





























How to use eBidding

Then your confirmation appears:

You successfully submitted the job bid 70767268!
You successfully submitted the job bid 71114892!

Please check following table for just updated bid statuses

70767268001 O
71114892002

Print the page, if desired.



US POSTAL SERVICE

NOTICE OF VACANCY IN ASSIGNMENT
Milwaukee, WI Bid Cluster

MANUAL BEST QUALIFIED POSTING
JANUARY 2017 POSTING

DATA COLLECTION TECHNICIAN, PS-07, 0301-69XX

JOBID# WORKSCHEDULE OFFDAYS TOUR PI/L SKILLS STATUS
95800228 2230-0700-30L Sat/Sun 1 507 714 DATA ENTRY (V1.1) LOW DEROSIER
Milwaukee P&DC POSTAL DEFENSIVE DRIVING

VALID STATE DRIVER’S LICENSE

Function: Collects, records and analyzes a variety of statistical data on selected operating and financial
activities in an installation in order to serve management needs for these data. Provides coverage on an “as
needed” basis for Data Coll Tech PS-7. When not being utilized in this position, will work in various clerk

duties as assigned within the facility and be paid at Level 7. Must meet Postal driving requirements.
This is a Best Qualified MANUAL Posting.

FOLLOW THE INSTRUCTIONS BELOW TO APPLY FOR THIS POSITION:

To be eligible for the position described above you MUST SUBMIT a letter or a PS Form 991 application or
eCareer Profile stating in detail how you meet EACH of the proficiency requirements of the position per the
attached Job Description and Qualification Standards.

Your letter or PS Form 991 application or eCareer Profile for this Best Qualified position, must be faxed, mailed
or brought to Statistical Programs Unit, Attn: Jane M. Wiese, PO Box 5039, Milwaukee WI 53201-5039. (Fax
414-270-2426) It must be received no later than Midnight, January 14, 2017.

Any employee desiring to cancel their application for this vacancy must do so in writing preferably no later
than the date of the closing of the posting as show below.

Bidders in the same Occupational Code are only required to submit a letter of interest and do not need to
address the requirements of the position.

ADDITIONAL SELECTION CRITERIA

EXAMINATION REQUIREMENTS: Applicants must demonstrate the ability to key data on a computer terminal
at a rate of 25 correct lines within 5 minutes. This must be demonstrated by successful completion of Postal
Service Test 714 at the Low standard. Certificates of proficiency are NOT acceptable. All applicants, if not
already qualified on Postal Service Test 714, will be notified of the examination date. Must have a valid state
driver’s license, and demonstrate and maintain a safe driving record. Must meet Postal Driving Requirements:
Defensive Driver Course (4360106) and Defensive Driver Course Debrief (4360106CL).

SELECTION: The above position will be filled on the basis of craft seniority to full-time employees encumbered
in duty assignments in the same salary level and same best qualified position, then on the basis of "BEST
QUALIFIED”, selected in the following order: 1. Clerk Craft 2. Office-Wide, regardless of craft.

Opening Date: January 5, 2017 Closing Date: January 14, 2017
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U.S.Postal Service

OCCUPATION CODE: 0301-68XX

BARGAINING UNIT QUALIFICATION STANDARD
Q0301t

(0301-69XX)
DATA COLLECTION TECHNICIAN

DOCUMENT DATE: September 8, 2009
FUNCTION:

Collects, records, and analyzes a variety of statistical data on selected operating and financial activities in an
installation in order to serve management needs for these data.

DESCRIFPTION OF WORK:

See the Standard Position Description for the Occupation Code given above.

REQUIREMENTS:

KNOWLEDGE, SKILLS, & ABILITIES REQUIREMENTS:

This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to satisfactorily perform the
tasks of the paosition. Applicants must demonstrate that they possess a sufficient level of each KSA, to include at least
minimum competency for senior-qualified positions to enable them to perform these tasks satisfactorily. Applicants
demonstrate these levels by describing examples of experience, education. or training, any of which may be non-
postal. Ratings are based on the demonstration of the level of possession of each of the KSAs. Failure to demonstrate
any KSA is disqualifying.

1. Knowledge of postal administrative procedures and mail classification.

2. Knowledge of computer systems at a level sufficient to operate keyboard devices, input data, and obtain reports
and information.

3. Ability to use written reference materials including handbooks, manuals, charts, bulletins, directives, and checklists.

