail processing operation is staffed sufficiently
to support operations, in accordance with applicable local and national agreements.
Reviews work hours and overtime to ensure adherence to applicable Postal policies and
collective bargaining agreements and identify opportunities for improvement. Manages
the budget for the mail processing operation.

Adapts operational and staffing plans as mail volumes and schedules change.to improve
operational effectiveness. Evaluates current processing operations against the plan to
identify failure points and opportunities for improvement. Reviews reports to identify
issues and trends (e.g., tour recaps, Run Plan Generator (RPG), numbers from Informed
Visibility, Surface Visibility, WebEOR, dashboards).

Manages processing of mail and expedites any delayed mail and resolution of escalated
maintenance downtime issues. Collaborates with managers and supervisors to develop
soiutions to decrease missent mail. Manages the holding of mail due to transportation
delays in consultation with managers and logistics.

Monitors and provides status updates regarding the processing of mail volume (e.g.,
machine breakdowns}. Monitors the efficient downflow of mail and communicates
potentially unexpected mail volume fluctuations to receiving facilities. Reports mail
processing delays (e.g., rewraps, misdated packages) and machine maintenance
downtime cross-functionally and to leadership. Reports daily metrics (e.g., process
volumes, machine downtimes, accidents) to leadership.



7.

10.

Manages the creation and maintenance of weekly schedules to meet established cost
control, budget, and workload constraints. Coordinates with in-plant support to ensure
operational needs are appropriately staffed and resourced.

Works with labor organizations and management associations to foster coliaborative
work relationships, establish a positive workplace environment, communicate policy and
process updates, and ensure contractual compliance. Ensures adherence to Postal
policies and local and national collective bargaining agreements.

Provides employee coaching, mentoring and feedback to develop employee skills and
increase performance. Conducts Gemba walks through the facility to engage
employees and observe the work environment to identify and resolve issues.
Collaborates with managers and supervisors to address work complaints, resolve
issues, and handle escalations. Fosters a positive work environment that is conducive
to effective performance.

Maintains a safe work environment by establishing a culture of workplace safety,
addressing safety issues with employees, and implementing safety and environmental
compliance programs to mitigate against unsafe work behavior and conditions.

SUPERVISION:

Plant Manager

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS:

1.

Knowledge of mail and package processing equipment, and mechanization and
automation principles sufficient to maximize productivity, identify and resolve
performance deficiencies.

Knowledge of mail and package types, mail flow and related Postal policies and
procedures, including mail classes (for example, 2C, 3C, Priority, First Class, Color
Coding, marketing mail) and processing requirements sufficient to ensure that mail is
labeled, sorted, and processed correctly.

Knowledge of national and local collective bargaining agreements sufficient to ensure
compliance and assign work appropriately.

Knowledge of safety policies and procedures sufficient to monitor safe working
conditions and address safety compliance issues.

Ability to troubleshoot and coordinate resolution for mail processing issues, including
diagnosing root causes to problems in machines, scans, and operations.

Ability to work collaboratively with others to coordinate work, troubleshoot issues and
implement solutions to achieve organizational goals and leverage opportunities for
improvement.



7. Ability to manage performance and provide coaching and direction to subordinates,
based on individual strengths and developmental opportunities.

8. Ability to communicate and coordinate cross-functionally and with surrounding facilities
to resolve processing issues.

9. Ability to think critically and make informed decisions regarding resource allocation and
processing operations sufficient to troubleshoot issues and make adjustments to meet
the operating plan and achieve service standards, based on mail processing equipment,
volume, critical entry times, and clearance times.

10. Ability to analyze and interpret operations reports related to workhours, overtime usage
and service results to identify and troubleshoot issues.



MGR DISTRIBUTION OPERATIONS (EAS-22)
OCCUPATION CODE: 2315-7140

FUNCTIONAL PURPOSE:

Manages all-autemated-mechanized -and/er-manual-mail one or more processing and-distribution
operations er-an-assigned-tour-at-a-verylarge-size-mail- within a processing and distribution center/asility.

DUTIES AND RESPONSIBILITIES:

1. _Coordinates processing operations between tours and facilities to ensure the timely processing of
mail to meet organizational goals such as operational precision and service level agreements.
Communicates with supervisors to gather information on mail processing status, concerns, and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in tour turnover huddles
and walkthroughs between tours to share status information (e.g., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

2. Manages available resources and forecasts resource needs o execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to supervisors
based on Run Plan Generator (RPG), same period last year (SPLY), and real time volume (e.q.,
increase, decrease). Determines machine availability, evaluates performance, and makes
adjustments to the daily machine run times using Run Plan Generator (RPG) reports to ensure
the timely completion of processing of all classes of mail. Utilizes data from in-plant support to
forecast time and resources (e.g., personnel, machines) needed to process mail.

3. Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.g., scanning scores, late arrivals, missorted mail, machine




performance), from multiple postal platforms to prevent issues and identify root causes, pain
points, and opportunities.

4. Manages processing of mail and expedites the processing-efany delayed mail and resolution of

escalated maintenance downtime issues. Collaborates with supervisors and managers to
develop solutions to decrease missent mail. Manages the holding of mail due to transportation
delays in consultation with supervisors and logistics.

5. Monitors and provides status updates regarding the processing of mail volume (e.q., machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.q., rewraps,
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g., process volumes, machine downtimes, accidents) to leadership.

6. Creates and maintains weekly schedules to meet established cost control, budget, and workload
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues -and ensure scheduling meets operational needs. Coordinates with in-plant
support to ensure operational needs are appropriately staffed and resourced.

7. Manages a large number of craft employees indirectly through a small number of supervisors.
Coaches and mentors employees to support continual growth and development, foster a positive
work environment, and promote employee retention. Ensures adherence to local and national
collective bargaining agreements. Performs Gemba walks (e.g., work floor, platform) daily to
speak with employees, check processing performance, and resolve processing issues.
Collaborates with employees to address work complaints, resolve issues, and avoid escalation.

8. Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
talks, monitors adherence to safety protocols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION:

Man ar Pra ina-and Di ithution

Center- Plant Manager or Senior Manag

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS:




Knowledge of mail and package processing equipment, and mechanization and automation

principles sufficient to maximize productivity, identify and resolve performance deficiencies.

