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STD POSITION DESCRIPTION U. S. Postal Service …



STD POSITION DESCRIPTIONU. S. Postal ServiceMAIL HANDLER, MH-04 FUNCTIONAL PURPOSEL oads, unloads, and moves bulk mail and performs other dutiesincidental to the movement and processing of AND mail from trucks. Separates all mail received fromtrucks and conveyors for dispatch to other conveying units andseparates and delivers mail for delivery to distribution empty sacks or pouches on racks, labels them whereprearranged or where racks are plainly marked, dumps mail fromsacks, cuts ties, faces letter mail, carries mail todistributors for processing, places processed mail into sacks,removes filled sacks and pouches from racks and closes andlocks sacks and pouches.

STD POSITION DESCRIPTION U. S. Postal Service MAIL EQUIPMENT HANDLER, MH-04 FUNCTIONAL PURPOSE At a post office mail bag consolidation point, performs all …
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    	Transcription of STD POSITION DESCRIPTION U. S. Postal Service …


        
    	1 STD POSITION DESCRIPTIONU. S. Postal ServiceMAIL HANDLER, MH-04 FUNCTIONAL PURPOSEL oads, unloads, and moves bulk mail and performs other dutiesincidental to the movement and processing of AND mail from trucks. Separates all mail received fromtrucks and conveyors for dispatch to other conveying units andseparates and delivers mail for delivery to distribution empty sacks or pouches on racks, labels them whereprearranged or where racks are plainly marked, dumps mail fromsacks, cuts ties, faces letter mail, carries mail todistributors for processing, places processed mail into sacks,removes filled sacks and pouches from racks and closes andlocks sacks and pouches.
2 Picks up sacks, pouches, and outsidepieces, separates outgoing bulk mails for dispatch and loadsmail onto and sacks empty equipment; inspects empty equipment formail and restrings stamps on parcel post, operates cancelling machines,carries mail from cancelling machine to distribution in supply and slip rooms and operates copy machine andrelated office addition, may perform any of the following duties: makeoccasional simple distribution of parcel post mail thatrequires no scheme knowledge; operate electric fork lifts;rewrap damaged parcels; weigh incoming sacks; clean and sweepwork areas, offices, rest rooms, and trucks where work is notperformed by a regular approval of the Chief Postal Inspector, acts as an armedguard for valuable registry shipments and as a watchman andguard around post office , Distribution operations, or other METHODS enior QualifiedDocument Date: 11-02-94 Occupation Code: 2315-01 XXSTD POSITION DESCRIPTIONU.
3 S. Postal ServiceMAIL HANDLER, MH-04(Continued from Previous Page)BARGAINING UNITMAIL HANDLERKEY POSITION REFERENCEKP-0008(End of Document)Document Date: 11-02-94 Occupation Code: 2315-01 XXSTD POSITION DESCRIPTIONU. S. Postal ServiceMAIL EQUIPMENT HANDLER, MH-04 FUNCTIONAL PURPOSEAt a post office mail bag consolidation point, performs all of themanual and simple clerical functions involved in receiving,segregating, consolidating, storing and shipping of empty AND bundles of mail bags by types and sizes; separatesmixed bags by type, size, and whether serviceable prescribed standards as set forth in the Postal Manualto determine whether mail bags are serviceable bags into full bundles.
4 Completes and attachesproper labels to bundles according to bundles in prescribed space by type and size; liftsbundles on and off nutting trucks, pallets, or conveyors; movesbundles by manual or powered methods including walking orriding tow, or forklift. Loads and unloads railroad cars mail bags which obviously are unfit for further use;removes cord fasteners and label holders from condemned bagsand prepares salvaged articles for return to nearestdepository; notifies supervisor of the number, type, and sizeof mail bags records of mail bags received, segregated, consolidated,placed in storage, removed from storage, and alert to detect mislabeled and incorrectly packedbundles.
5 Reports names of offending post offices to semiautomatic or hand-operated wire-tying machines inbundling mail addition, may perform any of the following duties: adjustwire-tying machines or replacing parts when mechanics are notavailable; sweeps and cleans work areas as required.(Continued on Next Page)Document Date: 11-02-94 Occupation Code: 3502-01 XXSTD POSITION DESCRIPTIONU. S. Postal ServiceMAIL EQUIPMENT HANDLER, MH-04(Continued from Previous Page)SUPERVISIONS upervisor, Distribution Operations, or other METHODS enior QualifiedBARGAINING UNITMAIL HANDLERKEY POSITION REFERENCEKP-0008(End of Document)Document Date: 11-02-94 OccupationCode: 3502-01 XXSTD POSITION DESCRIPTIONU.
