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1 Organizational Structures

110 General Information

111 Purpose
111.1 Objectives

The organizational structures policies of the Postal Service™ are established to meet the
following objectives:

a. Support the mission of the Postal Service.

b. Ensure there is no duplication of jebs, functions, or responsibilities within or between
organizational structures.

c. Ensure the relevance and consistency of organizational structures and staffing.
Nofte: See 113.1 for definitions of organizational terms,

111.2 Chapter Content
The content of this chapter:

a. Documents the principles to establish organizational structures and staffing and
describes the programs used to monitor and assess them.

b. Establishes guidelines, policies, and procedures for implementing changes in
organizational structures and staffing patterns, and it describes factors to be considered
in making decisions related to crganizaticnal changes. In view of functional diversity,
varying work requirements, and the wide range of operational circumstances, factors are
considered and decisions are reached on a case-by-case basis.

111.3 Importance of Concepts

Organizational design operates on the basis of standard organizational structures and staffing
criteria. Postal P Service managers must be aware of the concepts applied in evaluating
organizational change requests so that they can:

a. Make informed decisions when requesting organizational changes.
b. Submit appropriate documentation to support proposed changes,
c. Understand the basis upon which their requests will be reviewed and evaluated.

112 Responsibilities

112.1 Headquarters

Employee Resource Management within Human Resources at Headquarters has overall
responsibility for the control of organizational structures and staffing for the Postal Service. This
includes:

a. Developing and implementing organizational management policies and programs for
bargaining unit and nonbargaining unit positions.

b. Designing programs and procedures for auditing and assessing existing structures and
staffing.
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¢. Providing the capability to plan for the long-term organizational development of the Postal
Service in response to tachnological and environmental changes.

112.2 Areas

The area Human Resources mahager:

a. Serves as an advisory resource on matters relafing to field organizations.
b. Monitors compliance with approved staffing and structures for field units.

112.3 Managers
All levels of managers in the Postal Service are responsible for:

a. Planning and implementing administrative and operating methods that comply with Postal
Service organizational structures and staffing policies.

b. Reviewing the structures and staffing of their organizations and recommending changes
according to the instructions in this chapter,

113 Definitions

113.1 Organizational Terms

a. Activity — a group of related (but possibly heterogeneous) tasks that constitute an easily
defined operation or service which may be performed by an employee or group of
employees,

b. Function — a principal method of devising work. A function may be a single activity, but is
more commonly a group of related activities placed together under one responsibility.
Functions are categorized as major or minor as follows:

(1) Major function — a group of activities that has a direct impact on the overall mission of
the Postal Service.

(2) Minor function — a group of activities that has an indirect impact on the mission of the
Postal Service.

c. Organizational structure — the formal relationship that:

(1) Reflects the organizational units within a given group and the pattern of work to be
accomplished by the employees in the organization,

(2) Delineates responsibilities and reporting relationships; and
(3) Creates a rational division of work,

The organizational structure should respond to the needs of the organization and foster the
achievement of its objectives. When there is a basic change in the amount or kind of work to
be done or in the assignment of the work to the positions involved, the organizational
structure should be changed.

d. Organizational unit — an entity in which the necessary activities are divided into segments
small enough to be managed or supervised by one person. An aufonomous unit operates
under a manager with the discretionary decision-making responsibility (see113.3).

e. Program—a spéc‘iaIized, continuing endeavor consisting of a group of selected projects and
activities related to one another within a major function.

f.  Staffing — the number and types of positions within an organization, typically determined by
criteria, guidelines, and standards.
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113.2 Basic Managerial Positions

Basic managerial positions are as follows:

a.

Instaffation head or manager — one who plans, organizes, directs, guides, controls, and
evaluates the efforts of subordinate managers, employees, or both to achieve organizational
goals.

Supervisbr— one who has a direct responsibility for ensuring the accomplishment of work
through the efforts of others. Normally, a supervisor has no subordinate employees with
managerial responsibility for others.

113.3 Organizational Entities

Organization entities include the following:

a.
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Executive vice president organization — an organizational entity in Headguarters that
exercises managerial and directive control over one or more vice president organizations or
serves as a member of the senior management team.

Vice president organization -—— an organizational entity in Headquarters with responsibility for
major heterogeneous functions having service-wide impact.

Headquarters unit — an organizational entity in Headguarters managed by an executive and
subordinate to a vice president or a manager with responsibility for one or more major
homogeneous functions having service-wide impact.

Headquarters-related fieid unjt — an organizational entity that performs a major function or
group of minor functions, reports directly to a Headquarters manager, and resides outside the
Headquarters building.

Service center — an organizational entity that reports directly to a manager at Headquarters
and resides outside the Headquarters building.

Service office — an organizational entity that performs an activity or group of activities,
usually to support a service center.

Area office — an organizational entity that has responsibility within a specified geographical
area for major heterogeneous functions having area-wide impact. These functions include
oversight of. '

(1) Subordinate districts,

(2) Processing and distribution centers,
{3} Network distribution centers,

{4} Airport mail centers,

{5) International service centers, and
{6) Remote encoding centers.

District office — an organizational entity subordinate to an area, with responsibility for major
heterogeneous functions having district-wide impact, including oversight of subordinate Post
Offices™ and delivery distribution centers.

Processing and distribution center (P&DC) — an organizational entity, subordinate to an
area, with significant responsibility for the processing and distribution of mail for a geographic
area. A P&DC may have one or more reporting facilities.

" Processing and distribution facility (P&DF) — an organizational entity, generally subordinate

to a P&DC, that has responsibllity for the processing and distribution of mail for a geographic
area.




k. Neiwork distribufion center (NDC) — an organizational entity, generally subordinate to an
area, within g three-tier system of distribution of Standard Mail, periodicals, and packages.
Some NDCs serve as consolidation points for truckload volumes,

I Surface transfer center (STC) -— an organizational entity, generally subordmate to an area,
designed to distribute, dispatch, consolidate, and transfer First-Class Mail®, Priority Mail®,
and periodicals within a specialized surface transportation network.

m. Logistics and distribution center (L&DC) — an organizational entity, generally subordinate to
a district, engaged in the receipt, unloading, sorting, loading, dispatch, and transportation of a
- varlety of mail products for a designated service area.

n. Remote enceding center (REC) — an organizational entity, generally subordinate to an area,
that processes video images of partially resolved or script letter mail for the P&DCs.

0. International service center {(ISC) — an organizational entity that distributes and dispatches
international mail received from a designated service area to specific foreign countries. or to
gateway exchange offices.

p. Post Cffice — an organizational entity subordinate to a district, and perhaps also an
administrative Post Office, managed by a postmaster, with responsibility for:

(1) Customer services,
(2

} Local delivery,
(3) The receipt and dispatch of all classes of mail, and
)

(4) In some instances, processing and distribution of mail for other Post Offices in the
surrounding geographic area.

A postmaster may be responsibie for the operation of more than one facility, and duties may
be performed by designated subordinate personnel at the direction of the postmaster,
including when the postmaster is not physically present. '

q. Remotely Managed Post Office (RMPO) — a Post Office that.
{1) Offers part-time window service hours,
(2) Isis staffed by a Postal Service employee, and
(3) Reports to an Administrative Post Office.
r. Part-Time Post Office (PTPO} — a Post Office that:
{1) Offers part-time window service hours,
(2) Is staffed by a Postal Service employee, and
(3) Reports to a district office.
s. Administrative Post Office — a Post Office that has administrative control of or responsibility
for;
(1) A contractor-operated retail facility,
(2) A classified station or branch, or

(3) Another Post Office.

Note: Unless otherwise specified, all references to "Post Office” include RMPOs and PTPOs. |

114 Organization Charts

An organization chart is the graphic representation of an organization’s structure. The official
organization charts Postal Service are maintained by Organizational Effectiveness, Employee
Resource Management, at Headquarters.
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‘120 Structures and Staffing

121 Overview

The basic organizational structure of the Postal Service is comprised of Headquarters, areas,
districts, P&DC, and Post Cffices. Some units are uniquely designed because of their specialized
nature; however, units that perform essentially identical functions are typically standardized. The
primary goal of the Postal Service is to standardize structures to the greatest extent possible.
When special operating conditions or service requirements arise, it is appropriate to makes
adjustments in organizational structures and staffing.

122 Structuring Principles
The principles of an effective organizational structure include the following:
a. Each position is:
{1) Tailcred to be within the capacities of a single individual.
(2) Subject to the line authority of only one higher position.
(3) Clearly defined in terms of objectives and measurable contributions.
)

{4) Classified and grouped with other positions to avoid either gaps or overlaps in work and
functions.

b. Duties and authority are definitely fixed.
Incumbent's autherity corresponds with his or her responsibilities.

All activities necessary for an incumbent to achieve objectives are assigned to his or her
position.

e. Structure is developed within complement constraints that are projected realistically.
f.  Structure provides for control of all work necessary to achieve mandated objectives.

g. Span of control is neither so broad as to exceed the manager's capacity to manage and
integrate effectively nor so narrow as to preclude adequate delegation.

h. Chain of delegation is short enough to minimize vertical filtering of communications.

i. Related activities are integrated at the lowest level consistent with the attainment of
objectives, economical use of personnal, and assignment of responsibilities.

j- Tothe greatest extent pessible, the organizational design anticipates future work
requirements in order to minimize the need for frequent reorganization.

k. Responsibifities for current and long-range work are clearly segregated.

123 Standard Structures

123.1 Characteristics

Most field operations have commen characteristics that can be assessed and used to determine
standard organizational structure and staffing requirements. These characteristics include size,
complexity, and accountability for the work to be performed.

123.2 Installations

The Postal Service has developed standard organizational structures for most field units (e.g.,
districts, P&DCs, NDCs, Post Offices, and carrier stations). .
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124 Specialized Structufes

Specialized structures must be established individually, based on the operational requirements
that separate these units from other organizations. A specialized structure generally meets at
least one of the following conditions:

a. The unit's structure is unigue, complex, and normaily large due to its service requirements
and operational scope.

b. The unit's functions are highly specialized.

126 Staffing

125.1 Overview

Once an effective structure is established, the next step in the organizational design process is to
identify appropriate staffing levels. Based on operational factors, staffing requirements —
numbers, types, and grade levels of positions — may differ for organizations with the same
structure. However, functional responsibilities and reporting relationships remain generally
consistent from one installation to the next.

125.2 Criteria

The amount and type of work are the primary determinants of authorized staffing. Organizations
of comparable size and activity that fall within a designated category {e.g., districts, P&DCs,
NDCs, and Post Offices) usually can be staffed uniformly above the first level of supervision.

In some structures, circumstances may justify staffing variations above the first level of
supervision. Variations occur when the workload in specialized functions fluctuates significantly
between organizational units within a standard structure category. In such instances, separate
criteria may be developed for position use.

125.3 Matrices

Staffing matrices are used to provide staffing guidance to districts and local installation heads. A
staffing matrix details the following:

a. Types and numbers of positions authorized for specific functional areas, such as in-plant
support or safety.

b. Titles, grades, and the minimum and maximum number of positions appropriate for
organizational units such as districts, P&DGCs, NDCs, and Post Offices.

130 Organizational Change Criteria

131 Workload Increase or Decrease
131.1 Increased Work

When the volume of work increases to the point where an existing organization can no longer
effectively complete the work in accordance with accepted performance standards, organizational
change may be justified. Workload increases may lead to one or more of the following
organizational changes:

a. Adding a layer of management to maintain an appropriate span of control.

Example: Authorization of a disfribution operations manager responsible for supervising
multiple supervisors.

b. Adding supervision within'an authorized, existing layer in an organization.

Example: Authorization of an additional distribution operations supervisor.
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¢. Adding support positions,
Example: Authorization of operations specialists or analysts to support strategies and goals.

131.2 Decreased Work

When the volume of work decreases to the point where the organization's existing resources are
underutilized, a reduction in authorized staffing and layers of management may be justified.

132 Change in Nature of Work

A change in fhe requirements placed upon an organization may involve adding or eliminating
specialized functions within an authorized scope of activity. When functions are added to or
removed from an established structure, it may be necessary to modify the crganizational
structure,

133 Duplication of Functional Responsibility

When two or more units within an organization are responsible for accomplishing essentially the
same work:

a. Accountability for performance is difficult to fix;

b. Unnecessary costs are incurred; and

¢. The units may be working at cress-purposes.

In such cases, consolidation of overlapping functions normally is the appropriater remedy.

134 Inappropriate Reporting Relationships

134.1 Hierarchy of Responsibility

The tasks assigned to a subcrdinate unit or position within an organization should be reflected
within the broader scope of respansikility of the next higher level of management. It is
inappropriate to retain a reporting relationship in which the work of the subordinate unit or position
bears no relevance to the functional responsibilities of the management level under which the unit
or position is organizationally located.

134.2 Contingent Work Relationships

When a high level of interdependence between two organizational functions makes the
performance of cne unit contingent upon the performance of another, both units usually have a
common reporting relationship. In this way, responsibility is clearly fixed for ensuring that the two
functions are coordinated. When highly interdependent functions report to different control points
in the organization, it may be necessary to restructure the reporting relationships.

135 Unconnected Work

Common activities and tasks requiring similar supervisory or technical skill for effective
performance should be grouped within an organizational unit or job description. When activities
and tasks become too highly differentiated within a unit or position, it may be necessary to
separate them into discrete functions.

136 Inappropriate Span of Control

136.1 Factors

The complexity of a managerial function is a governing factor in establishing an appropriate span
of control. When subordinates perform similar tasks the span of control can be broader than when
they perform dissimilar tasks.

ELM Chapter 1 Revisions Draft 1/23/2014 7




136.2 Considerations

It is not practical to prescribe upper or lower limits to the span of control in a general context.
Each organizational situation must be separately analyzed. The following principles serve as
guidelines:

a. When the span is so narrow that delegation is impaired and subordinate supervisors are
limited in the use of initlative and judgment, the span should be broadened.

b. When the span is so broad that subordinates are not receiving the proper degree of
management, the span should be narrowed, .

137 Change in Mission

Sometimes the mission of an organization changes so substantially that the existing structure and
staffing become inadequate. Under such circumstances, a major reassessment of existing
functional responsibilities and capabilities is required.