Knowledge of mail and package types, mail flow and related Postal policies and procedures,

including mail classes (for example, 2C, 3C. Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted. and processed

correctly.

Knowledge of national and local collective bargaining agreements sufficient to ensure compliance
and assign work appropriately.

Knowledge of safety policies and procedures sufficient to monitor safe working conditions and

address safety compliance issues.

Ability to troubleshoot and coordinate resolution for mail processing issues, including diagnosing

root causes to problems in machines, scans, and operations.

Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement

solutions to achieve organizational goals and leverage opportunities for improvement,

Ability to prioritize work and make decisions, including redirecting employees to assignments

based on ongoing conditions, to move the mail in a timely manner and achieve the operational
plan and drive operational precision.

Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create

10.

work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs.

Ability to interpret reports and dashboards (e.g., Run Plan Generator, Surface Visibility. Informed
Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance, and employee availability to inform operations.

Ability to supervise employees to plan work, direct workflow, provide guidance, and engage

employees.



MGR DISTRIBUTION OPERATIONS (EAS-22)
OCCUPATION CODE: 2315-7140

FUNCTIONAL PURPOSE:

Manages one or more processing operations within a processing and distribution center.

DUTIES AND RESPONSIBILITIES:

1.

Coordinates processing operations between tours and facilities to ensure the timely processing of
mail to meet organizational goals such as operational precision and service level agreements.
Communicates with supervisors to gather information on mail processing status, concerns, and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in tour turnover huddies
and walkthroughs between tours to share status information (e.g., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

Manages availabie resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to supervisors
based on Run Plan Generator (RPG), same period last year (SPLY), and real time volume (e.g.
increase, decrease). Determines machine availability, evaluates performance, and makes
adjustments to the daily machine run times using Run Plan Generator (RPG) reports to ensure
the timely completion of processing of all classes of mail. Utilizes data from in-plant support to
forecast time and resources (e.g., personnel, machines) needed to process mail.

Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.g., scanning scores, late arrivals, missorted mail, machine
performance), from multiple postal platforms to prevent issues and identify root causes, pain
points, and opportunities.

Manages processing of mail and expedites any delayed mail and resolution of escalated
maintenance downtime issues. Collaborates with supervisors and managers to develop solutions
to decrease missent mail. Manages the holding of mail due to transportation delays in
consultation with supervisors and logistics.

Monitors and provides status updates regarding the processing of mail volume (e.g., machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.g., rewraps,
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g., process volumes, machine downtimes, accidents) to leadership.

Creates and maintains weekly schedules to meet established cost control, budget, and workload
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues and ensure scheduling meets operational needs. Coordinates with in-plant
support to ensure operational needs are appropriately staffed and resourced.

Manages a large number of craft employees indirectly through a smali number of supervisors.
Coaches and mentors employees to support continual growth and development, foster a positive
work environment, and promote employee retention. Ensures adherence to local and national
collective bargaining agreements. Performs Gemba walks (e.g., work floor, platform) daily to
speak with employees, check processing performance, and resolve processing issues.
Collaborates with employees to address work complaints, resolve issues, and avoid escalation,



8. Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
talks, monitors adherence to safety protocols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION:;

Plant Manager or Senior Manager Distribution Operations

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.
REQUIREMENTS:

1. Knowledge of mail and package processing equipment, and mechanization and automation
principles sufficient to maximize productivity, identify and resolve performance deficiencies.

2. Knowledge of mail and package types, mail flow and related Postal policies and procedures,
including mail classes (for example, 2C, 3C, Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted, and processed
correctly.

3. Knowledge of national and local collective bargaining agreements sufficient to ensure compliance
and assign work appropriately.

4. Knowledge of safety policies and procedures sufficient to monitor safe working conditions and
address safety compliance issues.

5. Ability to troubleshoot and coordinate resolution for mail processing issues, including diagnosing
root causes to problems in machines, scans, and operations.

6. Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement
solutions to achieve organizational goals and leverage opportunities for improvement.

7. Ability to prioritize work and make decisions, including redirecting employees to assignments
based on ongoing conditions, to move the rmail in a timely manner and achieve the operational
plan and drive operational precision.

8. Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create
work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs.

9. Ability fo interpret reports and dashboards (e.g., Run Plan Generator, Surface Visibility, Informed
Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance, and employee availability to inform operations.

10. Ability to supervise employees to plan work, direct workflow, provide guidance, and engage
employees.



MGR DISTRIBUTION OPERATIONS (EAS-24)
OCCUPATION CODE: 2315-7139

FUNCTIONAL PURPOSE:;

Manages all-automated mechanized,and/ormanual-one or more mail-processing and-distribution
operations for-assigned-teur(s)-at-a-major-mail-within a processing and distribution center/fasility-or
DUTIES AND RESPONSIBILITIES:

1. _Coordinates processing operations between tours and facilities to ensure the timely processing of
mail to meet organizational goals such as operational precision and service level agreements.
Communicates with supervisors to gather information on mail processing status, concerns. and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in tour turnover huddles
and walkthroughs between tours to share status information (e.qg., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

2. Manages available resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to supervisors
based on Run Plan Generator (RPG), same period last year (SPLY), and real time volume (e.q.,
increase, decrease). Determines machine availability, evaluates performance, and makes
adjustments to the daily machine run times using Run Plan Generator (RPG) reports to ensure
the timely completion of processing of all classes of mail. Utilizes data from in-plant support to
forecast time and resources (e.g., personnel, machines) needed to process mail.




3. Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.q., scanning scores, late arrivals, missorted mail. machine
performance), from multiple postal platforms to prevent issues and identify root causes. pain

points, and opportunities.

4. Manages processing of mail and expedites the processing ofany delayed mail and resolution of
escalated maintenance downtime issues. Collaborates with supervisors and managers to
develop solutions to decrease missent mail. Manages the holding of mail due to transportation
delays in consultation with supervisors and logistics.

5. Monitors and provides status updates regarding the processing of mail volume (e.g.. machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.q.. rewraps.
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g., process volumes, machine downtimes, accidents) to leadership.