6 S. Postal ServiceMAIL HANDLER EQUIPMENT OPERATOR, MH-05 FUNCTIONAL PURPOSEO perates a jitney, fork-lift or pallet truck for the movement ofmail, and performs other mail handler functions as AND a jitney, fork-lift or pallet truck, as a qualifiedlicensed driver in the performance of transporting mail withina Postal empty equipment utilized in transporting mail to storageor staging routine safety inspection of vehicular equipmentutilized; reports established safety practices and other mail handler duties when not occupied as alicensed , Distribution operations, or other METHODS enior QualifiedBARGAINING UNITMAIL HANDLERKEY POSITION REFERENCEKP-0010(End of Document)Document Date: 11-02-94 Occupation Code: 5704-03 XXSPD Number: SP-2021 STD POSITION DESCRIPTIONU.
7 S. Postal ServiceGROUP LEADER, MAIL HANDLERS, MH-05 FUNCTIONAL PURPOSES erves as working leader of a group of a least five mail handlersin an assigned work unit engaged in separating, piling, loading,and unloading of incoming and outgoing bulk mails and outsideparcels on post office platforms, and at other points where bulkmails are separated, or work units assigned to culling, facing, orcanceling pieces of AND and guides a work unit of mail handlers andparticipates in the nonscheme separation of incoming oroutgoing bulk mails, the dumping and sorting of incoming andoutgoing bulk mails at primary handling units, the loading andunloading of motor vehicles and platform trucks, and theoperation of materials-handling equipment.
8 Controlsnondistribution work units requiring mail handlers, such as theculling area, facing tables and canceling that bins, skids, or hampers are available and fullloads are promptly moved, that each mail handler is assigned afair share of the load, and that each mail handler understandsthe work to be assignments and well-defined work plans andinstructions on a job-by-job or day-to-day basis; ensures thatwork is carried through to completion efficiently employees in the group, as instructed by a supervisor,to individual tasks, and shifts employees from one assignmentto another to meet fluctuating workloads; requires properperformance of employees in their assigned duties andresponsibilities in accordance with prescribed methods,procedures, and safety problems of a routine nature arising during the tourof duty.
9 Reports unusual difficulties to new employees in the various aspects of theirassignments and assures that adequate on-the-job training iscarried out to promote employee Provides immediate supervisor with information for personnelactions affecting members of the group; maintains morale amongemployees in the group; provides leadership necessary to securemaximum interest and effort among employees, and promotescooperation and harmony.(Continued on Next Page)Document Date: 11-02-94 Occupation Code: 2315-02 XXSTD POSITION DESCRIPTIONU. S. Postal ServiceGROUP-LEADER, MAIL HANDLERS, MH-05(Continued from Previous Page) nonsupervisory duties identical with those ofemployees in the , Distribution Operations, or 'other METHODS enior QualifiedBARGAINING UNITMAIL HANDLERKEY POSITION REFERENCEKP-0012(End of Document)Document Date: 11-02-94 Occupation Code: 2315-02 XXSTD POSITION DESCRIPTIONU.
10 S. Postal ServiceLABEL MACHINE OPERATOR, MH-04 FUNCTIONAL PURPOSEO perates various machines to print labels and facing slipsrequired in mail distribution operations of post offices,terminals and airport mail facilities or operates photo composing,photocopying and multilith machines, and performs related work inpreparing case AND up and operates printing machines, adjusting for eitherlabels or facing slips and for differing size and weight stencils on stencil-cutting machines, spacing andlining type for proper placement, and using stylus to drawlines and special symbols to be reproduced on labels and facingslips by printing metal plates on graphotype, cutting, bending, shapingand affixing metal stock to printing in the preparation of headliner case labels, asdirected, by performing such functions as operating photocomposing, photocopying and multilith machines; cutting filminto strips and cementing strips on mats; spraying reproducedsheets, and cutting , oils, and adjusts machines to maintain them in properworking completed labels and facing slips for delivery.
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