138 Reduction of Expenses

A comparison of work requirements with authorized staffing may reveal inefficiencies, It may be
necessary to consoclidate duties and responsibilities whenever staffing resources are not being
used to the fullest extent. The objective is to achieve operating economies without adversely
affecting performance,

139 Completion of Transition

Organizations that have been designed around new and complex systems often move through a
start-up phase before becoming fully operational. Note that:

a. During the start-up phase, actual staffing requirements may differ from projected staffing
requirements due to specialized activation programs and related activities.

b. When possible, identify the temporary elements of a start-up operation in advance, so that
temporary salutions can be developed.

c. When the organization achieves operating stability, it may be necessary to reassess and
adjust the initial structure and staffing.

140 Organizational Change Analysis

141 Analysis of Work Requirements

141.1 Nature of Functions

Analyzing the nature of functions involves allocating work of the organization into separate
functional components. Each functional component should represent an aggregate of duties that
logically fall within the scope of a single job description (i.e., duties that involve similar kinds of
skills, knowledge, and abilities).

At this stage the objective is not to establish detailed position requirements, but to focus on the
manner in which work can be segmented and assigned to major functional reporting or control
points within a unit.

141.2 Volume of Work

The volume of work:

a. Can be translated into the number of employeas required to perform the work by using
conversion factors appropriate for the activity involved.
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b. |s derived from historical data combined with economic forecasts and other relevant
projections, and — whenever possible — expressed quantitatively.

c. Is analyzed for its impact on staffing requirements in the principal areas of operating activity,
as well as in supporting functions.

142 Analysis of Skill Requirements

142.1 Purpose ,
The analysis of skills requirements helps managers to:
a. Establish a basis for determining selection criteria.

b. Develop a hierarchical management structure for the organization that is internally consistent
and compatible with structures in other Postal Service installations..

142.2 Method

In order to establish responsibility for work, it is necessary to assign specific duties to designated
staff positions. To establish the requirements of a position, the managers must analyze the job-
related skills and experience required. This analysis helps to identify structural implications. The
first step in this process is to define job content by preparing a narrative description, as follows:

a. State the:
(1) Functional purpose of the position,
{2) Scope of responsibility, and
(3) Degree of supervision required.

¢. Outline in detail the core duties and responsibilities performed by the incumbent. The
description of each duty and respensibility determines the skills required for efficient work
performance. Use action words — such as directs, manages, supervises, oversees, plans,
and coordinates —to describe the depth of involvement and the degree of responsibility.
Action words help to differentiate the level of skill, knowledge, and ability required.

d. Analyze the functional purpose, duties, and responsibilities of the position to connect the
educational disciplines, work experlence, physical capacities, and job-related skills expected
of the incumbent.

142.3 Selection Criteria and Procedures

Organizational Effectiveness, Employee Rescurce Management, in consultation with the
appropriate executive vice president or vice president organization, determines the selection
criteria for each position by issuing a qualification standard or an interim statement of
gualifications, and is responsible for selection procedures.

143 Analysis of Functional Relationships

143.1 Basic Factors

The identification of work and skill requirements provides the basis for determining staffing needs.
The next step is to analyze the organizational structures to ensure that functional alignments and
reporting relationships are appropriate to the unit’s mission. The criteria used to make such a
determination are identified in subchapter 130. Critically important criteria, as outlined in previous
sections, are repeated below: .

a. Review functional statements and job descriptions to eliminate duplication of responsibility
between subordinate units of the organization, as discussed in 133. Vhere such duplication
is found, functional responsibility is-assigned to the subordinate unit having dominant
interests in the activity under review,
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b. Group functional activities to ensure homogeneity of work as discussed in 135.
c. Establish a span of control consistent with the guidelines discussed in 136.

d. Establish a hierarchy of responsibility in vertical reporting relationships consistent with the
guidelines discussed in 134.1, -

e. Align contingent work relationships so they are consistent with the concepts discussed in
134.2.

143.2 Reporting Relationships
143.21 Administrative

An administrative reporting relationship establishes a clear line of authority between positions or
units in the organizational hierarchy. The actions of the subordinate are subject to the direction
-and approval of the next higher level of management, irrespective of the autonomy the latter may
choose to grant to, or withhold from, subordinate levels, Subordinate positions never report
administratively o more than one higher level supervisor.

143.22 Functional

A functional reporting relationship establishes a connection between positions or organizational
units at different management levels based on the specialized nature of the function for which a
mutual responsibility is shared. In this type of situation — often referred to as an indirect reporting
relationship — the higher level position or unit provides functional guidance and support to
positions or units lower in the organizational structure.

For example, Human Resources at Headquarters has functional responsibility for human
resources activities in the areas. However, these activities report administratively and directly to
the vice president, Area Operations. There is no formal line of authority in a strictly functional
relationship. .

143.23 Management of Reporting Relationships

The administrative head of an organization integrates all unit activities through the exercise of
organizational authority. Detailed functional expertise is usually located immediately below this
level of management, where administrative authority and functional direction are joined.

Sometimes it is necessary to separate administrative and functional reporting relationships. A
separate functional reporting relationship might be justified when:

a. The knowledge essential to effective performance is so specialized that the function can only
be placed in the higher levels of the organization (e.g., the Postal Service medical program).

b. The consequences of an incorrect decision are so great as to require continuing consultation
with a higher organizational level having policy responsibility for the functional area in
guestion {(e.g., international mail).

c. The sensitivity of the function requires total uniformity df execution throughout the entire
organization (e.g., labor relations or purchasing).

Organizational relationships are analyzed in terms of the adequacy of functional direction. Where
it is appropriate, functional reporting relationships can be formally established so that sanction
channels of communication are not reflected in the administrative structure,

143.3 Line and Staff Relationships

While line relationships are based on the exercise of organizational authority, staff relationships
are founded on the exercise of organizational influence and the authority of knowledge. While line
managers are empowered to make operating decisions, staff personnel act in an advisory role.
Line managers report administratively to the next higher level of management. Staff managers
report administratively to line or staff management and often functionally to another level of
management outside and, sometimes, above the unit structure.

Staff functions are analyzed based on following criteria:

ELM Chapter 1 Revisions Draft 1/23/2014 ' 10




a. Appropriate placement within the structure. If the reporting point is too low in the structure,
the exercise of influence is impaired.

b. Exfent of need. Functional expertise may be readily accessible to line management outside
the immediate structure, obviating the need for redundant internal staff,

143.44 Responsibility and Authority

A principle rule in organizational design requires authority to be commensurate with responsibility.
Managers cannot be held accountable for results over which they have limited or no control.
Analyze reporting relationships to uncover any organizational defects such as:

a. Placement of authority at one or more levels above the designated level of responsibility.

b. Placement of essential organizational resources outside the managerial control of the
- manager who needs them most and who should be accountable for their use.

¢. Granting overlapping authority to two or more positions or units that could lead to
jurisdictional conflicts,

144 ldentification of Discrepancies

144.1 Design of Organizational Structure

Performing the analysis described in 141 through 143 provides a basis for the design of an
organizational structure, as follows: '

a. Analysis of work and skill requirements helps management to identify the organizational
resources that are needed.

b. Analysis of functional relationships helps management to arrange the organizational
resources into a functional structure.

144.2 Comparison With Existing Organization

If an existing organization is compared to a proposed organizational structure, functional
relationships and staffing discrepancies can be identified. The discrepancies become the focal
points for organizational change if further analysis confirms the need to modify existing structure
or staffing. :

150 Organizational Change

151 Performance Issues

No organization is static, so managers need to ensure that structures and staffing continue to
meet their unit's objectives. However, an organization may not perform up to expectations for
reasons other than deficiencies in structures or staffing. If the organization is fundamentally
sound, allow structures and staffing to remain intact and consider other courses of action.

The causes of organizational performance issues can often be traced to one or more of the
deficiencies listed below If the organization suffers from any of the deficiencies listed, changes in
structures or staffing are not likely to correct them. Management must address these issues
directly by actions unrelated to the organizational design process. These include deficiencies in

~ the following areas:

a. Training.

b. Planning and goal setting.
¢. Recruitment and selection.
d. Methods and procedures.

e. Confrols and feedback.

ELM Chapter 1 Revisicns Draft 1/23/2014 11




f.  Communication,
g. Leadership.

152 Reasons for Making Organizational Changes

Basic reasons for making organizational changes may include changes in the following:
Strategy, mission and vision,

Centralization of work or shared services concept or insourcing.

Consolidation of facilities. '

Type ar amount of work petformed.

Operating procedures.

- @ o0 T ®

Reporting relationships.

153 Types of Organizational Changes
153.1 General

Proposed organizational changes are classified as major or minor, as specified in 153.2 and
153.3. Organizational change requests can originate at any level of management. After the
request has been reviewed and concurred by the next level managers, it must be initiated by an
officer or his designee for approval. Before making an official request, the requestor should
discuss it informally with higher level functional management, district or area Human Resources
manager, and/or the Manager, Organizational Effectiveness to seek further guidance.

153.2 Major Organizational Changes

Major organizational changes are initiated by an officer and implemented by Organizational
Effectiveness within the Employee Resource Management function, A major organizational
change may consist of at least one of the following.

a. Consolidation: Involving the movement of operations from one or more facilities to other
facilities.

b. Closure: Involving the elimination of one or more facilities.

¢. Restructure: Involving a major change in strategy within a functional group. (For example:
centralization, insourcing, shared services, decentralization and new technology.)

Note: A maijor organizational change may result in the efimination of encumbered positions
which may lead to a potential Reduction in Force (RIF) impact. (See Section 3564, Assignment of
Unassigned Employees.)

153.3 Minor Organizational Changes

Minor organizational changes are initiated by an Officer and implemented by Organizational
Effectiveness. A minor organizational change may consist of at least one of the following:

a, Realignment of functional units. For example: a change in reporting relationship.

b. Realignment of work performed within a functional unit resulting in the madification of one
or more job descriptions. This may also result in the creation of new jobs.

¢. Change in job fitles.

d. Minor changes to a job description.
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The above are not all-inclusive. A minor change may consist of other aspects concerning the
specific organization.

Note: Minor organizational changes should not result in the elimination of an encumbered
position.

Before making an official request, the requestor should discuss it informally with higher level
functional management, district or area Human Resources manager, and/or the Manager,
- Organizaticnal Effectiveness, to seek further guidance.

154 Submitting Requests

154.1 Field Units

Managers of field units are to forward requests with appropriate documentation (see 155} through
appropriate managerial channels to the district Human Resources manager. Each level of
management must concur before a request is submitted to the next higher level.

a. The district Human Resources manager submits the request to the area Human
Resources manager.

b. Ifitis concurred with at the area human resources level, [t is submitted to the area Vice
President for review and cencurrence,

¢. The area vice president or area Human Resources manager submits the formal request
to the vice president, Employee Resource Management (ERM).

154.2 Headquarters Units

Managers of Headquarters units are to forward requests with supporting documentation to their
next higher level manager for review and concurrence. The next higher level manager will then
submit the request to the vice president of the functional department for concurrence. The vice
president of the functional department will seek concurrence from their ELT member. The ELT
member must submit the formal request to the vice president, ERM for review and consideration.

155 Documenting Requests
The process for requesting a major or minor organizational change is described below:

a. The officer of the functional area submits a formal request to the vice president, ERM, with a
copy to the general counsel & executive vice president. The request should include
supporting documentation and describe the organizational change, its rationale, potential
efficiencies, and cost savings.

b. The vice president, ERM reviews the request and forwards it to the manager, Qrganizational
Effectiveness (OE),) for further review.

c. If OE determines the request to be a major change, it will contact the business customer to
discuss the completion of an organizational change restructure proposal packet (provided by
OE).

d. If OE determines the request to be a minor change and is in agreement with the request, it
will contact the business customer to discuss, if necessary, or proceed with the requested
change.

Note: Due to the potential employee impact that may result from an organizational change, OE
will consult with the Law Department to discuss any legal aspects that should be considered
before proceeding with the request.
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156 Approval Authority and Disposition of Requests

All organizational changes — major and minor — may be approved by the chief human resources
officer or vice president, ERM, or manager, Organizational Effectiveness.

After OrganizationaliEffectiveness reviews the request and initiates afl appropriate procedures for
implementation, the vice president, ERM may .approve, approve in part, deny, or propose
changes to any organizational change request.

An approved request that is ready for implementation may include one or more of the foilowing:
a. Organizational chart showing revised reporting relationships, as applicable.

b. List of approved job titles, grades, occupational codes, and number of positions.

¢. Implementation guidelines.

156.1 Approval

A request that has been approved is sent to the initiating official through appropriaté channeis,
1566.2 Denial

A letter explaining the reasons for denying a request is sent to the initiating official, with copies
provided to the appropriate functional units.

157 Implementation

To effect a major organizational change with service-wide impact, Organizational Effectiveness
coordinates the preparation of an implementation plan with stakeholders. Functional management
at Headquarters provides technical guidance, as requested, to ensure accuracy of content and
consistency with established policy. When the implementation plan is approved, changes fo
organizational structure will be entered in the Organizational Management system (see 161.1).

Due to the unique circumstances of each organization, implementation plans will differ. However,
most implementation plans may include at least one or more of the following items:

Schedule of target dates for each phase of the plan.

Anticipated internal operational impacts of the modified structure and staffing plan.
Standard job descriptions for new or modified jobs.

Guidelines for consolidating duties and responsibiiities.

Guidelines covering the transfer of functions to or from another organizational unit.
Clarification of new reporting relationships. '

@ "0 2 p T 8

Instructions concerning changes affecting bargaining unit positions and consultations with the
management associations and local unions, as necessary.

h. Suggested procedures for monitoring compliance.

Note: When implementing an organizational change, the organizational change procedures in
354, Assignment of Unassigned Employees, may need to be invoked.
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160 Monitoring and Assessment

161 Organizational Management System

161.1 Explanation
The Organizational Management (OM) system is a computerized system that:

a. Provides information reflecting actual organizational characteristics down to the smallest
supervised unit in every Postal Service installation.

b. |dentifies the hierarchy of organizational units and authorized positions.

c. Enables the comparison of the structural organization and staffing levels of similar facilities
for the purpose of identifying inconsistencies.