6. Creates and maintains weekly schedules to meet established cost control, budget, and workload
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues -and ensure scheduling meets operational needs. Coordinates with in-plant
support to ensure operational needs are appropriately staffed and resourced.

7. __Manages a large number of craft employees indirectly through a small number of supervisors.
Coaches and mentors employees to support continual growth and development, foster a positive
work environment. and promote employee retention. Ensures adherence to local and national ‘
collective bargaining agreements. Performs Gemba walks (e.qg., work floor, platform) daily to
speak with employees, check processing performance, and resolve processing issues.
Collaborates with employees to address work complaints, resolve issues, and avoid escalation.

8. Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
falks, monitors adherence to safety protocols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION:

oo i - -— --- - l- vy O -
Mail-Center- Plant Manager or Senior Manager Distribution Operations

SELECTION METHOD:
See Handbook EL-312, Section 740 — Selection Policies For Nonbargaining Positions.

REQUIREMENTS:




Knowledge of mail and package processing equipment, and mechanization and automation

principles sufficient to maximize productivity, identify and resolve performance deficiencies.

Knowledge of mail and package types, mail flow and related Postal policies and procedures,

including mail classes (for example, 2C, 3C, Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted. and processed
correctly.

Knowledge of national and local collective bargaining agreements sufficient to ensure compliance

and assign work appropriately.

Knowledge of safety policies and procedures sufficient to monitor safe working conditions and

address safety compliance issues.

Ability to troubleshoot and coordinate resolution for mail processing issues. including diagnosing

root causes to problems in machines, scans, and operations.

Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement

solutions to achieve organizational goals and leverage opportunities for improvement.

Ability to prioritize work and make decisions. including redirecting employees to assignments

based on ongoing conditions, to move the mail in a timely manner and achieve the operational
plan and drive operational precision.

Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create

work schedules and tracking systems, monitor employee attendance, inform staffing decisions.
and track labor costs.




9. _Ability to interpret reports and dashboards (e.d.. Run Plan Generator, Surface Visibility, Informed
Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance, and employee availability to inform operations.

10. Ability to supervise employees to plan work, direct workflow, provide quidance, and engage
employees.




MGR DISTRIBUTION OPERATIONS (EAS-24)
OCCUPATION CODE: 2315-7139

FUNCTIONAL PURPOSE:

Manages one or more processing operations within a processing and distribution center.

DUTIES AND RESPONSIBILITIES:

1.

Coordinates processing operations between tours and facilities to ensure the timely processing of
mail to meet organizational goals such as operational precision and service level agreements.
Communicates with supervisors to gather information on mail processing status, concerns, and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in tour turnover huddles
and walkthroughs between tours to share status information (e.g., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

Manages available resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to supervisors
based on Run Plan Generator (RPG), same period last year {(SPLY), and real time volume (e.g.,
increase, decrease). Determines machine availability, evaluates performance, and makes
adjustments to the daily machine run times using Run Plan Generator (RPG) reports to ensure
the timely completion of processing of all classes of mail. Utilizes data from in-plant support to
forecast time and resources (e.g., personnel, machines) needed to process mail.

Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.g., scanning scores, late arrivals, missorted mail, machine
performance), from multiple postal platforms to prevent issues and identify root causes, pain
points, and opportunities.

Manages processing of mail and expedites any delayed mail and resolution of escalated
maintenance downtime issues. Collaborates with supervisors and managers to develop solutions
to decrease missent mail. Manages the holding of mail due to transportation delays in
consultation with supervisors and logistics,

Moniters and provides status updates regarding the processing of mail volume (e.g., machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.g., rewraps,
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g9., process volumes, machine downtimes, accidents) to leadership.

Creates and maintains weekly schedules to meet established cost control, budget, and workioad
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues and ensure scheduling meets operational needs. Coordinates with in-plant
support to ehsure operational needs are appropriately staffed and resourced.

Manages a large number of craft employees indirectly through a small number of supervisors.
Coaches and mentors employees to support continual growth and development, foster a positive
work environment, and promote employee retention. Ensures adherence to local and national
collective bargaining agreements. Performs Gemba walks {e.g., work floor, platform) daily to
speak with employees, check processing performance, and resolve processing issues.
Collaborates with employees to address work complaints, resolve issues, and avoid escalation.



8.

Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
talks, menitors adherence to safety protocols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION:

Plant Manager or Senior Manager Distribution Operations

SELECTION METHOD:

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS:

1.

ro

10.

Knowledge of mail and package processing equipment, and mechanization and automation
principles sufficient to maximize productivity, identify and resolve performance deficiencies.

Knowledge of mail and package types, mail flow and related Postal policies and procedures,
including mail classes (for example, 2C, 3C, Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted, and processed
correctly.

Knowledge of national and local collective bargaining agreements sufficient to ensure compliance
and assign work appropriately.

Knowledge of safety policies and procedures sufficient to monitor safe working conditions and
address safety compliance issues.

Ability to troubleshoot and coordinate resolution for mail processing issues, inciuding diagnosing
root causes to problems in machines, scans, and operations,

Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement
solutions to achieve organizational goals and leverage opportunities for improvement.

Ability to prioritize work and make decisions, including redirecting employees to assignments
based on ongoing conditions, to move the mail in a timely manner and achieve the operational
plan and drive operational precision.

Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create
work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs,

Ability to interpret reports and dashboards (e.g., Run Plan Generator, Surface Visibility, Informed
Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance, and employee availability to inform operations.

Ability to supervise employees to plan work, direct workflow, provide guidance, and engage
employees. ,



MGR DISTRIBUTION OPERATIONS (EAS-20)
OCCUPATION CODE: 2315-7141

FUNCTIONAL PURPOSE:

Manages all-autemated-mechanized -and/or-manual-mail-one or more processing and-distribution
operations en-an-assigned-tour-at-a-large-size-mail-within a processing and distribution centerffaecility.

