USPOSTALSERYVICE
NOTICE OF VACANCY IN ASSIGNMENTS

Post on the bulletin board in your station or unit for the full time of posting as shown on the notice. Please
remove at the expiration of the time limit, and retain at your office for 30 days, then destroy.

FULL-TIME, PART-TIME REGULAR, & PART-TIME FLEXIBLE EMPLOYEES
FROM ALL CRAFTS ARE ELIGIBLE TO APPLY.

SECRETARY, PS-7, 0318-0004

CLERK CRAFT
JUNE 2017 POSTING
JOB ID. NO. ASSIGNMENT SKILL TOUR OFF DAYS PIL VICE
95753497 2" floor 710 0730-1600 (T2) SAT/SUN 659 BERNHOFT

Marketing

Test Requirements:
Test 710 — Clerical & Verbal Skilis

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 separate letter or a PS Form 991 application or a
copy of an eCareer Profile for each Best Qualified position stating in detail how you meet the proficiency requirements of
the position per the attached Job Description and Qualification Standards.

Your letter or PS Form 991 appilication or eCareer Profile for this Best Qualified position must be received at Local
Services Office located no later than midnight of the closing date shown below. Letters/applications may be brought,
faxed (414-287-2258) or mailed (HR Local Services, PO Box 5020, Milwaukee W 53201-5020 Attn: Shelley Rome-
Strong). Applications may also be scanned via email to shelley.a.rome-strona@usps.aev prior to the closing date.

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 shown 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

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.

EXAMINATION REQUIREMENTS: Test 710 Clerical. Applicants must demonstrate clerical and verbal skills. This must
be demonstrated by successful completion of Postal Service Test 710. Those applicants who are not currently qualified
will be notified at a future date of the time and location of the examination.

Date Posted: June 1, 2017 Date to be Withdrawn: June 10, 2017




0318 - 0004 Position Description Page 1 of 1

STD JOB DESCRIPTION U.S.Postal Service

SECRETARY (P7-07)
OCGUPATION CODE: 0318-0604

FUNCTIONAL PURPOSE:

Provides secretarial support for a manager and staff. Processes information in accordance with established
practices and procedures. Performs a variety of miscellaneous office clerical and typing duties.

DUTIES AND RESPONSIBILITIES:
1. Produces reports, letters and other documentation using appropriate software and word processing
equipment; monitors peripheral equipment.
2. Accesses, retrieves and/or updates files and other data maintained on personal computers.
3. Sends and receives electronic messages, files and other documentation via the local area network.
4. Produces charts, tables, and other documentation using various graphics software.

5. Composes routine memorandums and letters relating to business of the office, such as transmittals and
acknowledgments.

6. Reviews materials prepared for manager's signature for accuracy, completeness, and format.

7. Acts as receptionist and performs routine clerical duties such as tracking cormrespondence, answering
telephones and forwarding messages, making necessary travel arrangements and submitting related forms,
operating standard office equipment, requisitioning supplies, and coordinating printing, maintenance, and other
service requests.

8. Screens, logs. and routes office mail in accordance with established procedures.

9. Performs other administrative duties and maintains a variety of reports, such as time and attendance
records, correspondence control, training plans, etc. and establishes and maintains office files.

SUPERVISION:

Manager of unit to which assigned
SELECTION METHOD:

Best Qualified
BARGAINING UNIT:

CLERK
Doc Date: 11/24/2010 Occ Code: 0318-0004
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0318 - U0V4 Position Requirements Page 1 of 1

QUALIFICATIONS U.S.Postal Service

SECRETARY {P7-07)
OCCUPATION CODE: 0318-0004

BARGAINING UNIT QUALIFICATION STANDARD
0318 .
(0318-0004)

SECRETARY
DOCUMENT DATE: December 16, 1999
FUNCTION:

Provides secretarial support for 2 manager and staff. Processes information in accordance with established practices
and procedures. Performs a variety of miscellaneous office clerical and typing dufies.

DESCRIFPTION OF WORK:
Ses the Standard Position Description for the Occupation Code given above.
REQUIREMENTS:

This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to satisfactorily perform the
tasks of the position. 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.