- 161.2 Reports Generated
161.21 Authorized Staffing Organization Report

The Authorized Staffing Organization Report is a graphic display of the distribution of all
authorized nonbargaining unit and selected bargaining unit positions within a manager's span of
control. The report displays the structural arrangement of an organizational unit {e.g., Postal
Service facility, tour, and specialized unit} and provides the following data:

a. Job title and occupation code.

Pay schedule and grade or level for each position.
Number of positions authorized for a given job title.
Date of the last.change to the organizational unit.

o 2 0o @

Cost center code for the specified organizational unit.

Note: The cost center code is a 10-digit number consisting of a unit's Finance Number and
Unit ID.

161.22 Payroll Staffing Condition Report
161.221 Description

The Payroll Staffing Condition Report is a sequential printout of authorized nonbargaining unit
positions and their incumbents generated by the web-based Complement Information System
(webCOINS). The report shows all variances to approved staffing by comparing data from these
two sources:

a. The authorized and on-rolls complement of a unit (identified by cost center code and
extracted from the OM system),

h. Current payroll records.

161.222 Identifying Discrepancies

Discrepancies between the two sets of data can be readily identified. The report notes the
following variances between authorized and on-rolls in the Variance column:

a. Vacant positions (VAC).

b. Over-complement positions (OVC).
¢. Non-authorized positions (NAU).
d. Occupied positions (OCC).

ELM Chapter 1 Revisions Draft 1/23/2014 15




161.3 Administrative Responsibility
161.31 Headquarters

Organizational Effectivenass establishes policies and procedures for the Organization
Management system.

161.32 Districts

District Human Resources managers are responsible for verifying organizational and staffing
information for all Postal Service facilities within their jurisdiction. If an OM change is required, the
district must submit a request to the area for review and concurrence. If the area Human
Resources managers concur, they submit a formal request to the vice president, ERM, for review
and approval.

161.33 Areas

Area Human Resources managers are responsible for verifying organizational and staffing
information for all Postal Service facilities within their jurisdiction, including the area office. If an
OM change is required; they submit a formal request to the vice president, ERM, for review and
approval.

162 Organization, Staffing, and Position Reviews

162.1 Responsibility
Organizational Effectiveness periodically assesses established structures and staffing.

162.2 Purpose

Organizational Effectiveness conducts reviews to ensure that the allocation of approved positions
and the assignment of personnel refiect the most effective use of human resources. Specific
objectives are to:

a. Assess uniformity in organizational structures and position use throughout the Postal Service.
b. Evaluate the adequacy of job descriptions used in the organizational unit review.
¢. Assess the effectiveness of approved staffing and structure.
d. Identify the informal organization and compare it to the formal structure.
e. Evaluate staff interaction in a unit or facility to determine whether:
{1) Appro\)ed organizational structures have been implemented.
(2) Authorized positions are functioning as intended.
(3) Weaknesses exist in the approvéd organizational structure, positions used, or both.
(4) Timely action is taken whenever non-authorized positions are found. |
. Determine if overlapping duties and responsibilities exist within the unit.
g. Determine if structural or staffing designs leave essential work inadequately supported.
Note: The use of the word positions is not related to the on-rolis staffing.
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2 Job Evaluation

210 General Information

211 Purpose

This chapter:

a. Provides a logical, fair, and consistent framework for determining the measure of relative
value of each bargaining unit and nonbargaining unit position.

b. Establishes a process for reviewing and updating job descriptions and qualification standards
used throughout the Postal Service™,

c. Outlines the procedures used to request a job evaluation review.

212 Responsibilitiés

212.1 Chief Human Resources Officer and Executive Vice President

The chief human resources officer and executive vice president is responsible for ensuring that:

a.
b.

Each position in the Postal Service is evaluated and assigned to an appropriate grade level.
Postal Service employees receive equal pay for substantially equal work.

212.2 Organizational Effectiveness

Organizational Effectiveness;

a.

@ = 0o oo

Ensures that the job evaluation pelicy reflects the Postal Service's commitment to an open,
equitable, and cost-effective method of determining the relative value of positions and grade
levels, using the appropriate job classification system.

Employs the appropriate job analysis tools to identify position duties and responsibilities to
achieve organizational objectives.

Develops new standard job descriptions and qualification standards, when appropriate.
Revises existing standard job. descriptions and qualification standards, when appropriate.
Evaluates all jobs and assigns the appropriate grade levels. '
Reviews the grade levels assigned to existing jobs.

Processes requests for job evaluation reviews (RFRs) applicable to bargaining unit and
nonbargaining unit positions and reviewg RFRs submitted by Headquarters and area offices.

Reviews requests to rank a bargaining unit position (see Exhibit 212.2, PS Form 820,
Ranking of Position Request).
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Exhibit 212.2 (page 1 of 2)
PS Form 820, Ranking of Position Request

= UNITED STATES
@ POSTAL SERVICE.

A. Position to Be Ranked

Name of Oce or Organizétion

Ranking of Position Request

This scfion to be coinpleted by the Approving Officer

Title Occupation Code
Suggested Title of Position Paosition ldentification Level
Recommended Salary Level (From Part D) Key Position Reference Craft
Date Submitted Reason for This Request Signature of Approving Official Date Apptoved (BD/MMYYYY)

B. Position Description (Attach continuation sheet if necessary)

1. Basic Fﬁnctions

2, Duties and Responsibilitieé

3. Organizational Relationships

PS Form 820, January 2014 (Page 1 of 2)
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Exhibit 212.2 (page 2 of 2)
PS Form 820, Ranking of Position Request

C. Evaluatlon

Instructions: For comparative purposes select an emstmg ranked posmon in the organlzatlon that is functlonally related
fo the position belng evaluated. If no such.position exists, select from a functional area the emstmg ranked position that is
most comparable in terms of duties, responsibilities, and work requirements.

1. Title of Comparison Positicn

2. Key or Standard Position Number Assigned to Comparison Position 3. Level of Comparison Position

4. Comparative Analysis {in the table below, compare the position for which a ranking is requested to the comparison position by
entering a check in the appropriate column for each component.)

Rank in Relation fo Comparison Position

Descriptive Comparison - e -
(Compaonents of New Position) Substantially Approximately Substantially
Below Below the Same Above Above

Difficulty of Work

Responsibility Exercised

Scope and Variety of Tasks

Conditions of Performance, Including Physical
Requirements or Hazards

Skill or KnoMedge Requirements

Experience Reguirements

Public Relations Requirements

5. Specify any other considerations or unusual conditions that may have a bearing on the salary levet of the position for which the
ranking is required.

D. Recommendatlon

On the basis of the analysm completed in Paﬂ C Signaure of Authorized Official Date (MM/DDYYY}
| recommend that this position be placed in
- Lavel '

E. Rewew

If you object to any phase of the asmgnment (@) noufy the installatnon heads of the nonauthonzed features and (b) cautmn them
concerning permiission to perform the duties, In your notification, do not designate any task by level.

Signature of Reviewing Official Date (MM/DD/YYYY)

PS Form 820, January 2014 (Page 2 of 2)
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- 212.3 Initiating Offices

Initiating offices (e.g., Post Offices™, districts, processing and distribution centers or facilities,
areas, and Headquarters units):

a. Rank authorized bargaining unit positions within their organizations.

b. Prepare requests to rank bargaining unit positions that cannot be matched to either key or
standard job descriptions within their organizations.

¢. Prepare RFRs. for nonbargaining unit positions.

© 212.4 District Offices

District offices:

a. Match RFRs to existing job descriptions.

b. Provide comments and input on RFR requests submitted to the area office for review.

212.5 Reviewing Offices
- Each reviewing office reviews RFRs and processes them as follows:

a. If the reviewing office concurs, it submits the recommendations as to the validity of a request
to the next review level.

b. If the reviewing office does not concur, it returns the request to the requesting official,
explaining the reasons for denial.

Management levels of review are defined as follows:

Initiating-or Reviewing Office Level of Review

Post Office/Plant District

District Area

Area Organizational Effectiveness
Headquarters unit " |Organizational Effectiveness

213 Job Descriptions

213.1 Maintenance
213.11 Organizational Effectiveness

Organizational Effectiveness maintains a master file of all job descriptions for bargaining unit and
nonbargaining unit positions throughout the Postal Service.

213.12 Field

Management officials and support administrative staff in Post Offices and districts can access job
descriptions through an electronic database named Job Description (JD) or JD Online.

213.2 Access to Job Descriptions

All employees are entitled access to job descriptions for the jobs they currently hold or for which
they apply. Installation heads must take the steps necessary to ensure that job descriptions are
available to employees,
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220 Nonbargaining Unit Positions

221 Job Descriptions

Organizational Effectiveness devefops and maintains job descriptions, the basic documents used
to describe and evaluate all nonbargaining unit positions. A job description includes information
that describes the functional purpose of the position, the essential duties and responsibilities, and
the organizational reporting relationship. Information concerning the knowledge, abilities, and
skills required to perform the duties and tasks of a position are contained in the position's
gualification standards.

222 Requesting a Job Evaluation Review

222,1 Background Information

222,11 Conditions

Employees or managers must initiate an RFR if they believe that:

a. A maijor aspect of a job's duties and rasponsibilities has changed; or

b. A major duty has been added that was not considered in the initial job evaluation review.
22212 Employee-Management Differences

The job evaluation review process is not to be used to resolve disputes between managers and
employees over job requirements. A review may be requested if management concurs with an
employee that the work performed is not incorporated into the existing job description or job
requirements,

222,13 Change in FLSA-Exempt Status

Employees or managesrs must initiate an RFR if there is reason to believe that a position
previously classified as FLSA-exempt no longer qualifies for that status. The request for review is
sent to the area Human Resources manager and the Law Department. An FLSA-exempt status
may change for any of the following reasons:

a. The work performed by the employee is not consistent with the work requirements set out in
the job description.

h. Management determines that the job description’s work requirements no longer fulfill
operational requirements and wants the employes to perform other wark,

c. The position is executive exempt (manager or supervisor) and the manager or supervisor
does not supervise two or mere career or noncareer employees who collectively work 80 or
more hours per week regularly. The 80 or more hours per week includes actual work hours,
not other paid hours,

222.2 Documentation Requirements
222.21 Preparing a Request for Review

The incumbent.or manager prepares a narrative RFR stating the differences between the content
of the employee’s assigned pesition and the actual duties and responsibilities of the position.

222.22 Action at Management Review Levels
Reviewing managers will:
a. Ensure that each RFR is accurate and properly stated.

b. Determine whether the job description assigned to the employee is consistent with the actual
duties and responsibilities of the position,
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c. Provide a written evaluation that either supports or refutes the RFR. An RFR that does not
include a recommendation — either positive or negative — may be returned.

d. Forward the RFR through normal management channels to:
(1) The appropriate district office; or

(2) For area or Headquarters jobs, Organizational Effectiveness, Employee Resource
Management.

222.3 Action by Districts

District Human Resources managers analyze the RFR and take one of the following courses of
action:

a. Deny the request and prepare a memorandum stating the reasons.

b. Forward the request, with comments and a summary of the analysis, to the area Human
Rescurces manager for review,

222.4 Action by Areas

Area Human Resources managers analyze the RFR and take ene of the following courses of
action:

a. Deny the request and prepare a memorandum stating the reasons.

b. Forward the request, with comments and a summary of the analysis, to Organizational
Effectiveness for review.

222.5 Action by Organizational Effectiveness

For a position that may need nationwide review and for any area or Headquarters position,
Qrganizational Effectiveness analyzes the RFR and takes one of the following courses of action:

a. Denies the request and prepares a memorandum stating the reasons.

b. Approves the request and takes one of the following courses of action:
1) Revises an existing job description to include the duties and responsibilities resulting
from the analysis and makes any necessary changes to the qualification standards.
2) Develops a new job description that reflects the duties and responsibilities resulting from
the analysis and makes any necessary changes to the qualification standards.
3) 8ends an approval memorandum fo the initiating employee or manager.

230 Bargaining Unit Positions Covered by a National
Agreement

231 Job Descriptions

PS Form 820, Ranking of Position Request, (see Exhibit 212.2), is the basic document used to
describe and evaluate or rank bargaining unit jobs covered by a collective bargaining unit
agreement, and generates the following two types of job descriptions:

a. Key positions (KPs). Used as benchmarks, or models, in the creation of standard positions,
KPs are ranked to clearly reflect level distinctions. KPs use general terms to describe the
duties and responsibilities of more than one employee. -

b. Standard positions (SPs). Although SPs are described in more specific terms than KPs, they
also use general terms to describe the duties and responsibilities of more than one-
employee, '

The purpose of a job description is to describe three components of a position:
a. Primary assignment or basic function,
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b. Tasks and duties invelved in carrying out the primary assignment, and
¢. Organizational relationship.

These components constitute the basis for comparing a position with key positions and for
aligning it with other positions in the Postal Service.

Note: The job description terminclogy used in 231 is based on existing regulations.

232 Using PS Form 820

232.1 Background
232.11 Purpose

PS Form 820 is used to establish and review rankings of bargaining unit positions in the field and
in certain area and Headquarters units. It serves to document requests for a new position or for
changes to an existing one. In most cases, this form is not required because of the number of
positions already in existence to which work can be matched.

232,12 Conditions

If a position’s duties and responsibilities change or a new position is needed, the Instalfation
Head, functional manager, or designee must complete a PS Form 820 with assistance from
Organizational Effectiveness.

Excéption: If a position changes as a result of a hational review of bargaining unit positions,
Organizational Effectiveness completes the form.

232.2 Documentation Requirements

232.21 Preparing PS Form 820

Installation heads enter the following information on the form:

a. Position fo Be Ranked: |

(1) Name of Office or Organization. Enter the name of the Post Office or other Postal Service
installation where the position exists.

(2) Suggested Title of Position. Enter the title proposed for the position to be ranked.
(3) Recommended Salary Level, Enter the level from Part D on page 2.2
- {4) Date Submitted. Enter the date on which the PS Form 820 is submitted.
(5) Reason for This Request. Enter the reason for submitting the PS Form 820.
b. Job Description:

('1) Basic Function (item B, 11), Describe the position’s basic function in a concise statement
that explains the position’s primary purpose. For example, “Makes general repairs on a
variety of postal and building equipment cn a tour when no other mechanics are present;
performs clerical tasks related to the scheduling, control, and reporting of plant
maintenance activities.” Do not attempt to describe the specific tasks associated with the
position In item 1; this information goes in ltem 22.

