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Citation 1: OPM PCS Mail & File Series, GS-305, May 77, Jan 79
Citation 2: OPM JGS Motor Vehicle Oper, 5703, Apr 91
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	PRIVATE
FLSA: NonExempt
	Drug Test Required: 
	CIPMS PD: 

	Career Program: 
	Financial Disclosure Required: 
	Acquisition Position: 

	Functional Code: 
	Requires Access to Firearms: Varies
	Interdisciplinary: 

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 04

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: 



MAJOR DUTIES

Performs varied duties in support of the enlisted barracks mailroom by assuring proper action, prompt service, adequate supplies, and security procedures are followed.

1. Picks up and sorts incoming mail from the Post Office to include packages, and accountable mail for the residents of the enlisted barracks. Receives, signs for and sort packages from commercial distribution companies.   Ensures proper maintenance and security procedures for registered, certified, and insured mail.  Prepares mail for delivery, loads mail vehicle and delivers mail to the US Post Office.  50%

2. Maintains locator-directory cards/automated system of military personnel located throughout the Command. Updates military record cards upon Expiration of Term in Service (ETS) and Permanent Change of Station (PCS) to facilitate forwarding of mail.  20%

3. Operates a military vehicle which weighs up to and including 7,000 pounds gross weight capable of carrying loads up to and including 1 ton. Delivers and picks up mail at designated locations. Performs driver's maintenance tasks (e.g. washing of vehicle, maintenance of interior, etc.). 30%

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION FL 1-2 200 pts

Knowledge of mail handling procedures of registered, certified, and insured mail.

Must be skilled in handling the controls for starting, stopping, braking, and driving a motor vehicle. Must know the height, width, length, and weight of the vehicle to judge overhead and side clearances, turning radius, backing distance, and safest distance to be maintained from preceding vehicle. 


FACTOR 2. SUPERVISORY CONTROLS FL 2-2 125 pts

The incumbent receives general instructions from the supervisor on non-recurring assignments and changes to policies and procedures. Regular and recurring assignments are performed independently. The incumbent is required to independently recognize the need for and takes action to adjust or change mail processing procedures. Work is reviewed in terms of results achieved.

FACTOR 3. GUIDELINES FL 3-1 25 pts

Guidelines consist of DOD Postal Manuals, standing operating procedures, Army Regulations, and oral instructions. Judgment is required in selecting and applying the appropriate guideline.

FACTOR 4. COMPLEXITY FL 4-2 75 pts

The work involves coordinating requirements with Post Office activities and adjusting workflow to meet requirements. The work involves processing various type mail (e.g. certified, registered, insured, etc.).

FACTOR 5. SCOPE AND EFFECT FL 5-2, 75 pts

Accuracy, reliability and timeliness of processing mail and distribution have a significant impact on the morale and welfare of the residents of the enlisted barracks.  Employee facilitates better ways of processing mail with regard to efficiency, security, safety and overall service.  Impacts the morale, safety and health of those serviced.


FACTOR 6. PERSONAL CONTACTS FL 6-2 25 pts

Contacts are with employees in the immediate office, residents of the enlisted barracks, and U.S. Postal employees.

FACTOR 7. PURPOSE OF CONTACTS FL 7-l 20 pts

The purpose of contacts is to receive and distribute mail.

FACTOR 8. PHYSICAL DEMANDS FL 8-2 20 pts

The work requires long periods of standing, bending, walking, and recurring lifting and carrying of bags/pouches weighing up to 50 pounds and occasional lifting and carrying of heavier materials (70 pounds).

FACTOR 9. WORK ENVIRONMENT FL 9-2 20 pts

Work is performed in an office or mailroom setting which is adequately lighted, heated and ventilated. Incumbent is also exposed to all kinds of weather while loading and unloading the vehicle for mail distribution.  Operates a military vehicle on trips to Post Office and to distribution points.

TOTAL POINTS: 685—This is in the GS-04 point to grade conversion range of655-1100.
Incumbent must be able to obtain and retain a government motor vehicle operator's license.

Motor Vehicle Operators at the WG-04 level operate one or more vehicles that have a gross vehicle weight of up to 10,000 pounds.  This covers all the kinds of vehicles the position will drive.  This position is properly classified as a Mail Clerk, GS-305, since the driving of the sedan or truck supports the basic mission of the position, not the other way around.  