DUTIES AND RESPONSIBILITIES:

1. Coordinates processing operations between tours and facilities to ensure the timely processing of

mail to meet organizational goals such as operational precision and service level agreements.
Communicates with supervisors to gather information on mail processing status, concerns. and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in tour turnover huddles
and walkthroughs between tours to share status information (e.g., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

2. Manages available resources and forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to supervisors
based on Run Plan Generator (RPG), same period last year (SPLY), and real time volume (e.q..
increase, decrease). Determines machine availability, evaluates performance, and makes
adjustments fo the daily machine run times using Run Plan Generator (RPG) reports to ensure
the timely completion of processing of all classes of mail. Utilizes data from in-plant support to
forecast time and resources (e.9., personnel, machines) needed to process mail.

3. Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.g., scanning scores, late arrivals, missorted mail, machine




performance), from multiple postal platforms to prevent issues and identify root causes, pain
points, and opportunities.

4. Manages processing of mail and expedites the processing-ofany delayed mail and resolution of
escalated maintenance downtime issues. Collaborates with supervisors and managers to
develop solutions to decrease missent mail. Manages the holding of mail due to transportation
delays in consultation with supervisors and logistics.

5. Monitors and provides status updates regarding the processing of mail volume (e.g.. machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.q., rewraps.
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g.. process volumes, machine downtimes, accidents) to leadership.

6. Creates and maintains weekly schedules to meet established cost control. budaet. and workload
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues: and ensure scheduling meets operational needs. Coordinates with in-plant
support to ensure operational needs are appropriately staffed and resourced.

7. __Manages a large number of craft employees indirectly through a small number of supervisors.
Coaches and mentors employees to support continual growth and development, foster a positive
work environment, and promote employee retention. Ensures adherence to local and national
collective bargaining agreements. Performs Gemba walks (e.q.. work floor, platform) daily to
speak with employees, check processing performance, and resolve processing issues.
Collaborates with employees to address work complaints, resolve issues, and avoid escalation.

8. Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
talks, monitors adherence to safety protocols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION:

Adanaae Ero
7

Genter/Facility Plant Manager or Senior Manager Distribution Operations

SELECTION METHOD:
See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS:




Knowledge of mail and package processing equipment, and mechanization and automation

principles sufficient to maximize productivity, identify and resolve performance deficiencies.

Knowledge of mail and package types, mail flow and related Postal policies and procedures,

including mail classes (for example, 2C, 3C, Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted, and processed

correctly.

Knowledge of national and local collective bargaining agreements sufficient to ensure compliance

and assign work appropriately.

Knowledge of safety policies and procedures sufficient to monitor safe working conditions and

address safety compliance issues.

Ability to troubleshoot and coordinate resolution for mail processing issues, including diagnosing

root causes to problems in machines, scans, and operations.

Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement

solutions to achieve organizational goals and leverage opportunities for improvement.

Ability to prioritize work and make decisions, including redirecting employees to assignments

based on ongoing conditions, to move the mail in a timely manner and achieve the operational

plan and drive operational precision.

Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create

work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs.

Ability to interpret reports and dashboards (e.g.. Run Plan Generator, Surface Visibility, Informed

10.

Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance, and employee availability to inform operations.

Ability to supervise employees to plan work, direct workflow, provide guidance, and engage

employees.



MGR DISTRIBUTION OPERATIONS (EAS-20)
OCCUPATION CODE: 2315-7141

FUNCTIONAL PURPOSE

Manages one or more processing operations within a processing and distribution center.

DUTIES AND RESPONSIBILITIES

1.

Coordinates processing operations between tours and facilities to ensure the timely processing of
mail to meet organizational goals such as operational precision and service level agreements.
Communicates with supervisors to gather information on mail processing status, concerns, and
needs. Coordinates with logistics to ensure mail arrives and departs on schedule. Ensures
adherence to Postal policies and procedures. Meets with stakeholders in tour turnover huddles
and walkthroughs between tours to share status information (e.g., overtime required, machine
performance issues, mail volume) and ensure continuity of operations.

Manages available resources and-forecasts resource needs to execute the operational plan and
maintain and enhance operational precision. Communicates operational needs to supervisors
based on Run Plan Generator (RPG}), same period last year (SPLY), and real time volume (e.g.,
increase, decrease). Determines machine availability, evaluates performance, and makes
adjustments to the daily machine run times using Run Plan Generator (RPG) reports to ensure
the timely completion of processing of alf classes of mail. Utilizes data from in-plant support to
forecast time and resources (e.g., personnel, machines) needed to process mail.

Validates scanning of mail to confirm adherence to protocol and standards to achieve plan.
Analyzes performance data (e.g., scanning scores, late arrivals, missorted mail, machine
performance), from multiple postal platforms to prevent issues and identify root causes, pain
points, and cpportunities.

Manages processing of mail and expedites any delayed mail and resolution of escalated
maintenance downtime issues. Collaborates with supervisors and managers to develop solutions
to decrease missent mail. Manages the holding of mail due to transportation delays in
consultation with supervisors and |ogistics.

Monitors and provides status updates regarding the processing of mail volume (e.g., machine
breakdowns). Monitors the efficient downflow of mail and communicates potentially unexpected
mail volume fluctuations to receiving facilities. Reports mail processing delays (e.g., rewraps,
misdated packages) and machine maintenance downtime cross-functionally and to leadership.
Reports daily metrics (e.g., process volumes, machine downtimes, accidents) to leadership.

Creates and maintains weekly schedules to meet established cost control, budget, and workload
constraints, in accordance with Postal policies and applicable collective bargaining agreements.
Assigns employees to machines based on mail volume to meet processing goals. Reviews
information from employee attendance and scheduling systems to anticipate staffing and
availability issues and ensure scheduling meets operational needs. Coordinates with in-plant
support to ensure operational needs are appropriately staffed and resourced.

Manages a large number of craft employees indirectly through a small number of supervisors.
Coaches and mentors employees to support continual growth and development, foster a positive
work environment, and promote employee retention. Ensures adherence to locat and national
collective bargaining agreements. Performs Gemba walks (e.g., work floor, platform) daily to
speak with employees, check processing performance, and resolve processing issues.
Collaborates with employees to address work complaints, resolve issues, and avoid escalation.