(2) Duties and Responsibilities (ftem B.22). Enter the individual tasks performed in carrying
out the basic function:

{(a) Explain the tasks in detai! sufficient to provide a clear understanding of the work,
referring to the evaluation factors given in Part C. These include trade fields in which
the work is performed,, type of equipment worked on, commonly used hand and
power tools,, and nature and extent of repairs. Describe work conditions such as “in
and around moving machinery,” *bench work,” or “outside work.”
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c.

{b) Explain responsibilities in terms of decisions. For example, “removes needed
equipment from service for repair,” or "requests additional mechanical or supervisory
assistance.”

(c) Note skills, knowledge, and/or experience necessary to accomplish the basic function
efficiently, especially where the task description does not make these qualities readily
apparent. Avoid listing an incumbent’s or applicant's specific qualities, unless those
qualities are clearly essential to the position.

{(d) Note the duties and responsibilities assigned to the position that are beyond the
scope of the basic function. Estimate the percentage of time devoted to the separate
tasks. Also note tasks performed at intervals other than daily (e.g., quarterly,
semiannually, annually).

(e) If the position is composed of a combination of tasks requiring materially different
skills and knowledge, estimate the percentage of time to be devoted to each area.

(f) Avoid ambiguous terms like assists or processes. If such a term is used, specify the
work tasks attached to that position feature.

(3) Organizational Relationships (lftem B.3). Give the title and grade of the position's
immediate supervisor, and:

(@) If the immediate supervisor works a different tour than the incumbent, give the
supervisor's tour time,

{b) If the supervisor waorks in a different building, make a notation.

{c) Explain the nature and extent of:
{i) instructions given to fhe incumbent before, during, and after task performance.
{iil Available guidelines and procedures directly applicable to the work,
(i) Review of the finished work. |

(d) If more than one supervisor in the chain of command reviews finished work, make a
notation, '

Evaluation:

~{1) When choosing a position for comparison in item C.2, select a ranked position in the

installation closely related in function to the position under analysis. If no closely related
position exists, select one with similar work processes or other characteristics.

(2) Complete items C.2 and C.3.

(3) Rank factors in comparative, not absolute terms. For example, if neither position involves
contact with the public, check "Public Relations Requirements” in item G.4 as
“Approximately the Same.” Comparison reflects the evaluator's best judgment, based on
knowledge of both the comparison position and the position under review.

(4) Complete item C.5, as applicable,

Recommendation: After completing Part C, recommend a position level {grade level), then
sigh and date the entry.

232.22 Action at Management Review Levels

Reviewing managers review the initiating office’s recommendations and take one of the following
actions:

a.

b.
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232.3 Action by Districts
District Human Resources managers take one of the following courses of action:

a. If the job can be matched to an existing key or standard position, they forward the PS Form
820 signed and dated, to the area Human Resources manager for review.

b. If the job cannot be matched to an existing key or standard position, they forward the PS
Form 820 with Part C left blank to the area Human Resources manager for review.

232.4 Action by Areas

Area Human Resources managers take one of the following courses of action:

a. If they do not concur with the district's conclusions, the manager returns the PS Form 820 to
the initiating office, along with a memorandum stating the reasons for nonconcurrence, and
sends a copy of PS Form 820 to the district Human Resources manager.

b. If they concur with the district's conclusions, the manager forwards the PS Form 820 to
Organizational Effectiveness for review.

232.5 Action by Organizational Effectiveness .
Organizational Effectiveness (OE) takes one of the following courses of action:

a. If OE does nof concur with the area's conclusions, it returns the PS Form 820 to the area with
a memorandum stating the reasons for nonconcurrence.

b. If OE concurs, it takes the following steps:
{1) Evaluates the job against an existing key or standard position, then either:
(a) Revises an existing standard position; or
{b) Establishes a new standard position.

{2) After completing the job evaluation, OE forwards the new or revised job description to
Labor Relations for review, craft determination, and any further action required under
terms cof the applicable national agreement.

(3} Afterfinal approval, OE sends a formatl response to the area Human Resources manager
that includes steps for implementation.

233 Evaluating Bargaining Unit Positions
233.1 Purpose

Evaluating bargaining unit positions consists of establishing a clear understanding of the duties,
responsibilities, and work requirements of a position. Careful description of the position ensures
that employees receive equal pay for substantively equal work.

233.2 Basis for Position Evaluation

The comparison of a position’s duties, responsibilities, and work requirements to key job
descriptions serves as the only basis for evaluation.
a. The following factors determine final ranking:

{1) Difficulty of the work to be performed.

(2) Degree of responsibility to be exercised.
(3) Scope and variety of tasks involved.
(4)

4) Conditions under which the work is performed.
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The following factors do nof affect the final ranking:
(1) The incumbent's knowledge, skills, abilities, or previous position title,

(2) Designation of the hiring list or the maintenance craft's internal promotion eligibility
register or preferred assignment reglister (as applicable) from which the employee will be
selected.

. 233.3 Criteria for Evaluating Mixed Assighments

The criteria for evaluating mixed assignments are as follows:

a,

Regularly scheduled to two bargaining unit posifions on a daify basis. When a full-time
employee is scheduled every workday to perform the work of two separately defined
bargaining unit positions in two different grades, the employee is placed in the position of the
higher grade. The duties of the lower grade position, while included in the work assignment,
represent extra duties in relation to the official position and do not affect the pay grade of the
employee.

Regularly scheduled on intermittent days in two bargaining unit positions. When a full-time
employee is regularly scheduled on intermittent workdays to perform the work of two
separate bargaining unit positions in different grades, the employee is placed in the position
in which more than 50 percent of the time is spent. If the time is equally divided, the
employee is placed in the higher grade position.

Regularly scheduled on intermittent days to more than two bargaining unit positions. When a
full-time employee is scheduled on intermittent days to perform the work of more than two
bargaining unit positions in different grades, and less than 50 percent of the time is spentina
single position, the total work assignment of the employee is separately defined as a position
and ranked in an appropriate grade,

Regularly scheduled to perform work in two or more bargaining unif positions in the same
grade. When a full-time employee Is regularly scheduled to perform the work of two or more
bargaining unit positions in the same pay grade, the employee is assigned to the position in
which more than 50 percent of the time is spent. If the work is evenly divided between two
positions, or if less than 50 percent of the time is spent in a single position, the work
assignment of the employee is separately defined and an appropriate title is assigned.

234 Appeals

Employees with positions covered by a collective bargaining agreement may grieve the salary
level, title, or identification of their positions through the agreement’s grievance-arbitration
procedures. :

240 Other Bargaining Unit Positions

To establish or change bargaining unit positions that are not covered by a particular collective
bargaining unit agreement, this requires submission of a narrative request or PS Form 820.
Employees should direct questions regarding these position evaluations to Organizational
Effectiveness.

250 Position Reviews

To ensure proper identification of a position and proper evaluation of the position’s duties and
responsibilities, Organizaticnal Effectiveness or other appropriate management officials may
review any position at any time — by correspondence or on-site interview. These officials may
direct appropriate action to correct the improper evaluation or identification of a position.
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251 Qualification Standards

251.1 General

All candidates must meet the appropriate qualification standards for positions. The statements of
knowledge, skills, and abilities establish the minimum requirements that candidates must meet,

251.2 Sources
251.21 Nonbargaining Unit and Bargaining Unit Positions

Qualification standards for Postal Service nonbargaining unit positions are available in electronic
form on the Postal Service intranet under the Human Resources homepage (as described in
251.22}.) These do not include qualification standards for positions in the Postal Career Executive
Service (PCES), which do not exist. '

Qualification standards for use in entrance and in-service placement for Postal Service bargaining
unit positions are found on the Postal Service intranet under the Human Resources homepage
(as described in 251.22). The application of these standards must be consistent with the
applicable provisions of the appropriate collective bargaining agreement. See Handbook EL-312,
Employment and Placement, 76, Bargaining Position Qualification Standards, for more
information.

251251.22 CGualification Standards Online

‘Qualification standards for Postal Service nonbargaining unit (except PCES) and bargaining unit
positions are available in electronic form on the Postal Service intranet, as follows:

a. Goto http://blue usps.qoviwps/portal.

In the right column, under Human Resources, click HR Home.
In the HR Department section, click Employee Resource Management.
Scroll down to Who Are We? and click Organizational Effectiveness.

@ 2 0 T

Scroll down to Essential Links and click Job Descriptions/Qualification Standards (JD .
OnlLine}. ' '
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1 Qrganizational Structures

110 General Information

111 Purpose
111.1 Objectives

The organizational structures policies of the Postal Service™ are established to meet the
following objectives:

2, Support the mission of the Postal Service.

organlzatlonal structuresunits,

ke, Ensure the relevance and consistency of organizational structures and staffing.

Nofe: See 113.1 for definitions of arganizational terms.

111.2 Chapter Content
The content of FthisgThis chapter;

a. -dDocuments-decuments the principles to establish organizational structures and staffing
and describes the programs used to monitor and assess them. e

b. Establishesestablishes guidelines, policies, and procedures for implementing changes in
organizational structures and staffing patterns, and_it describes factors to be considered
in making decisions related to organizational changes In view of functional diversity,
varying work requirements, and the wide range of operational circumstances, factors are
considered and decisions are reached on a case-by-case basis.

111.3 Importance of Concepts

QrganizationalTthe-organizational design op&rates on tha basis of standard organizational

structures and statfing criterla. Postalsysiem-doe e-on-the-basis-of-rigid-or-inflexible
standards-Neverheless Ppostal Service managers -sheuld-must be aware of the concepts
applied in evaluating organizational change requests so that they can:

a. Make informed decisions te-when requesting oraanizational -sush-changes-en-an-informed
basis.

b. Submit appropriate documentaticn to support proposed changes.

¢. UnderstandBetter the basis upon which their requests will beare reviewed and evaluated.

112 Responsibilities
112.1 Headquarters

Employee Resource Management within Human Resources at Headquarters has overall
responsibility for the control of organizational structures and staffing for the Postal Service. This
- includes:

a. Developing and implementing organizational management policies and programs for
bargaining unit and nonbargaining unit positions.

b. Designing programs and procedures for auditing and assessing existing structures and
staffing.
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‘ ¢. Providing a-planning-the capability to plan for the long-termrange organizational development

of the Postal Service in response to technological and environmental changes.
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112.2 Areas

The area Human Resources manager.

a. Serves as an advisory resource on matters relating to field organizations.
b. Monitors compliance with approved staffing and structures for field units.

112.3 Managers
All levels of managers inthroughout the Postal Service are responsible for:
a. Planning and implementing administrative and operating methods thatwhich comply with

b. Reviewing the structures and staffing of their organizations and recommending changes
according to the instructions in this chapter.

113 Definitions

113.1 Organizational Terms

a. Activity — a group of related (possibiy-dissimilar-or-but possibly heterogeneous) tasks that

group of employees-and-reswis-in-an-vasily-defined-operation-or-samvice.

b. Function — a principal method of devising work, A function may be a single activity, but is
more commonly a group of related activities placed together under one responsibility.
Functions are categorized as major or minor_as follows.

(1) Major function — a group of activities thatwhich has a direct impact on the overall mission
of the Postal Service, '

(2) Minor function — a group of activities thatwhieh has an indirect;-centributory impact on
the mission of the Postal Service.

¢. Crganizational structure — the formal relationship that; ¢

(1) Reflects the organizational units within a given group and the pattern of work to be
accomplished by the employees in the organization; ¢

(2) Delineates responsibilities and reporting relationships; and &
{3) Creates a rational division of work.

The grganizational structure should {4-respond to the needs of an-the organization and
foster the achievement of its objectives, When-and-(2)-be-changed-wiihen there is a basic
change in the amount or kind of work to be done or in the assignment of the work to the
positions involved, the organizational structure should be chanaed.

d. Organizational ynif — an entity in which the necessary activities are divided into segments
small enough to be managed or supervised by one person. An autonomous unit is-a-unit
whieh-operates under a manager with the discretionary decision-making responsibility (see-

See-also-113.3:)
e. Program — a specialized, continuing endeavor; consisting of a group of selected projects and
activities related to one another within a major function.

f.  Staffing — the number and types of positions within an organizationerganizations, typically
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113.2 Basic Managerial Positions
Basic managerial positions are as follows:

a.

Installation head or manager — one who plans, organizes, directs, guides, controls, and
evaluates empleyee-the efforts of subordinate managers, employees. or both to achieve
organizational goals.

Supervisor — one who has a direct responsibility for ensuring the accomplishment of work
through the efforts of others. Normally, a supervisar has no subordinate employees with
managerial responsibility for others. .

 113.3 Organizational Entities

Organization entities include the following:

a.

ExacutiveSenior-or-eExesutive vice president organization — an organizational entity in
Headquarters that exercises managerial and directive control over one or more vice president
organizations or serves as a member of the senior management team.

Vice president organization — an organizational entity in Headquarters with responsibility for
major heterogeneous major-functions having service-wide impact. '

Headquarters unit — an organizational entity in Headquarters managed by an executive and
subordinate to a vice president or a manager with responsibility for one or more major
homogeneous majorfunctions having service-wide impact, '

Headquarters-related field unit — an organizational entity that performs a major function or
group of minor functions, reports directly to a Headquarters manager, and existe-resides
outside the Headquarters building.

Service center — an organizational entity that reports directly to a manager at Headquarters
and residesresidesexists outside the Headquarters building.

Service office — an organizational entity that performs an activity or group of activities,
usually to support a service center. '

Area office — an organizational entity that has responsibility within a specified gecgraphical
area for major heterogeneous majer-functions having area-wide impactz These functions
inchuding-include oversight of--subordinate-disticts-processing-and-distribution-centers—bulk
mailpetworlc-distribulion-conters.-airpe srvica-contors—and
remote-enceding-centers.

(1) eSubordinate districts

(2) sProcessing and distribution centers,

(3) nNetwork distribution centers,

(4) aAirport mail centers,

)
o
mai-aenters-iniernationa

taory

(8) ilnternational service centers, and

(8) rRemote encoding centers,

District office — an organizational entity subordinate to an area, with responsibility for major
heterogeneous majesfunctions having district-wide impact, including oversight of subordinate
Post Offices™ and delivery distribution centers.