Knowledge of requirements for formatting and preparing documents such as letters, reports, and presentation
materials. Knowledge of English composition, grammar, punctuation, and spelling. Ability to operate computer
systems or applications such as word processing, data entry, and graphics software. Ability to establish and maintain
office and database filing systems and to accurately file and retrieve individual records. Ability to locate, read, and
comprehend written reference materials such as handbooks, manuals, bulletins, and directives. Ability to review
prepared materials for accuracy and completeness. Ability to communicate orally sufficient to express spoken ideas or
facts clearly and logically when answering questions, giving directions, and providing information. Ability to work
cooperatively and interact positively with customers and co-workers, exercising courtesy, discretion, and self-control.

EXAMINATION REQUIREMENTS:

Applicants must demonstrate clerical and verbal abilities. These must be demenstrated by successful completion of
Postal Service Test 710.

PHYSICAL REQUIREMENTS:

Applicants must be physically able to perform efficiently the duties of the position. 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. Applicants will be required o hear the convarsational voics; hearing aids are
permitted.

Doc Date: 06/29/2615 Occ Code: 0318-0004
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R0206 HUMAN CAPITAL ENTERPRISE SYSTEMS REQUESTED: 05/31/2017 10:48:27
BC568846 Milwaukee(Wl) Bid Clu VACANCY NOTICE Page: 10of1
FBVYYPO

THE UNITED STATES POSTAL SERVICE PROVIDES REASONABLE ACCOMMODATIONS TO QUALIFIED
INDIVIDUALS WITH DISABILITIES. IF YOU NEED A REASONABLE ACCOMMODATION FOR ANY PART OF
THE APPLICATION, BIDDING, INTERVIEW, AND/OR SELECTION PROCESS, PLEASE CONTACT THE OFFICE
IDENTIFIED ON THE VACANCY ANNOUNCEMENT. THE DECISION ON GRANTING REASONABLE
ACCOMMODATION WILL BE ON A CASE-BY-CASE BASIS.

Posting No: 150938  Clerk Opening Date : 06/01/2017  Closing Date : 06/10/2017

JOB ID:74316368 2315-06XX PARCEL POST DIST-MIACHINE KP0012 P7 06 TOURIIl  LDC:13 EG:1=Full Time

Bidding Vacant 01016471 ANNEX SPBS TOUR 1l MILWAUKEE Clerks ~
PRIORITY NonHQ
ANNEX

JOB SLOT COMMENTS: MMPA-SPBS-T3-WU; Annex Located at 7620 S 10th Sireet, QOak Creek.

Variable Work Schedule: Sat/Sun 1800-0230; Wad/Thu/Fri 1730-0200
QUALIFICATIONS : SPBS DEXTERITY
SECTION: MMPA/SPBS OPRN T3
WORK SCHEDULE: 1300/1730-30L-Mo-TuV

All schedules display 'service days' according to USPS policy.
Salurday Sunday Monday Tuesday Wednesday Thursday Friday

From To Brk From To Brk From To Brk From To Brk From To Brk From To Brk From To Brk
48:00 02:30 030 18:00 02:30 030 OFF OFF OFF OFF OFF OFF 17:30 02:00 030 17:30 02:00 030 17:30 02:00 030

POSTING COMMENTS :

VACATED BY : AARON ARNOLD EMPID: 2539 ON DATE: 02/17/2017

JOB ID:A5A01683 2345-15XX CLAIMS & INQUIRY CLK KP0013 P7 06 TOUR N LDC:18 EG:i=Full Time

Bldding Vacant 01019909 BOX PRIM NIXIE GENCK EXP Tl MILWAUKEE Clerks -

NonHQ

JOB SLOT COMMENTS: CLAIMS-T2-W2-264; MUST QUALIFY ON CB714 HiGH; SEE STD JOB DESCRIPTION
FOR ALL DUTIES & RESPONSIBILITIES; SENIOR BIDDERS WILL BE NOTIFIED OF
TESTING.

QUALIFICATIONS : 714 DATA ENTRY (V1.1) HIGH

SECTION: CLAIMS AND INQUIRY

WORK SCHEDULE: 0730-1600-30L-Sa-Sus

Al schaduies display 'service days’ according to USPS policy.

Saturday Sunday _Monday Tuesday Wednesday Thursday Friday

From To Brk From To Brk From To Brk From To 8rk From To Brk From To Brk From To Brk
OFF OFF OFF OFF OFF OFF 07:30 16:00 030 07:30 16:00 030 07:30 16:00 030 07:30 16:00 030 07:30 16:00 030

POSTING COMMENTS
VAGCATED BY : John Peskie EMP [D: 7835 ON DATE: 04/30/20617

e e s TR LE LR