8. Maintains a safe work environment by promoting a culture of workplace safety. Conducts safety
talks, monitors adherence to safety protocols, corrects unsafe actions, and verifies completion of
safety-related trainings to ensure compliance with safety programs and mitigate against unsafe
work behavior and conditions.

SUPERVISION

Plant Manager or Senior Manager Distribution Operations

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.
REQUIREMENTS

1. Knowledge of mail and package processing equipment, and mechanization and automation
principles sufficient to maximize productivity, identify and resolve performance deficiencies.

2. Knowledge of mail and package types, mail flow and related Postal policies and procedures,
inctuding mail classes (for example, 2C, 3C, Priority, First Class, Color Coding, marketing mail)
and processing requirements sufficient to ensure that mail is labeled, sorted, and processed
carrectly.

3. Knowledge of national and local collective bargaining agreements sufficient to ensure compliance
and assign work appropriately.

4. Knowledge of safety policies and procedures sufficient to monitor safe working conditions and
address safety compliance issues.

9. Ability to troubleshoot and coordinate resolution for mail processing issues, including diagnosing
root causes to problems in machines, scans, and operations.

6. Ability to work collaboratively with others to coordinate work, troubleshoot issues and implement
solutions to achieve organizational goals and leverage opportunities for improvement.

7. Ability to prioritize work and make decisions, including redirecting employees to assignments
based on ongoing conditions, to move the mail in a timely manner and achieve the operational
plan and drive operational precision.

8. Ability to use Informed Visibility Employee Scheduling (IVES) and attendance systems to create
work schedules and tracking systems, monitor employee attendance, inform staffing decisions,
and track labor costs.

9. Ability to interpret reports and dashboards (e.g., Run Plan Generator, Surface Visibility, Informed
Visibility, Daily Mail Condition Reporting System, MPE Watch, scan data) relating to facility
performance, machine performance, and employee availability to inform operations.

10. Ability to supervise employees to plan work, direct workflow, provide guidance, and engage
employees.



MGR IN-PLANTPROCESSING SUPPORT (EAS-21)
OCCUPATION CODE: 2315-7143

FUNCTIONAL PURPOSE

Manages the implementation and coordination of continuous improvement projects, programs.

and initiatives to support processing operations and performance efficiencies. Ensures

OPERATIONAL REQUIREMENTS

This position is to be authorized in Level EAS25 International Service Centers and Level EAS25
Processing and Distribution Centers.

DUTIES AND RESPONSIBILITIES

1.

Manages the review and validation of processes for adherence to national strategies.

standardization, and USPS policies.

Evaluates mail processing and scanning performance metrics to identify discrepancies.

trends, adherence to national strategies, operating plans, standard operating
procedures, and policies. Provides performance and mail condition updates for
stakeholder awareness.

Leads the development of recommendations for performance improvement, including

identifying root causes and possible countermeasures. Creates and presents clear,
concise summaries of data-based recommendations, including implementation and
communication plans for all levels of the organization.

Conducts interactive workroom floor observations of processing operations to assess

conditions and identify potential processing risks. Collaborates with Logistics and
Operations stakeholders to mitigate risks, meet operating plans, and ensure the
availability of resources to support timely processing and delivery of mail.

Leads the development of machine run plans and ensures employee schedules align

with operating plans. Collaborates cross-functionally to analyze historical operational
data and planned conditions to project volume and needed resources for current and
future plans including holidays and special events. Assesses plan precision and initiates
improvements.

Coordinate and communicate implementation plans with stakeholders for processing

changes including scope, purpose, timelines, and resource impacts.

Manages multiple teams of employees supporting processing operations: makes

assignments, monitors performance, and provides direction, guidance, and feedback to




team members. Identifies and provides career development opportunities to optimize
employee performance, enhance employee skillsets, and ensure organizational goals
are met.

8. Manages mail processing complement, planning, and bid management to ensure
organizational goals are met. Coordinates with workforce planning on complement
management activities (e.q., job postings, attrition rates, career conversion rates) to
ensure adequate facility staffing. Communicates with union representatives and
stakeholders regarding operational changes to inform of upcoming changes to
complement and schedules.

9. ldentifies, coordinates, and facilitates training opportunities and onboarding activities
throughout the facility. Directs initiatives and training to ensure process changes. policy
updates, and emerging technology are incorporated into processing operations.

SUPERVISION

Plant Manager to which assigned.

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.
REQUIREMENTS:

1. Knowledge of mail processing operations and service standards including sort programs
machine layouts and capabilities, and processing flows sufficient to analyze processing
operations and make recommendations for improvement.




Ability to lead multiple priorities including developing plans, timelines, procedures:

assigning team members to optimize resources to achieve goals, monitoring
performance; and reporting results.

Ability to build and maintain effective work relationships with stakeholders across

multiple functions (e.qg.. delivery, logistics, maintenance, human resources) sufficient to
communicate status updates and adjust processing schedules to accommodate ongoing
conditions.

Ability to communicate verbally and in writing to develop and present data analysis and

recommendations to internal and external stakeholders.

Ability to manage the work performance of staff, which includes scheduling and time and

attendance functions, evaluating performance against goals, providing technical
guidance and feedback, building effective work relationships, and establishing individual
development plans.

Ability to analyze data from multiple sources to identify performance metrics, trends. and

opportunities for improvement of mail processing operations and efficiencies.

Ability to use complement management tools and reporting systems to monitor staffing

of the facility and ensure effective scheduling.

Ability to use Microsoft Office Suite (e.g., Excel, Word, PowerPoint) to create

documents, charts, reports, and presentations.

Knowledge of national and local collective bargaining, and local memoranda of

understanding (LMOU) agreements sufficient to ensure compliance with complement

management.







MGR PROCESSING SUPPORT (EAS-21)
OCCUPATION CODE: 2315-7143

FUNCTIONAL PURPOSE

Manages the implementation and coordination of continuous improvement projects, programs,
and initiatives to support processing operations and performance efficiencies. Ensures
operational processes adhere to national strategies, standardization, and USPS policies.

OPERATIONAL REQUIREMENTS

EAS-21: This position is to be authorized in Level EAS25 International Service Centers and Level EAS25
Processing and Distribution Centers. _

DUTIES AND RESPONSIBILITIES

1.