Processing and distribution center (P&DC] — an organizational entity, subordinate to an
area, with significant responsibility for the processing and distribution of mail for a geographic
area. A P&DC Mmaviay have one or more reporting facilities.

Processing and distribution facility (F&DF) — an oraanizational entity, generally subordinate
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k. Kj—Bulk-mail-Network distribution center (NDC) — an organizational entity, -highly
rechanized-processing-and-distribution-center-generally subordinate to an area, within a
three-tier system of distribution of Standard Mail, periodicals, and packages. Some NDCs

serve as consolidation points for truckjoad volumes, -with-respongibility-for-the-processing
and-distibution-of-standard-mail.

. Surface transfer center (STC) — an organizational entity, generafly subordinate to an area,
designed to distribute, dispatch, consolidate, and transfer First-Class Mail®. Priority Mail®,

and_periodicals within a specialized surface transportation network,
m. Logistics and distribution center (L&DC) — an organizational entity, generally subordinate to

a district, engaged in the receint unloading, sorting, loading, dispatch, and transportation of 8
variety of mail products for a designated service area.

n. Remote encoding center (REC) — an organizational entity, generally subordinate to an area,

o... International service center (ISC) -~ an organizational entity that distributes and dispatches
international mail received from a designated service area fo spegific foreign countries or to
gateway exchange offices.

pkp.  Post Office — an organizational entity subordinate to a district, and perhaps also an
administrative Post Office, managed by a postmaster, with respensibility for;

(1) -eCustomer-sustomaer services,
(2) Locallecal delivery, '
#(3) Thethe receipt and dispatch of all classes of mail, and

{4) i\nin some instances, processing and distribution of mail for other Post Offices in the
surrounding geographic area.

A postmaster may be responsible for the operation of more than one facility, and duties may
be performed by designated subordinate personnel at the direction of the postmaster,
including when the postmaster is not physically present.

q. Remotely Managed Post Office (RMPQ) — ~a Post Office that;
(1) Offers part-time window service hours,
(2) ilsis staffed by a Postal Service employee-under-tha-direction-of-a-postmaster, and
(3) rReports to_an Administrative Post Office. -
r. _Part-Time Post Office (PTPQ) - «a Post Office that;
(1) oOffers pari-time window service hours,
(2) ils staffed by a Postal Service employee, and

{3) rReporis to a district office.

1o

g.  Administrative Post Office — A-a F’ost. Ofice that has administrative control of or
responsibility for:

(1) A a-sconiractor-operated retall facility,

(2) A eclassified station or branch, or
(3).-aAnother Post Office.

Note: Unless otherwise specified, all references to “Post Office” include RMPOs and PTPOs.
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4434 Disabled-and-Disability

The-words-‘disabled-and-‘disability-are-found-in-many-statutes; rules-and-regulations—they-are
u&e@l»byih&@&paﬁtmemm%-th&@mﬁmer%i#ete;am—%ai%e—%qua—l
%mplqymemt—@gperwg 9mmi%ienr@fﬁg@-eﬁ@e}fssﬂﬂeb-Maaaggmen&-ané—the&esﬁa&

114 Documentatio!
An organization chart Organization-chars-are-is the graphic representationrepresentations of an

organization's siructure, The official organization charts of-the-bas wizationabentit
Postal Service are maintained by Organizational EffectivenessDesign-and-Managerert,
Employee Resource Management, at Headquarters.

120 Structures and Staffing

121 Overview

The basic organizational structure of the Postal Service is somprisescomprised of consists-offive
levels--Headquarters, areas, districts, P&DC sing-and-distribution-centers, and Post Offices.
Some units are uniquely designed because of their specialized nature; however, units that
perform essentially identical functions are typically standardized. The The-central-organizational
thrust-orimary goal of the Postal Service is to standardize structures to the greatest extent
possible. When When-circumstances reguire-organizational-adaptation-to-special operating
conditions or service requirements arise, it is appropriate to make adjustments in organizationg!
the-necessan-allowances-in-terms-efstructures and staffing.

ATHataln!
1y $

122 Structuring Principles

An-The orinciples of an effective organizational structure sheuld-have-include the following
characterstics:

a. Each position s shauld-be-t
(1)_Tailored to be within the capacities of a single individual.
(2)_Subjecth——Each-position-sheuld-be-subjest to the line authority of only one higher

position.

{3} _Clearlysy | Each-position-should-be-cleardy defined in terms of abjectives and
measurable contributions,

(4) Classified and arouped with other positions to aveid either gaps of overlaps in work and

Q&-Al&--Fesatedae%ivé%ie&neees&mﬂe—h@m~an~%ﬁe&mbentwacaemta%aée~fm—aehiMn@@b}eetivea
should-be-assignad-lo-each-pesition:

@ Duties and authority are should-be-definitely fixed, and

Incumbent's authority sheuld-corresponds with ingumbents-his or her
responsibilitiesrespongibility. '
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d. _All activities necessary for an incumbent to achieve objectives are assianed {o that
insumbentshis or her position, _

8. Structuref-The-strueture is should-be-developed within the-complement constraints that
arebave-bean projected realistically-projested,

f._ Structureg—The-structure provides for tha-control of all work necessary to achieve mandated
objectives.

i—PRositions-showld-be classifiod-and-groupad-to-aveid-gaps-or-averape-in-work-andfor
functions:

i——The-span of control g should-ba-neither so broad as to exceed the manager’s capacity to
manage and integrate effectively; nor so narrow as to preciude adequate delegation.

h.. Chaink--Fhe-ehair of delegation [s sheuld-ba-short enough to minimize vettical filtering of
communications-vertically.

il. Related activities aresheouid-be integrated at the lowest level consistent with the attainment of

objectives, economical use of personnel, and assignment of responsibilities.
m}. To the greatest extent possible, the oraanizational desian anticipates future work

requirements sheuld-be-anticipated-in-the-organizationaldesign-in order to minimize aveid-the
need for frequent [egraanizationrecrganizations,

k. Responsibilitios for current and long-range work are clearly segregated.

- 123 Standard Structures
123.1 Characteristics

Most field operations have common characteristics that can be assessed and used to detarmine
based-on-relative-size-complexity,-and-asesuntability-for-the-werk-te-be-performed.
accommodating-the-application-of standard organizational structure and staffing
requiremenisdeterminations, Thase characteristics include size, somplexity, and accountability for

the work to be performed.

123.2 Installations

The Postal Service has developed Established-standard grganizational structures have-been
developed-for most field units (e.g., districts, P&DCs, NDCsprocessing-and-distribution-center;
bulk-mail-center, Post Officeg, and carrier stationg).

124 Specialized Structures

Specialized structures must be individually-established_individually, based onwpen the the operational
requirements that separate these units from other organizations. A specialized structure generally
meets at least one er-bath-of the following conditions:

a. The unit's structure is Weigueh-ynigue, complex, {and normally large }-because-of-due to itg
service requirements and operational scope.

b. The unit's functions are highlyHighly specialized-in-terms-of functions.

125 Staffing
125.1 Staffing-Overview

Having-established-Once an effective structure |s gstablished, the next step in the organizational
design process s {¢ |  identifies-{dent] ify appropriate staffing levels. Based on operational factors,
staffingStaffing requirements — {-e--numbers, types, and grade levels of positions} — may differ
for organizations with the same in-a- g}veﬂ structure,-en-the-basis-of-operationalfactors: However,
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functional responsibilities and reporting relationships remain generally consistent from one
installation to the next.

125.2 Staffing-Criteria

" The amount and type of work are the primary determinants of authorized staffing. Organizations
of comparable size and activity that fall within a designated category (e.g., districts,
PRDCsprocessing-and-distribution-centers, NDCs, and Post Offices) usually can be staffed
uniformly above the first level of supervision.

In some structures, circumstances may justify staffing variations above the first level of
supervision. Variations occur when the workload in specialized functions fluctuates significantly
- between organizational units within a standard structure category. In such instances, separate
criteria may be developed for position use.

125.3 Staffing-Matrices

Staffing matrices are used to provide staffing guidance fo districts and iocal installation heads. A
staffing matrix details the following:

a. _Types and numbers of positions authorized for for-use-within-a-specific functional areag, sugh
asfor-example; in-plant support or safety.-to-provide-guidance fo-districts-and-loeal
a. o_n,.n heageA-sta i C-FRE i cnoWwe-Lhe

&5 Ey

b, _Titles, grades, and the minimum and maximum number of positions appropriate for
organizational -types-{e-.g--units such as districts, P&DCs NDCsprocessing-and-distribution
centers-bulk-rmaiteenters, and Post Offices)-

130 Organizational Change Criteria

131 Workload Increase or Decrease

131.1 Increased Work

When the volume of work increases to the point where an se-that the-existing organization can no
longer effectively complete the work in accordance with it-according-to-accepted performance
standards, organizational change may be justified. Workload increases may lead to one or more
volve-either-of the following organizational changes:

a. Adding-ed a laveriayers of managementsupervision to maintain an
appropriate span of control.

Example: Authorization of a manager-distribution operations manager responsible for
supervising multiple supervisors.

b. AddingAdded supervision within an authorized, existing layer already-existing
in anthe organization.

Example: Authorization of an additional superiser-distribution operations _SUpervisor-ander
justifiable-cireumstances.

¢, Adding support pesiions,

Example: Authorization of operations specialists or analysis to support strateqies and goals,

131.2 Decreased Work

" When the volume of work decreasesdrops-off to the point where the organization’s existing
resources are of-the-erganization-besome-underutilized, a reduction in authorized staffing and

layers of management may be justified.
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132 Change in Nature of Work

A change In theFhe requirements placed upon an organization may involve adding or the-addition

or-gliminatingelimination-of specialized functions within an authorized scope of activity. When

ehanges,

133 Duplication of Functional Responsibility

When two or more units within an organization are responsible for accomplishing essentially the
same work;

a. alahccountabilityaseountability for performance is difficult to fix;
b. and-{b}-Uunnecessary costs are incurred; and-

¢. {e}T{k}+the units may be working at cross-purposes,

In such cases, consolidationCenselidation of overlapping functions normally is the appropriate
remedy. :

134 Inappropriate Reporting Relationships

134.1 Hierarchy of Responsibility

The tasks assigned to a subordinate unit or position within an organization should be reflected
within the broader scope of responsipility of the next higher level of management. It is
inappropriate to retain a reporting relationship in which the work of the subordinate unit or position
bears no relevance to the functional responsibilities of the management level under which the unit
or position is organizationally located.

134.2 Contingent Work Relationships

When a high level of interdependence between fwo organizational functions makes the
performance of one unit contingent upon the performance of another, both units usually have a o
common reporting relationship. In this way, responsibility is clearly fixed for ensuring that the two
functions are coordinated. When highly interdependent functions report to different control points
~in the organization, it may be necessary to restructure the reporting relationships.

135 Unconnected Work

Common activities and tasks requiring similar supervisory or technical skill for effective
performance should be grouped within an organizational unit or jobpesitien description. When
activities and tasks become too highly differentiated within a unit or position, it may be necessary
to separate them into discrete functions.

136 Inappropriate Span of Control

136.1 Factors

The complexity of a managerial function is ts-pe-a governing factor in establishing an appropriate
span of control, When subordinates performare-perferaing similar tasks; the span of control can
be broader than whenthey they perform dissimilar taskswhen-subordipate-functions-are-enly
loosely-related. :

136.2 Considerations

Rarsly;-if- aver,-can-a-one-over-one-reporting relationship-be-justified-since-such-an-arrangement
tends-to-dilute-the-responsibility-and-aeeountability-ef- the-prncipal-manager
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When-the-span-is-so-narrow-that delegation-is-impaired-and-subordinate-supervisors-are-limited i
the-use-ofinitiative-and-judgment-itshould-be-broadsned.

S#nﬁaﬂy—when—the span 650 i}Fead thats%erdwm@esar&aetmeewng&h&prepap%gw
: ypenisery-guidanse.

It is not practlcal to prescribe upper or lower limits to the span of control in @ generai context.
Each organizational situation must be separately analyzed. The following principles serve as

quidelines:

a.__When the span Is so parrow that delegation s impaired and subordinate supervisors are
limited in the use of initiative and judgment, the span should be broadened.

bh.  When the span is so broad that subordinates are not receiving the proper degree of
manadement, the span should be narrowed,

137 Change in Basic-Mission

Sometimes the mission of an organization changes so substantiallybasically that the existing
structure and staffing become inadequate. Under such circumstances, a major reassessment of
existing functional responsibilities and capabitities is required.

138 Reduction of Expenses

A comparison of work requirements with authorized staffing may reveal inefficiencies. Astute

| senagementseeks-lt may be necessary to consolidate duties and responsibilities whenever
staffing resources are not being used to the fullest extent. The objective is to achieve operating
economies without adversely affecting performance.

139 Completion of Transition

Organizations that have been designad around new and complex systems often move through a
start-up phase priorfo-pefore becoming fully operational. Note that.

a. During the start-up phase, actual staffing requirements may differ from projected siaffing
requirementseperating-norms due to specialized activation programs and related activities.

b. When possible, ideniify the temporary elements of a start-up operation in advancesheuld-be
identified beforehand, so that femporary solutions can be developedthe-werk-can-be
performed-by-an-employes assigned-on-detall.

c. When the organization achieves operating stability, it is-appropriate-may be necessary to
reassess and adjust the initial structure and staffing-as-appropriate.

140 Organizational Change Analysis

141 Analysis of Work Requirements

141.1 Nature of Functions
lhe@na!yaismew\nalyzmg the nature of functions involves Hocatiﬂg %h%@pa;aﬁeweﬁh&t@iaé

&Ihe-ai—t@mpt-at this stage the ob;gctwe is not to establish detailed p05|t|on requwements, but
rather-to focus on the manner in which work can be erganizationally-segmented and
subsequently-assigned to major functional reporting or control points within gthe unit.
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141.2 Volume of Work
Wark-The volume of work: &

a. Can be translated into the number of employees required to superviee-progessing-of-perform
the work by using conversion factors appropriate for the activity involved.

b. Wheneverpessible-volume-le-expressed-quantitatively-and-ls derived from historicél data
soupled-combined with economic forecasts and other relevant projections, and - whenever

possible —- expressed quantiiatively.