4. Ability to communicate both orally and in writing at a level sufficient to interpret and exchange information, answer
questions. and give directions.

5. Ability to perform basic mathematical computations,

6. Ability to compare names, letters, or numbers for accuracy and completeness.

7. Ability to detect patterns to determine how a set of numbers of data are related to each other.

8. Ability to prepare forms, records, tables, and reports.

8. Ability to positively and effectively work and deal with others.

10. Ability to plan and execute wark activities without direct supervision, accomiplishing tasks to meet deadlines.
PHYSICAL REQUIREMENTS:

1. Applicants must be physically able to perform efficiently the duties of the position. Duties may require arduous

https://jdonline.usps.gov/idonline/print.cfm?a=requirements 12/20/2016
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exertion involving the following: bending or lifting for prolonged periods of time; and intermittent lifting and carrying of
computer equipment and materials on level surfaces and up stairways.

2. Applicants must have vision of 20/40 (Snellen) in one eye and the ability to read without strain printed material the
size of typewritten characters. Corrective lenses are permitted.

3. Applicants are required to hear the conversational voice in a noisy environment and to identify environmental
sounds, such as equipment in cperation or unusual sounds. Hearing aids are permitted.

ADDITIONAL PROVISIONS:

Before being appointed and permitted to drive a government-owned vehicle as an employee, applicants must have a
valid state driver's license, and demonstrate and maintain a safe driving record. Applicants must pass the Postal
Service road test to show the ability to safely drive a vehicle of the type used on the job.

Doc Date: 09/08/2009

" Occ Code: 0301-69XX

https:/jdonline.usps.gov/idonline/print.cfm?a=requirements 12/29/2016



0301 - 69XX Position Description

STD JOB DESCRIPTION

FUNCTIONAL PURPOSE:

DATA COLL TECH (P7-07)
OCCUPATION CODE: 0301-69XX

Page | of |

U.5 Postal Service

Colleets, records, and analyzes a variety of statistical data on selected operating and financial activities.

DUTIES AND RESPONSIBILITIES:

1. Collects, records, and analyzes statistical data under any number of national data collectian systems.

2. Operales computer equipment to enter data recognizes diagnoslic messages and tekes appropriate
actions; and performs data transfar functions through telecommunications systems,

3, Reviews input and output data to determine accuracy and compliance with national programs. Analyzes and
edits data 1o detect and correct errors,

4

5.
6.
7
8,

Updates national data bases; maintainz and updates records and files,

Participates in data collection activities in support of special studies or national programs.

Reads and interprets reference manuals and other written malerials.
May driva a vehicle to other facilities when work assignments require,

Performs other job related tasks in support of primary duties

SUPERVISION:

Supearvisor of unil to which assigned.

SELECTION METHOD:

Bast Qualifiad

BARGAINING UNIT:

CLERK

KEY POSITION REFERENCE:

KP-0015
Doc Date: 04/01/2005

https://jdonline, usps.gov/jdonline/print.cfm?a=pd

Oce Code: D301-89XX
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STD JOB DESCRIPTION U.S.Postal Service

FUNCTIONAL PURPOSE:

Provides technical support and serves as an instructor for craft employees in a particular area of specialization at a
Postal Employee Development Center.

DUTIES AND RESPONSIBILITIES:

1.

Instructs craft employees in work methods, procedures, skill requirements, duties, and responsibilities of

positions and work assignments.

2. Applies accepted principles of learning to all instructor assignments.

3.

Provides for each trainee the full opportunity to understand, participate in demonstrations, and discuss

training ensuring that all necessary skills and knowledge have been acquired.

4.
5.

9.

Coordinates the development of training plans for classroom and on-the-job instruction.
Applies the most effective technigue(s) of instruction to accomplish specific learning objectives.
Uses a variety of training devices and visual aids.

Informs employees of standards and criteria used to evaluate satisfactory performance.
Maintains accurate training records in accordance with approved procedures.

Occasionally performs other job related tasks in support of primary duties.

SUPERVISION:

Supervisor assigned to the training function.

SELECTION METHOD:

Best Qualified selection on an office wide basis regardiess of craft.

BARGAINING UNIT:

CLERK

KEY POSITION REFERENCE:

KP-0017
Doc Date: 11/02/19%4

Occ Code: 1712-34XX

https:/jdonline.usps.gov/jdonline/print.ctm?a=pd 12/29/2016