Manages the review and validation of processes for adherence to national strategies,
standardization, and USPS policies.

Evaluates mail processing and scanning performance metrics to identify discrepancies,
trends, adherence to national strategies, operating plans, standard operating
procedures, and policies. Provides performance and mail condition updates for
stakeholder awareness.

Leads the development of recommendations for performance improvement, including
identifying root causes and possible countermeasures. Creates and presents clear,
concise summaries of data-based recommendations, including implementation and
communication plans for all levels of the organization.

Conducts interactive workroom floor observations of processing operations to assess
conditions and identify potential processing risks. Collaborates with Logistics and
Operations stakeholders to mitigate risks, meet operating plans, and ensure the
availability of resources to support timely processing and delivery of mail.

Leads the development of machine run plans and ensures employee schedules align
with operating plans. Collaborates cross-functionally to analyze historical operational
data and planned conditions to project volume and needed resources for current and
future plans including holidays and special events. Assesses plan precision and initiates
improvements.

Coordinate and communicate implementation plans with stakeholders for processing
changes including scope, purpose, timelines, and resource impacts.



. Ability to manage the work performance of staff, which includes scheduling and time and
attendance functions, evaluating performance against goals, providing technical
guidance and feedback, building effective work relationships, and establishing individual
development plans.

. Ability to analyze data from multiple sources to identify performance metrics, trends, and
opportunities for improvement of mail processing operations and efficiencies.

. Ability to use complement management tools and reporting systems to monitor staffing
of the facility and ensure effective scheduling.

. Ability to use Microsoft Office Suite (e.g., Excel, Word, PowerPoint) to create
documents, charts, reports, and presentations.

Knowledge of national and local collective bargaining, and local memoranda of
understanding (LMOU) agreements sufficient to ensure compliance with complement
management.



MGR IN-PLANT-PROCESSING SUPPORT (EAS-23)
OCCUPATION CODE: 2315-7145

FUNCTIONAL PURPOSE

Manages the implementation and coordination of continuous improvement projects, programs,

and initiatives to support processing operations and performance efficiencies adherence to

OPERATIONAL REQUIREMENTS

This position is to be authorized in Level 2 International Service Centers, and Level 3 and Level
4 Processing and Distribution Centers.

DUTIES AND RESPONSIBILITIES

i 2

Manages the review and validation of processes for adherence to national strategies,

standardization, and USPS policies.

Evaluates mail processing and scanning performance metrics to identify discrepancies,

trends, and adherence to national strategies, standard operating procedures. and

policies. Provides performance and mail condition updates for stakeholder awareness.

Leads the development of recommendations for performance improvement, including

identifying root causes and possible countermeasures. Creates and presents clear.
concise summaries of data-based recommendations, including implementation and
communication plans for all levels of the organization.

Conducts interactive workroom floor observations of processing operations to assess

conditions and identify potential processing risks. Collaborates with Logistics and

Operations stakeholders to mitigate risks, meet operating plans. and ensure the
availability of resources to support timely processing and delivery of mail.

Leads the development of machine run plans and ensures employee schedules align

with operating plans. Collaborates cross-functionally to analyze historical operational
data and planned conditions to project volume and needed resources for current and
future plans including holidays and special events. Assesses plan precision and initiates
improvements.

Coordinate and communicate implementation plans with stakeholders for processing

changes including scope, purpose, timelines, and resource impacts.

Manages multiple teams of employees supporting processing operations: makes

assignments, monitors performance, and provides direction, guidance, and feedback to
team members. Identifies and provides career development opportunities to optimize




employee performance, enhance employee skillsets, and ensure organizational goals
are met.

8. Manages mail processing complement, planning, and bid management to ensure
organizational goals are met. Coordinates with workforce planning on complement
management activities (e.g., job postings, attrition rates, career conversion rates) to
ensure adequate facility staffing. Communicates with union representatives and
stakeholders regarding operational changes to inform of upcoming changes to
complement and schedules.

9. ldentifies, coordinates, and facilitates training opportunities and onboarding activities
throughout the facility. Directs initiatives and training to ensure process changes. policy
updates, and emerging technology are incorporated into processing operations.

SUPERVISION

Plant Manager to which assigned.

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.
REQUIREMENTS:

1. _Knowledge of mail processing operations and service standards including sort programs
machine layouts and capabilities, and processing flows sufficient to analyze processing
operations and make recommendations for improvement.




Ability to lead multiple priorities including developing plans, timelines, procedures:

assigning team members to optimize resources to achieve goals, monitoring
performance; and reporting results.

Ability to build and maintain effective work relationships with stakeholders across

multiple functions (e.g., delivery, logistics, maintenance, human resources) sufficient to
communicate status updates and adjust processing schedules to accommodate ongoing
conditions.

Ability to communicate verbally and in writing to develop and present data analysis and

recommendations to internal and external stakeholders.

Ability to manage the work performance of staff, which includes scheduling, -time and

attendance functions, evaluating performance against goals, providing technical
guidance and feedback, building effective work relationships, and establishing individual
development plans.

Ability to analyze data from multiple sources to identify performance metrics, trends, and

opportunities for improvement of mail processing operations and efficiencies.

Ability to use complement management tools and reporting systems to monitor staffing

of the facility and ensure effective scheduling.

Ability to use Microsoft Office Suite (e.qg., Excel, Word, PowerPoint) to create

documents, charts, reports, and presentations.

Knowledge of national and local collective bargaining, and local memoranda of

understanding (LMOU) agreements sufficient to ensure compliance with complement
management. )




MGR PROCESSING SUPPORT (EAS-23)
OCCUPATION CODE: 2315-7145

FUNCTIONAL PURPOSE

Manages the implementation and coordination of continuous improvement projects, programs,
and initiatives to support processing operations and performance efficiencies. adherence to
hational strategies, standardization, and USPS policies.

OPERATIONAL REQUIREMENTS

This position is to be authorized in Level 2 International Service Centers, and Level 3 and Level 4
Processing and Distribution Centers.

DUTIES AND RESPONSIBILITIES

1. Manages the review and validation of processes for adherence to national strategies,
standardization, and USPS policies.