. Is\Werk-volume-ie analyzed for its impact on staffing requirements in supporting-functions-as
well-as-on-the principal areas of operating activity, as well as in supporting functions.

144-3--Performance-Standards

mantaf mprevems Aities.-Lis-a-contn iFl; resn iilit £ i
managerto-establish-organizational tandards-of-performance-through-the-goal-setting
and-planning-process:

B@th--th&q&antityaﬁ@qaaﬁtyu@f~preé-ueti@r&‘-»hav&«ammpaewn-staﬁmgw-requimmant&ami-ssheuid
be-fastored-into-the-design-otihe-organization.

142 Analysis of Skill Requirements

142.1 Purpose
The analysis of skillsSkilt requirements helps managers 1o;

serve-adual-purpose by-{ar-ea, Establishing a basis for determining the-database-for-the
sonstuction-of-selection criteria,
ameng-these requirements-is-the-db, evelopment-of a hierarchical management
structure for the organization that is internally consistent and compatible with structures in

142.2 Method

In order to -fix-establish responsibility for work, it is necessary to assign specific duties to
designated staff positions, H-establishing To establish the requirements of athe position, the
managers must analyze the necessary-job-related skills and experience required. must-be
analyzed-This analysis helps to identify structural implications. The -starting-peint-firef step in this
process is to define a-definition-ofjob content. by preparing aA narrative description, -must-be
prepared-as follows,

a. State the;
(1) fFungtional funstion-and-purpose of the position,-

b—State-the(2) sScope-seope of responsibility,_and
(3).dDegree of supetvision required.

description of each duty and responsibility determinessuggests the skills required for gfficient
work performance. ite-effective-exeeution. Use actionAetion words — such as directs,
manages, supetvises, oversees, plans, and coordinates —uged-to describe the depth of
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involvement and the degree of responsibility. Action words help to differentiate the level of
skill, knowledge, and ability required-te-enswre-eHfective-performance-n-the-designated
pesition,

d. Analyze the sonnactthe-functional purpose, duties, and

responsibilitiesresponsibitity: of the position to connect the educational disciplines,
work experience, physical capacities, and job-related skills expected of the incumbent.

By State-the-degree of supervision-required:

142.3 Selection Criteria and Procedures

Organizational Effectiveness, Employee Resource Management, in consultation with the
appropriate executive vice president or vice president organization, determines the selection
criteria for each position by issuing a qualification standard or an interim statement of

qualifications. and is respensible for selection proceduras,

143 Analysis of Functional Relationships

143.1 Basic Factors

The identification of work and skill requirements provides the basis for determining staffing needs.
The next step is to analyze The configuration-of-the organizational structures-mustthen-be
analyzed to ensure that functicnal alignments and reporting relationships are appropriate to the
unit's mission. The criteriaGriteria used -in-making-to make such a determination are identified in
subchapter 130, The-mere-Critically important criteria, as outlined in previous sections, are
repeated below: B

a  Review functionalFunctional statements and standard-pesitien-job descriptions -are-reviewed
to eliminate duplication of responsibility between subordinate units of the organization, as
discussed in 133. Where such duplication is found, functional responsibility isshouid-be
assigned to the subordinate unit having dominant interests in the activity under review.

b, Group functional Functienal-activity-activities should-be-grouped-to ensure homogeneity of
work; as discussed in 135.

c. Establish a spanSpan of control sheuld-be-established-consistent with the guidelines
discussed in 136.

d. Establish a hierarghy of responsibility Ir verticalMertieal reporting relationships should
astablish-a-hisrarchy-of responsibility-consistent with the guidelines discussed in 134.1.

e. Align contingentGentingent work relationships so they are shouid-be-aligned-consistent with
the concepts discussed in 134.2. '

143.2 Additional FastorsReporting
143.21 Administrative

An administrative reporting relationship establishes a clear line of authority between positions or
units in the organizational hierarchy. The actions of the subordinate are subject to the direction
andfor approval of the next higher level of management, irrespective of the autonomy the latter
may choose to grant to, or withhold from, subordinate levels. Subordinate positions never report
administratively to more than one higher level supervisor.

143.22 'Functionaﬁ

A functional reporting relationship establishes a connection between positions or organizational
units at different management levels based on the specialized nature of the function for which a
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mutual responsibility is shared. In this type of situation — often referred to as an indirect reporting
relationship — the higher level position or unit provides functional guidance and support to
positions or units lower in the organizational structure.

For example, Human Resources at Headquarters,-fer-example; has functional responsibility for
the-area-human resources activities_in the areas. However, while-these activities report
administratively and directly to the vice president-of, Area Operations. There is no formal line of
authority in a strictly functional relationship.

143,23 Management of Reporting Relationships

' The administrative head of an organization integrates all unit activities through the exercise of
organizational authority. Detailed functional expertise is usually located immediately below this
level of management, where administrative authority and functional direction are joined.

Sometimes-howaver; it Is necessary to separate administrative and functional reporting
relationships. A separate functional reporting relationship might be justified when:

a. The knowledge essential to effective performance is so specialized that the function can only
be placed in the higher levels of the organization (e.g., the Postal Service medical program),

b. The consequences of an incorrect decision are so great as to require continuing consultation
with a higher organizational tevel having policy responsibility for the functionat area in
question (e.g., international mail). ‘

c. The sensitivity of the function requires total uniformity of execution throughout the entire
organizationmanagement-system (e.9., labor relations or purchasing).

Organizational relationships are analyzed in terms of the adequacy of functional direction. Where
it is appropriate, functional reporting relationships can be formally established so that sanction
channels of communication_are not reflected in the administrative structure.

143.322 Line and Staff Relationships

While line relationships are based onupen the exercise of organizational authority, staff
relationships are founded on the exercise of organizational influence and the authority of
knowledge. While line managers are empowered to make operating decisions, staff personnel act
in an advisory role. Line managers report administratively to the next higher level of management.
Staff managers report administratively to line or staff management and often functionally to
another level of management outside and, sometimes, above the unit structure,

Staff functions are analyzed based on ihe-basis-oHthe-following criteriar

a. Appropriate placement within the structure. If the reporting point is too low in the structure,
the exercise of influence is impaired.

b. Extent of need. Functional expertise may be readily accessible to line management outside
the immediate structure, obviating the need for redundant internal staff.

143.4423  Responsibility and Authority

A principle rule in organizational design requires authority to be commensurate with responsibility.
Managers cannot be held accountable for results over which they have limited or no control.
Analyze reportingReparting relationships are-analyzed-to uncover any organizational defects
such asthat

a. Placement of authority at one or more levels above the designated level of responsibility.

b, Placement of essential organizational resources outside the managerial control of the
manager who needs them most and who should be accountable for their use.

c. Granting overlapping authority to two or more positi'ons or units that could lead to
jurisdictional conflicts.
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144 |dentification of Discrepancies

144.1 Desigh of Organiiational StructureMedel

Performing theThe analysis described in 141 through 143 provides a basis for the design of an
organizational medslstructure, as follaws:

a. Analysis of work and skill requirements helps management to identifydetermine the
necessany-organizational resources that are nesded. '

b. Analysis of reperting-functional relationships helps management to arrange the
grganizational resources into a functional structure.

144.2 Comparison With Existing Organization

againstthe-model-strustural-and-functional relationships and staffing discrepancies can be

identified. The discrepancies become the focal points for organizational change if further analysis
confirms the need to modify the-existing structures or staffing-plan.

150 Organizational Change-Process

1561 Performance issuesProblem

No organization Is static, s0 managers-Managers need to sheuld-ensure that structureg and

staffing continue to meet their unit's objectives. However, an organization may not perform up to
expectations for reasons other than deficiencies in structureg and/or staffing.-defisiencies- If the
organization is fundamentally sound, allow structureg and staffing should-beJeft-to remaln intact

and consider other courses of action-sheuld be-considered.

Ereguently;-cThe causes of “organizational performance issuespreblems” can often be traced to
one or more of the preblemes-deficiencies listed below-in-items-a-through-ghelow: if the
organization suffers from any of the fellewing-preblemsdeficienciies listed, changes in
structuresstruetural or staffing changes-are not likely to correct them,; Management these
problems-must addresske-addressed these issues difectly by actions unrelated to the
organizational design process,; These include deficiencies in the following areas.

a. Training Ynelearornadequate-training.
Planning and goal settingUnrealistic-ge

Recrultmentinadequate-andior-incensistentrecruitment and selection-practices.

Controis-l-m%evmanageﬁweemla and feadback.

b
c
d. MethodsOutmeded-or-cumberseme-metheds and procedures,
e
f,

Communication,
f—inadequale-manageral-commurication:
g. Leadership.

‘ 152 Reasons for Making Organizational Changes

Basic There-are-seversl-reasons for making -requesting-aorganizational-change- to-n
organizational-changes may structure-or-staffing—Basie-reasens-include changes in_the following:

a, Strategy, mission and vision.
b. Centralization of work or shared services concent or insourcing.
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¢. Consolidation of facllities.
d. Type or amount of work performed.

b--—The-aAmount-of work-performed:
e. Operating procedures.
f.  Reporting relatienships.

153 Types of Organizational Changes
153.1 General

Proposed organizational changes are classified as major or minor, as specified in 163.2 and
153.3. Organizational change requests can originate at any level of management._After the

request has been reviewed and concurred by the next level managers, it must be initiated by an
Usually-an-installation-head-officer or his designee initiates-a-formalrequest-and-subrits-it
through-adrministrative-channels-for approval. Before making an official request, the reguestor
These-requests-should discusshe-diseussed it informally en-an-nformal-basis-with higher level

functional management. ane-district or area Human Resources managers, and/or the Manager.

Organizational Effectiveness to seek further guidanceHeadquariers-Employee-Resource
Managementpriorio-official-subrission.

Wemmwmmmmwmm
following:

Fhe-ahres:

Employae-Reseurce-Management-at-Headguarters:

Higher-andSenior-levelmanagement-at-Headguartersin-Human-Resources:

153.2 Major Organizational Changes
153.24-Field-Units

Major organizational changes for-field-units;-are injtiated by an oQfficer and implemented by
Organizational Effectiveness within the Employee Resource Management function. A major
organizational change-and may consist of at least one of the following:

a. Consolidation: Invoiving the movement of aperations from one or more facilities to other
facilities,

b. Closure: Involving the elimination of one or more facilities.

a—Restructure: Involving a maior change in strategy within a functional group, (For example:
centralization. insourcing, shared services, decentralization, and new technology.)

normally-invelve-ene-or-more-of-he-following:

e—Modification-of-a-iob-desciiption for-a-bargaining-or-renbargaining-pesition-that requires
rewriting: |

@:-—Andexeept-ien#e-a—staﬁﬁngrsnter-iamatmethatvexeeedsrth&auewableﬂumbempmbeef
positions-for-tha-sategon-

c.
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Note: A maijor organizational change may result in the elimination of encumbered positions
which may lead to a potential Reduction in Force {RIF) impact. (See Section 354-related-to-RiE,
Assignment of Unassianed Employess,)

Use-of a-nenstandard-position-at-the-third-level-or-above for-districts,-processing-and distribution
centers-and facilities-and-bulle-mail-centers-and-at-the-second-managerial-level-and
abev&f@r_%stmQﬁces-anelﬁesmqast&tg;ad%mﬁm@utwe—&nwéﬁumstﬁawe%ahm
(EAS)-2tand-above:

153.22-Headguarters-Units

Major-organizational-chahges-for Msadquafter&umtgﬂe#ﬁaﬁfyw@@nemepmera@#m‘she
follewings:

Establishment-of-a-new-bargaining or-nonbargaining-pesition-description-cccupation-cede-of
grade-

Modification-of-a-bargaining-or-nenbargaining-position description-that-requires-rewriting:

Any-other-structure-or-position-generallyreserved-for-approval-by-Employee-Reseurce
Managerment:

1563.3 Minor Organizational Changes

Minor organizational changes are initiated by an Officer and implemented by Organizational
Effectiveness. A minor organizational change may consist of at least one of the following:

a. Realignment of functional units. {For example: a change in reporting relationship.}

b. Realignment of work petformed within a functional unit resulting in the modification of one
or more job desorlptlons LMThis may also result in the creation of new jobs.}

c. Change in job tifles.

d. Minor changes to a job description,

The above are net all-inclusive. A minor change may consist of other aspects concerning the
specific organization.

Note: Minor organizational changes should not result in the elimination of an encumbered
position,

Before making an official request, the requestor should discuss it informally with higher level
functional managerment. district or area Human Resources manager, and/or the Manager,
Organizational Effectiveness, to seek further guidancs,
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The approvatlevel for-miner organizational-changes-e:

Employee Resource-Management —foradministrative bargaining-unit and nonbargaining
unit-positions,

Area-or-district—for-operational-bargaining-yhit-positions-in-the-field.

153.34--Fisld-Units

Mim:;.r--ergan-izatiema-hehange@-feF--fiald--um-itammor-mally--i-n-vewe—-t-hs---adfd-i-ti@n-Qﬁ--d@i@-‘eien-aﬁ
n@mba-rga#nimg-‘-@rr--bargaimmg--unit-‘-p@siti@ﬂs-%ha-t-‘-a;apeaﬁ-hin--autheri-za%ianguid-e-iines
furpished-to-eash-distict manager-by-Employee-Reseourse-Management-For
@#gané-z-a-t-i@nal--mits—-atwtha--dmtri@t»-l@v@!--‘amd»b@lew;----t-ha---distﬁtst---#fi-uman---ﬂeseu-m%---fun@ti@n
processes-iner-organizational-changes.

18332 Headguarters-tnits

Miﬂer—ergammtieaai—ehang%—feﬁ—Headmtarsanits—mmﬂyinvelve-thwddiﬁe#epdeleﬁewﬁ
ronsupenvisen-ornonmanagerial-positions.