2. Evaluates mail processing and scanning performance metrics to identify discrepancies,
trends, and adherence to national strategies, standard operating procedures, and
policies. Provides performance and mail condition updates for stakeholder awareness.

3. Leads the development of recommendations for performance improvement, including
identifying root causes and possible countermeasures. Creates and presents clear,
concise summaties of data-based recommendations, including implementation and
communication plans for all levels of the organization.

4. Conducts interactive workroom floor observations of processing operations to assess
conditions and identify potential processing risks. Collaborates with Logistics and
Operations stakeholders to mitigate risks, meet operating plans, and ensure the
availability of resources to support timely processing and delivery of mail.

5. Leads the development of machine run plans and ensures employee schedules align
with operating plans. Collaborates cross-functionally to analyze historical operational
data and planned conditions to project volume and needed resources for current and
future plans including holidays and special events. Assesses plan precision and initiates
improvements.

6. Coordinate and communicate implementation plans with stakeholders for processing
changes including scope, purpose, timelines, and resource impacts.

7. Manages multiple teams of employees supporting processing operations; makes
assignments, monitors performance, and provides direction, guidance, and feedback to
team members. ldentifies and provides career development opportunities to optimize
employee performance, enhance employee skillsets, and ensure organizational goals
are met.



8. Manages mail processing complement, planning, and bid management to ensure

organizational goals are met. Coordinates with workforce planning on complement
management activities (e.g., job postings, attrition rates, career conversion rates) to

- ensure adequate facility staffing. Communicates with union representatives and

stakeholders regarding operational changes to inform of upcoming changes to
complement and schedules.

Identifies, coordinates, and facilitates training opportunities and onboarding activities
throughout the facility. Directs initiatives and fraining to ensure process changes, policy
updates, and emerging technology are incorporated into processing operations.

SUPERVISION

Plant Manager to which assigned.

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS

1.

Knowledge of mail processing operations and service standards including sort programs
machine layouts and capabilities, and processing flows sufficient to analyze processing
operations and make recommendations for improvement.

Ability to lead muitiple priorities including developing plans, timelines, procedures;
assigning team members to optimize resources to achieve goals, monitoring
performance; and reporting results. '

Ability to build and maintain effective work relationships with stakeholders across
multiple functions (e.g., delivery, logistics, maintenance, human resources) sufficient to
communicate status updates and adjust processing schedules to accommodate ongoing
conditions.

Ability to communicate verbally and in writing to develop and present data analysis and
recommendations to internal and external stakeholders.

Ability to manage the work performance of staff, which includes scheduling, time and
attendance functions, evaluating performance against goals, providing technical
guidance and feedback, building effective work relationships, and establishing individual
development plans.

Ability to analyze data from multiple sources to identify performance metrics, trends, and
opportunities for improvement of mail processing operations and efficiencies.

Ability to use complement management tools and reporting systems to monitor staffing
of the facility and ensure effective scheduling.



8. Ability to use Microsoft Office Suite (e.g., Excel, Word, PowerPoint) to create
documents, charts, reports, and presentations.

9. Knowledge of national and local collective bargaining, and local memoranda of

understanding (LMOU) agreements sufficient to ensure compliance with complement
management.



PROCESSINGOPERATHONS SUPPORT SPECIALIST (EAS-17)
OCCUPATION CODE: 2315-XXXX0068

FUNCTIONAL PURPOSE

Evaluates operational service, performance, and programs to support processing operations
and identify opportunities for improvement.

0} A 10 1The

DUTIES AND RESPONSIBILITIES

1. Updates and develops sort plans in alignment with operational requirements (e.g.. staffing.
processing volume, transportation schedules) to increase efficiency, productivity, and
service performance. Communicates with leadership and stakeholders to ensure operational

precision.

2. _Analyzes operational data and machine run plans (e.q., Intelligent Plan Generator [IPG]) to
identify trends and areas for improvement. Provides status updates and identifies actionable

recommendations based on analytics (e.q., Informed Visibility).

3. Initiates and coordinates improvements in staffing and equipment utilization, mail flow.
quality control, and procedures to optimize efficiency and productivity. Coordinates and
optimizes complement against machine run plans to ensure staffing is in alignment with
processing schedules. Communicates with cross functional stakeholders and union
representatives to provide updates and ensure compliance with Postal policy and
contractual agreements.

4. Implements new programs to ensure that methods, standards, and procedures are within
established specifications. Collaborates with stakeholders on the design. updates, and
precision of the Facility Operating Plan for new and existing facilities.

5. Conducts observations of processing operations to ensure safe and efficient work practices

are utilized and coordinates resolution of identified concerns.

6. Assesses mail conditions by conducting floor audits to identify mail delays and ensure
accuracy of mail counts.




PROCESSING SUPPORT SPECIALIST (EAS-17)
OCCUPATION CODE: 2315-XXXX

FUNCTIONAL PURPOSE

Evaluates operational service, performance, and programs to support processing operations
and identify opportunities for improvement.

DUTIES AND RESPONSIBILITIES

1.

Updates and develops sort plans in alignment with operational requirements (e.g.,
staffing, processing volume, transportation scheduies) to increase efficiency,
productivity, and service performance. Communicates with leadership and stakeholders

_ to ensure operational precision.

Analyzes operational data and machine run plans (e.g., Intelligent Plan Generator [IPG])
to identify trends and areas for improvement. Provides status updates and identifies
actionable recommendations based on analytics (e.g., Informed Visibility).

initiates and coordinates improvements in staffing and equipment utilization, mail flow,
quality control, and procedures to optimize efficiency and productivity. Coordinates and
optimizes complement against machine run plans to ensure staffing is in alignment with
processing schedules. Communicates with cross functional stakeholders and union
representatives to provide updates and ensure compliance with Postal policy and
contractual agreements.

Implements new programs to ensure that methods, standards, and procedures are
within established specifications. Collaborates with stakeholders on the design, updates,
and precision of the Facility Operating Plan for new and existing facilities.

Conducts observations of processing operations to ensure safe and efficient work
practices are utilized and coordinates resolution of identified concerns.

Assesses mail conditions by conducting floor audits to identify mail delays and ensure
accuracy of mail counts.