154 Submitting Requests

154.1 Field Units

" Managers of fieldFiskd units are to forward requests with appropriate documentation (see 155:2)
through appropriate manageriai channels to the district Human Resources manager. Each higher
level of management must concur before final-submission-ofthe-g request i gubmitied to the
next higher level,

a. -The district Human Resources manager submits the request to the area Human
Resources manager.

b. Ifitis concurred with at the area human resources level, it is submitted to the area Vice
President for review and conhcurrence,

c. The area Vige-vice Prasidentpresident or area Human Resources manager submits the
formal request to the vice president, Empioyee Resource Management (ERM). Failure-to
ebtam%igheﬁ%vel@enwweneeﬂa%eaemwmH«results-iwret&mef—themques%—%thm
action-taken: _

 154.2 Headquarters Units

Managers of Headquarters units are to forward requests with supporting documentation to their
next higher level manager for review and concurrence, The next higher level manager will then
submit the request to the- vicg president of the functional department for concutrence. The vice
president of the functional department whe-will seek concurrence from their ELT member. The
ELT member must submit the formal request with-appropriate-desumentation-throtigh
administrative-channels-to the vice president, Emplevee-Resource-ManagementERM for review
and consideration. Eash-higherlevel-of-management-must-consur-before-finak-submissien-oHhea
requesHssu—bmﬁteé%—ﬂ%e—nethigheMevekﬁaﬂwe%&ethghe#—!evakeeneu%mnseua%eaeh
level-willresult-in-return-of the request-with-no-action-taken:

155 Documenting Requests

1551 Majer-Organizational-Changes
The process for requesting & major or minor organizational change is described below;

a. The officer of the functional ares submits a formal request to the vice president, ERM, with a
copy to the General-general Counsel-counsel & Executive-executive Vice-vice
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Presidemtpresident. The request mustshould include supporting dogumentation and describe
the organizational change, its rationale, potential benefitsefficiencies, and cost savings.

b. EtThe vice president, ERM reviews-approves- the requesi and; forwards ithe-or-sheforwards
it to the Marmanager, Organizationai Effectiveness (QE),) for further review. )

----- J4f OF determines approves-the request to be g major change, it willang:
¢ {1 Ccontact the business customer to discuss the completion of an organizational change

restructure proposal packet (provided by OE).

d. _If OE determines the reguest to be a Determines-thatitHis-a-minor change and is in agreement
with the reguest, it wills

{4} Ceontact the business customer to discuss, if necessary, or proceed with the requested
change. '

QE follows-the procedure-in-1556.2.Note: Due to the potential employee impact that may result
from an oraanizational change, OF will consult with the Law Department to discuss any legal
aspects that should be considered before proceeding with the reguest,
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{2)—Determines-that it is-a-majorchange, OE sends an-organizational-change
restructure proposal-packet-to-the-requestor. The packet-may-include the following

{i)-——Organizational structure, toursreporting relationships,

(i} ——Staffing structure.i.e. numbers-and-types of positions; titles grades and
i des. ‘

{e)}—— Statistical data-that-may-help-with the-analytical-process,

Reguests-involving-a-major change must be-dosumented-as-follows:

#p—Propare-a-coverlotter describing the purpose-of the-change-including any.
antisipatod-benefite-and associated soste-Attach-concurronse lettors-from-cach
higherlevel-of management that-include-svaluative-comments.

Bo—inciude-a revised functional statement for-the-crganizational-entity, H-appropriate.

Go—mmmCompleto-a-narrative-request for-each-new-nonbargalning unit- job-and-a-R8-Form
8320, Ranking of Fosition Request{see-Bxhibit 212.2), for-sach-new-bargaining-unit
job-requestod, and-cach-existing-position-that-will be substantially-affected-(ses
chapter2) '

ty——Attash-an-organizational- thartshowing-the surrent-organization In-terms-of
' struscture - tours, reporting relationships-numbers-and-types-of positicns,tities;
geadesand-occupation-codes.

155.2—Minor-Organizational-Changes

documentati 9n49%%e&ﬁm%fmﬁh&ﬂﬁes—iﬂ6lud%butﬁ_;nﬁt
limited to, items-a,-b,-and-¢ below.Requests invelving-A-request for-a-minor

shange-must-be-documented '
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Reguest for-additionalpesition. - the-requested-position-is-the-same-as-an-existing
authorized-position-provide-a-letter-containing-appropriate justification-for-the
addition.

Reguestforjob-medification-lf-the requested positionis a modification of-an-existing
ftion. ide-a JobD intion Questionnalre f ab = it

position-or-a-PS Form 820-for a-hargaining-unitposition-{See-chapter-2-for further

e——Regquest-forreductionreplacement orexchange-Hrequestis for-a-reduction;

replacement-or-exchangein-a position provide the-appropriate-documentation-as

L — Roversion:- - the-requested-position-replaces-an-authorized-position,-provide
information-about-the position-boing-reverted-in-a-letter justifylng-the reversion{i
i—t~is-a~bar~gainingmu-m4—pasitien,—pr@videwthawkey;mndars!;-wuiaéividu-al-p@sit’iaﬂ
pumber-and-specify-whatherornot-the position-is-ensumbereds)

156 Approval Authority and Disposition of Requests'

All organizational changes ~— major and minor — mustmay be approved by the Ghietchief
Human-human Reseurces-resources Officerofficer or vice president, ERM, or Marmanager,
Qrganizational Effectiveness. '

166.1-—Fleld

Eorminerorganizational-changesin-the field-that-de-not-rvelve-a-revision-ofan-existing-job
deseriptionthe-distict Human-Rescurces-manager-approves-changes-for-field-units—f-the
regquestinvelves a-change-to-as-existingjob-deseription-the-request must-be-forwarded through
approprate-adminisirative-channels to-Organizational-Design-and-Management-Employee
Resourse-Management-for-review. 1t the-request contains-elements-of- a-major-organizational
shangeadvice-should be-obtaired-from-Organizational-Besign-and-Management within
Employee-Resource-Management-before-procesding:

156.2--Hesdguarters

Ai]---ergamzatieﬁai--‘@hamg@s-—i‘n-‘-%d‘eadquaﬁtemnanEi-‘:aéc@a-‘-@ﬂi@e&--r»aqw'-m«%he---a-ppmval--@f
Organizationgl-Resign-and - Management,-Erpleyes-Resource-Management:

157 -Bispesition-of Regquests
457—.4——9Fgénizati@nak&ﬁeet%ﬂess@eaigwamagem@nﬁ-,—%%mpiaye@ﬁes@ureeMaﬂagam@m
1544-Geperal

After Organizational Effectiveness reviews the reguest and initiates all appropriate procedures for
implementation, the vice president, ERMQrganizationatEffestivenesebesign-and-Management;
Employee-Resource-Managsrment; may approve, approve in part, deny, or propose changes to
any organizational change requestrequasts, :

15792 -Approval

An approved request that is ready for implementation may include includes-all-or-semeone of
more of the following:
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& a—Revised-functional-staterment:
b--Organizational chart showing revised reporting relationships, as applicable.

eb. List of approved job titles, grades, occupational codes, and numbers of positions,
cd. Implementation guidelines;-where-appropriate.

158.11467-13—Denial

Alottor-explaining-the reasons-for denying-a-requestis-sent-through-administrative
channels-to-the-initlating-manager

157.21-General

Mwm%umawwmwmmmvmmmﬁmymwﬂmm@s
within-their-authority-orforward-to-Headquarters-those-astions-not-within-their

-the district Human-Resources-mana qeryreéemmend&agﬁmvahwhe*er_she—sumgnﬂts—the
request-to-the-area-Human-Resourscesmanager:
ts%h&rques%ta%he—viee

157,22 Area level

When-arequestis initiated-at the-area-level:

The-area Human-Resources-managerrecommends-approvalordenies the-request,

lf-th&a#eaHumgnwReseu-mesmanaqeweeammends—apgrovalrhe@%ﬁe—submitsihe
reguest-fo-the-vice president, ERM, for-further review-and-appropriate-action.

167232 Approval

sy

A request that has been approved is sent to the initiating official through appropriate channels.
156.24567.243 Denial

A letter explaining the reasons for denying a request is sent to the jnitiatingrequesting official, with
copies provided to the appropriate functional units.

157-3Implementation-Guidelines

To effect a major organizational change with service:wide impact, Organizational Effectiveness
Design-and-Management-Employes-Resource-Management-coordinates the preparation of
prepares-an implementation plan with stakeholders-that-centains-guidelin

actions. Functional management at Headquarters provides technical guidance, as requested, to
ensure accuracy of content and consistency with established policy. When the implementation
plan ig approved, changes e organizationat structure wil be entered in the Organizational
Management system (sea 181.1).

Wh&lemewcums#anmumqae—t&eaehmgama%na&ehang&g@wm the-implementation-plan
content-the-following-Hlustrates-some-of- the-tems-that-may-be-appropriate:
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Due 1o the unigue circumstances of edch organization, implementation plans will differ. However,
most implementation plans maywill include at least one or moresome- of the following ifems:

a-—Rersonnelpolicies.
Schedule of target dates for each phasestage of the plan.

Anticipated internal operational impacts of the modified structure and/er staffing plan.
Standard jobpesition descriptions for new or modified jobs.

Guidelines for consolidating duties and responsibilities.

Guidelines covering the transfer of functions to or from another crganizational unit.
Clarification of new reporting relationships.

@ ™ o 2 0 T B

Instructions concerning changes affecting bargaining unit positions and consultations with the
management assogiations and local unions, as necessary.

h. Suggested procedures for monitoring compliance.

Note: When implementing an organizational change, the organizational change procedures in
354, Assignment of Unassigned Employees, may need to be invoked.

160 Monitoring and Assessment

161 Organizational Management System

-~ 161.1 Explanation

The Organizational Management (OM) system is a computerized system that:

" a. Provides information reflecting actual organizational characteristics down to the smallest
supervised unit in every Postalpestal Service installation.

b. Identifies the hierarchy of organizational units and authorized positions.

c. Enables the comparison of the structural organization and staffing levels of similar facilities
for the purposa of identilving inconsistencies,

AHows for- &%aﬁmg»mﬁ:twewrai%mpawsm@ b@twae»n like-facHities for
161.2 Reports Generated
161.21 Authorized Staffing Organization Report

The Authorized Staffing Organization Report is a graphic display of the distribution of aII
authorized nonbargaining unit and sslected bargaining unit positions within the-a manager's span

of control. #+The report displays the structural arrangement of an organizat n_a} unit (e.g..,
Postalpestel Service facility, tour, and specialized unit) and provides the fallowingiraa-LK1] data:
a. JobProperjeb title and occupation code.

Pay schedule and grade or leve! for each position.

Number of positions authorized for a given job fitle.
Date of the last change to the organizational unit.

o o T

Note: The rost cenfer code is a ’10~d|cut numbar consisting of a unit's Finance Number ang
Unit 1D,

ELM Chapter 1 Revisions Draft 1/23/2014 22




161.22 Payroll Staffing Condition Report

161.221 Description

The Payroll Staffing Conditlon Report is a sequential printout of authorized nonbargajning_unit
positions ang their incumbents generated by the web-based Complement Information System

webCOINS). The report shows all variances ig approved staffing by comparng data from these
fwo sources:

a. The authorized and on-rolls complement of a unit {identified by cost cenier code and

extracted from the OM system),

b. Current payrell records,

Discrepancies between the two sets of data can be readily identified. The report notes the
following variances between authorized and an-rofisastuat in the Variance column;

a.  Vacant positions {(VAC).

b. Over-complement positions (OVC).
c. Non-authorized positions_{(NAU).

d. Qeoupied positions (QCC).

161.3 Administrative Responsibility
161.31 Headquarters
Organizational Effectiveness establishes policies and procedures for the Orqamzatzon

Management svstem

f@;ﬁstabﬂshmgaikpolmnd pree@ém%tam@&%d e the—@M sysion
161.32 Districts

District Human Resources managers are rasponsible for verifving organizational and staffing
information for ail Postal Service facilities within their jurisdiction. If an QM change is reguired, the
district must submit & request to the ares for review and concurrence, if the area Huma
Resources managers congur, they submit a formal request | in-the-OM
system-f-the-proposed-change-is-beyond-thele-authority.-they-submit-it-to the vice president,

ERM, for review and approval

161.33 Areas

Area Human Resources managers are responsible for verifying organizational and staifing
information for all Postal Service facilities within their jurisdiction, including the area office. 1fan
OM change is required. they submit a formal request im|
the-propesed-change-is-beyond-their-authority-they-submitit to the vice president, ERM, for
review and approval.
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162 Organization, Staffing, and Position Reviews

162.1 Responsibility

Organizational Effectiveness Pesign-and-Management-Employee-Reseurse-Management
. periodically assesses established structures and staffing.

162.2 Purpose
Organizational Effectiveness conducts Fhe-reviews -are-condustad-to ensure that the allocation of

approved positions and the assignment of personnel reflect the most effective use of human
resources. Specific objectives are o '

a.

s 2 0 T

-t
g.

Assess uniformity in organizational structures and position use throughout the Postal Service.
Evaluate the adequacy of jpbpesition descriptions used in the organizational unit review.
Assess the effectiveness of approved staffing and structure.

Identify the informal organization and compare it to the formal structure.

Evaluate staff Interaction In a unit or facility to determine whether:

(1) Approved organizational structures have been implemented.

{2) Authorized positions are functioning as intended.

{(3) Weaknesses exist in the approved organizational structure, andier-positiong used, or
both.

{(4) Timely action is taken whenever non-authorized positions are found.
Determine if overlapping duties and responsibilities exist within the unit.
Determine if structural or staffing designs leave essential work inadequately supported,

Note: The use of the word positionsE is not related to the on-rolls staffing.ate-notonyolls;

employees-are
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2 Job Evaluation

210 General Information

211 Purpose
This chapter: .

a. Provides a logical. fair, and consistent framework for determining the measure of relative
value of each bargaining unif and nonkargaining unit position.

h. Establishes a process for reviewing and updating iob descriptions and qualification standards

used throughout the Pastal Service™.

ca. Outlines the procedures used to request a job evaluation review.

bDetails-the-process-usedie review-and-update-job-descriptions-used-throughout-the-Pestal
ServiceT.

212 Responsibilities

2121 Executive Vige-President;-Chief Human Resources Officer and
Executive Vice President

The Executive-Vice-Rresident-Chief-chief Human-human Resources-resources Officer-officer and
Exscutive-executive Vise-vice President-president Is responsible for ensuring that.

a. Each position in the Postal Service is evaluated and assigned to placed-in-an appropriate
salary-grade level.

b. Postal Service employees receive equal pay for substantially equal work.