SUPERVISION

Manager, Processing Support

SELECTION METHOD

See Handbook EL-312, Sectien 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS

1.

Knowledge of postal operations, including mail flow, mail processing equipment, sort
plans, and operational staffing functions.



. Knowledge of the functionality and relationships between the mail processing network
and delivery operations to ensure mail is processed efficiently and timely to meet
established performance standards.

. Ability to track, analyze, and evaluate operational performance data (e.g., service
performance, mail volume) to identify trends opportunities for improvement, and
summarize findings.

. Ability to communicate orally and in writing at a level sufficient to prepare information for
stakeholders.

. Ability to use computer software and applications such as Microsoft Office Suite (e.g.,
Excel, Word, PowerPoint) to create documents, charts, reports, and presentations.

. Ability to develop and maintain work relationships and collaborate cross-funcﬂonally with
both internal and external stakeholders.



OPERATIONS- PROCESSING SUPPORT SPECIALIST (EAS-20)
OCCUPATION CODE: 2340-XXXX5043

FUNCTIONAL PURPOSE

Evaluates operational service, performance, and systems at a facility (e.q., International Service
Center, Network Distribution Center, Processing and Distribution Center) to monitor processing
operations and identify opportunities for improvement.

DUTIES AND RESPONSIBILITIES

1. Evaluates and develops sort plans in alignment with operational requirements (e.g., staffing.
workload, transportation schedules) to increase efficiency, productivity, and service
performance. Develops and facilitates communications for leadership and stakeholders to
ensure operational precision.

2. lLeads the analysis of operational data and machine run plans (e.g.. Intelligent Plan
Generator [IPG]) to identify trends, deficiencies, and areas for improvement. Provides
direction and guidance to data collection personnel to ensure correct processes and
procedures are used for completion of operational studies. Develops and presents status
updates, and actionable recommendations to management.

3. _Initiates and coordinates improvements in staffing and equipment utilization, mail flow,
quality control, and procedures to optimize efficiency and productivity. Coordinates and
optimizes complement against machine run plans to ensure staffing is in alignment with
processing schedules. Communicates with cross functional stakeholders and union
representatives to provide updates and ensure compliance with Postal policy and
contractual agreements.

4. Leads and coordinates implementation of new programs to ensure that methods, standards,
and procedures are within established specifications. Collaborates with stakeholders on the
design, updates, and precision of the Facility Operating Plan for new and existing facilities.

5. Conducts observations of processing operations and monitors reports to ensure scanning
visibility is completed correctly to ensure accuracy of mail counts and delivery destination.
Conducts floor audits to identify mail delays, resolve identified safety issues, and address
efficiency concerns in a timely manner.

6. Collaborates cross-functionally with internal and external stakeholders to assess and
resolve mail preparation, mail flow, and processing inefficiencies.




5. Ability to communicate orally and in writing at a level sufficient to share information related to
operational programs with stakeholders.

6. Ability to use computer software and applications such as Microsoft Office Suite (e.g.. Excel,
Word, PowerPoint) to create documents, charts, reports and presentations.

7. _Ability to develop and maintain effective work relationships with both internal and external
stakeholders

8. Ability to provide direction and guidance to others on operating policies. procedures, and

Processes.




PROCESSING SUPPORT SPECIALIST (EAS-20)
OCCUPATION CODE: 2340-XXXX

FUNCTIONAL PURPOSE

Evaluates operational service, performance, and systems at a facility (e.g., International Service
Center, Network Distribution Center, Processing and Distribution Center) to monitor processing
operations and identify opportunities for improvement.

DUTIES AND RESPONSIBILITIES

1.

Evaluates and develops sort plans in alignment with operational requirements (e.g.,
staffing, workload, transportation schedules) to increase efficiency, productivity, and
service performance. Develops and facilitates communications for leadership and
stakeholders to ensure operational precision.

Leads the analysis of operational data and machine run plans (e.g., Intelligent Plan
Generator [IPG]) to identify trends, deficiencies, and areas for improvement. Provides
direction and guidance to data collection personnel to ensure correct processes and
procedures are used for completion of operational studies. Develops and presents status
updates, and actionable recommendations to management.

Initiates and coordinates improvements in staffing and equipment utilization, mail flow,
quality control, and procedures to optimize efficiency and productivity. Coordinates and
optimizes complement against machine run plans to ensure staffing is in alignment with
processing schedules. Communicates with cross functional stakeholders and union
representatives to provide updates and ensure compliance with Postal policy and
contractual agreements.

l.eads and coordinates implementation of new programs to ensure that methods,
standards, and procedures are within established specifications. Collaborates with
stakeholders on the design, updates, and precision of the Facility Operating Plan for new
and existing facilities.

Conducts observations of processing operations and monitors reports to ensure
scanning visibility is completed correctly to ensure accuracy of mail counts and delivery
destination. Conducts floor audits to identify mail delays, resolve identified safety issues,
and address efficiency concerns in a timely manner.

Collaborates cross-functionally with internal and external stakeholders to assess and
resolve mail preparation, mail flow, and processing inefficiencies.

SUPERVISION

Manager, Processing Support

SELECTION METHOD

See Handbook EL-312, Section 740 - Selection Policies For Nonbargaining Positions.

REQUIREMENTS



Knowledge of processing equipment, sort plans, and operational staffing platforms.

- Ability to track, analyze, and evaluate operational performance data (e.g., service
performance, mail volume) to identify trends and implement improvement
recommendations.

Knowledge of the functionality and relationships between the mail processing network
and delivery operations to ensure mail is processed efficiently and timely to meet
established performance standards,

. Ability to collaborate cross-functionally with multiple stakeholders to problem solve,
including identifying trends and insights, brainstorming root causes, determining
solutions, and implementing recommendations.

. Ability to communicate orally and in writing at a level sufficient to share information
related to operational programs with stakeholders.

. Ability to use computer software and applications such as Microsoft Office Suite (e.g.,
Excel, Word, PowerPoint) to create documents, charts, reports and presentations.

. Ability to develop and maintain effective work relationships with both internal and
external stakeholders

. Ability to provide direction and guidance to others on operating policies, procedures, and
processes.