212.2 Organizational EffectivenessbDes
.Re%@m?&aﬁ agament

Organizational Effectivenessbesign-and Management:

a. Ensures that the job evaluation policy reflects the Postal Service's commitment fo an cpen,

o e b L e e e

equitable, and cost-effective method_of determining the relative value of positions and grade
levels, using the appropriate job classification system.

b, Employs the appropriate job analvsia tools o identify position duties and responsibilities fo
achieve arganizational objectives,

ca. Develops new pesition-standard ioh descriptions_and qualification standards, when
appropriate. :

db. Revises existing pesitien-standard job descriptions and qualification standards, when
apbropriate.

es. Evaluates all jobspositions and establishes-agsigns the appropriate grade Jevels.

fd. Reviews the grade lavels assigned te existing jobs.

a.  Processes requests for job evaluation reviews (RFRs) applicable fo bargaining unit ang
nonbaraaining unit positions and reviews RFRs sybmitted by Headquarters and area offices.

h. Reviews requasts 1o rank a barqaining unit position (see Exhibit 212.2, PS Form 820,
Ranking of Position Request).,
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e—Matches-dubty-assignments-to-axisting-position-dessriptions.

-f--.----------~----------»----i;?-'mcaeases-4aqu&e@tﬁ—f@n}eb--evaluatEen-‘-r-evi—ew-‘-{-RF-—T-R-S)---aﬁd----Fv‘é%—E@Fm%z@-,-----ﬁ?anking---@f
Fosition-Requestises-Exhibit-212.2)
Ehibit242.2
PS-Eornm-820,-Ranking of-Position-Regueast
UNITED STATES . i
POSTAL SERVICE R&nkinﬂ of Position Requést
¥, Mame of Offive or Organization This Section Completed by Approving Offlcer
Title Qooupation Code
£ SBuggasted Tils of Posifion Pozflion [dentdiaation Level
&, Hecomenended Salary Level (From Hem 9 Koy Position Relerenes Tt
48, Dats Subnitied ds. Reason for This Redquest Wgnature of Appraving Crflalal Date Approved

G, Position Description {Attach contiation sheet If necegsary)

2. Beuie Functions

b, Duttes aid Responsiisiiss

< Qrgenizations] Relabonstips

P8 Form 820, Septenber 1987
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_El; ,E't:! E';: {IE' ;
PS-Form-820, Ranking of Rosition-Request

6, Bvaluation Raport

WETRUCTIONS: For comparative purposes, select an exisling ranked the existing rankesd position most closaly comparable in respect to the
position In the organtzation which s finetionaby refaied 16 the posltion ypas of didles, responsibities, and werk requirements.
helng evafimied. M no such position exists, weles rom o funetionsl area

a. Thie of Comparisen Position

. Kay Fosiion/Standerd Postiton Number Assigned o Compariser Pagiion & Lavelof Gomperisbh Pagitien

d. Compiaratve Analysts [Compare the position Jor which a ranking #s requasted against the comparison position by antoring & cliack fr ifve appropriste
solurn for each eomponent)

Kank In Fatation to Comparlson Position

Descriptive Comparison

a g Bubstardlafly Approximately Substaritlaliy
{Components of New Position) Helow Bekoww v Alsave " Hbove
Diffeulty of Work
Responatiity Exardsad
Baopw and Varlely of Tasks

Condltlans ¢f Performance, lnchuding
Physical Requiraments or Fnzards

Skl or Knowladge Regremonts

Expetionce Requirements

Public Reletioins Requirenients

o, Spectly any otrer comslidutations or untsual condilons or crcwmgtances wilch may have o boadng or the salary isved o the position for which the
Faaking T reLoited,

7. Recommuendation

B, Ot the basis of the annlysiz complated above, | racormement that this b. Skinature of Alhiorzed Gifisial & Date
positian i placed in Laval

% Review

&, your ebjerct o any phase of tho-sssignment, plense no%?ylhe Tvshedtation hewuds of the nonauihorized Teahies and onstion T GOy
prrrlssion to petiorm the duties, 1n vour nobffcation sveld attempting fo desigrato sy tashie) by fovel

[ élgnmxre: ai‘ReMMﬁg Oitieint ] T ] _' '3 i‘..‘vaim ’

P& Form B20, Septembar 1087 (Reverse)
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Exhsb:t2122 (DaQM 0f2¥w . -

Ranking of Position Request

Name of Office or Organization ' This section to be completed by the Approving Officer
Title ' Qgoupation Code
Suggested Title of Position ‘ Position_|dentifigation Level
Recommended Salary Level (From Part D} Keay Position Reference Craft
Date Submitted Reason for This Raguest Signature of Approving Official Date Approved (DR/MM/YYYY)
1. _Basic Functions

‘2. Duties and Responsibilities

3, Orqan}zationai Relationships

PS Form 8&0, January 2014 _(Page 1 of ?)
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Exhibit 212

20. Ranking of Position Request

2{page 2 of 2

Instructio

ns: For comparative purposes, select an existing ranked position in the organization that is functionally related

o the pos

tion being evaluated, If no such posiiion exists, select from a functional area the existing ranked posttion that is

most com

arable in terms of duties, responsibilities, and work requirements,

1. Title of Comparison Position

2. Key or $tandard Position Number Assigned to Comparison Position 3. tevel of Comparison Position

4. Compalative Analysis (In the table below, compare the noéit‘ion for which a ranking is requested to the comparison position by

entering

g check iin the appropriafe column for aach component.}

Rank in Relation to Comparison PosHion

Descriptive Comparison

Requireme

Components of New Position) Substaniially Approximately Subatantally
Below Below the Same Above Above
Difficulty offWork
Responsibility Exercised
Scope and Mariety of Tasks
Conditions b Performance. Including Physical

ts or Hazards

Skill or Knowledge Reguirements

Experienge

Puhlic Relations Reguiremeants

5. Specif

rapking is reqguired,

On the bas

s of the analysis completed in Part G, | o Date (MMDD/YYYY)

Level

| recommeﬁtd that this position be placed in '

If you objeq
concerning

t to any phase of the assionment; (a) notify the installation heads of the ﬁonauthorized featufas: and (b} caufion thém

permission to perform the duties. in your nofification, do not designate any task by level.

Signature

of Reviewing Official Date (MM/DD/YYYY)

P8 Form 82

0, January 2014 {Page 2 of 2)
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212.3 Initiating Offices

Initiating offices {e.g., Post Offices™, districts, processing and distribution centers or facllities,
areas, and Headquarters units):.

a. Rank authorized bargaining unit positions within their organizationsdelegated-authority.

b. Prepare requests to rank bargaining unit positions that cannot be matched to either key or
standard job pesition-descriptions within their organizationsdelegated-autherity,

c. Prepare RFRs requests-forjeb-svaluation-action-on-for nonbargaining unit positions.
212.4 District Offices

District offices:
a. Match RFRsrequests-forjob-evaluation-actions to existing job descriptions.

Resource-Management-HERM?; for review.
212.5 Reviewing Offices

Each reviewing office reviews RFRs and processes them as follows:

a. lihe reviewing office concurs, it su
1o the next review |evelReviey :

b. If the reviewing office does nof concur, it returns the request to the requesting official,
explaining the reasons for denialSuomits-cormments-and-recommendations-on-the-validity-of
the-requests.

Management levels of review are defined as follows:

Initiating or Reviewing 'Office Next-Management-Level of Review

Post Office/Plant District ' '

District 7 Area ,

Area Organizational Effectivenessbesigh-and
Maragemphb-ERM

Headquarters unitunits Organizational Effectivenessbesign-and
Management-ERM

213 ition-Job Descriptions

213.1 Maintenance

213.11 Organizational EffectivenessBbesign-and-Mana

Management,-at Headguariers

Organizational Effectivenessidesign-and-Management maintains a master file of all pesitien-job
descriptions for bargaining -unit urit-and nonbargaining unit pesitions_throughout the Postal
Service. e

213.12 Field

Management officials ard support administrative staff in Post Offices and districts ¢ap access job
maintair-posiion-descriptions through an electronic database named Job Description (D) or JD
Onlingfor-the-positions-within-thelr-jurisdictions,
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213.2 Access to Job Descriptions

All employees are entitled to-access fo jobpesition descriptions for the jobs they currently hold or
for which they apply. Installation heads must take the steps necessary to ensure that jobpesitien
descriptions are available to employees.

220 Nonbargaining Unit Positions

221 Standard-Peosition-Job Descriptions

Organizational Effectivenessbesign-and-Management develops and maintains standard-position
iob descriptions £SRDBs); the basic documents used to describe and evaluate all nonbargaining
unit positions. -Ar-SRB-A job dascription includes information that describes the functional
purpose of the position, the essential duties and responsibilities, and the organizational reporting
relationship. Information concerning the knowledge, abilities, and skills required to perform the
duties and tasks of a position are contained in the position's gualification standards.

222 Requesting for-a Job Evaluation Review

222.1 Background Information
22211 Conditions
Employees or managers must ipitiate an RER if they who-believe that:

a. A major aspect of a job’s dutles and responsibilities has changed; or

b. A major duty has been gdded that was not considered in the initial substantive-information
has-been overlocked-in-a-lob-evaluation-may-initiate-a-request-for-job evatuation review.

222.12_-Employee-Management Differences

The job evaluation review process is not to be used to resolve disputes Pisagreements-between
managers and employees -and-managers-over job requirements, A review may be requested if
management concurs with an employee that the werk performed is not incorporated into the
existing job description ot job requirements, rust-be-reselved-at-the-local level-and-not-by
initiating-an-RER-

222.13 Change in FLSA-Exempt Status

Employees or managers must initiate an RFR jfl there is reason fo believe that a position
nreviously classified as ELSAFLSA-exempt no longer qualifies for that status.; -The senda
request for review is sent to the area Human Resources manager and the Law Department. —An
Fl SA-exempt status mav chanae for any-either of the Tollowingthese reasuns:

a. The employes's-work performed by the emplovee is not consistent with the work
reguirements set out in the job descriptionehanges. '

b, Management determinas that the job description’s work requirements no lenger fulfil
operational requirements and wants the employee to perform other worki-the-emplovee-is-a
manager-or-supervisor-failureto-meet-FL.SA . thresholdrequirements.

c. H4The position is executive exempt (manager or supervisor) and the manager or supervisor,
does not supervise two or more career or noncaresr employees who collectively work (actual

work-hours—dees-notinelude-other-paid-heurs)-80 or more hours per week regularly. The 80
or more hours per wesk includes sctual work hours, not other paid hours,
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222.2 Documentation Requirements
222.21 Preparing a Request for Review
The incumbent or manager prepares a narrative RFR stating the differences between the content

position.
222.22 Signing-Of-Action at Management Review Levels

Reviewing managers_will:
a. Ensure that each RFR is accurate and properly statedpresentation-and-decumentation,

b. Determine whether the -SRD-job description assigned to the employee is consistent with the
actual duties and responsibilities of the positio

the RFR. An RFR that does Reeueetemthatweenot mclude a recommendation — gither
positive or negative — mavinpui-nustwill be returned.

d. Forward the RFR through normal management channels to;

{1 ) The appropriate district office;;-orwf

Employee Resource Management

222.3 Action by Districts

District Human Resources managers_analyze: a-Analyze the RFR and take one of the following
courses of action:

Qv)«wiiiehe«requeewewtim-ieemeuﬁeeeiy«

tay-Approve-the-request-mateh-the reguest-to-an- e%etseg—spia—anep;epare a-Siaffing Change
Notice-showing-the properiifle - grade-and-cocupation-code{b)—

a._ Deny the request and prepare a memorandum stating the reasons.

b. _Forward the request, with comments and a summary of the analysis, to the area Human
Resources manager for review. :

222.4 Action by Areas
- i&the»reqaeetuie eet Wlihlﬁ—theii’ eutherity, fe#wa@ei—the{equeet to-the-area-Human-Resourees

b-—Send-the-Staffing Changs-Netice-ormemorantdura-io-the- initiating employee’'s-manageror
instatiation-head through-nermal-managerial-channels:

Area Human Resources managers_analyze:-a-—Analyze the RFR and take one of the following
courses of action:
Ay-iitheroguestis-within theirauthordty{a) ——Approve the request-match the-request-to-an
existing-SPD.-and-prepare-a-Staffing-Changs-Netice -showing-the-properiile-grade-and
oscupation-cededb-—m-

a,__Deny the request and prepare a memorandum stating the reasons.

b, Forward the request, with commenis and a summary of the analysis, to Organizational
Effectiveness for review.

M%F@WHMMWWM@WWQW%W&%% .
forward-the-request-to-Organization vith-a-summary-ofthelr

Of--Fendag
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apalysis-and-comments-b————Sond-the-Staffing Change-Netice-or-mermorandum-to-the
initiating-employes-or-managen-with-a-sopyic-the district Human-Resources-manager:

222.5 Action by Organizational EffectivenessBesign-2

For a position that may need nationwide review and for any area or Headquarters
positionpesitens, Organizational Effectiveness analyzesbesign-and-Managementa:

e FYEHYZES the RFR and takes one of the following courses of action:

aldata
e =

& espensibiiitié&eeﬁtainedi 4 c;L-pfrepares-&%taﬁiﬁg-@hamge%eﬂe&@}
—Pevelops-a-new-SRE-covering-the-duties-and-respensibiities-contained-inthe-reguest-and
prepares-a-Staffing-Ghange-Notice{d)—

a.__Denies the request and prepares a memorandum stating the reasons.

b. Approves the request and takes one of the following courses of action;
1) Revises an existing job description to include the duties and responsibilities resulting
from the anaiysis and makes any necessary changes to the gualification standards,
21 Develops a new job description that reflects the duties and regponsibilities resulting from
the analysis and makes any necessary changes to the qualification standards,

3  Sends angpproval memerandum to the initiating emplovee or manager,

230 Bargaining Unit Positions Covered by a National
- Agreement

231 »1-Job Descriptions

PS Form 820, Ranking of Posilion Request, {see Exhibit 212.2), js the basic document used to
describe and evaluate or rank bargaining unit jobs covered by a collective bargaining unit the
ratienal-agreement, and generates the following two types of jobpesition descriptions:

a. Key posifions (KPs). Used as benchmarks, or models, in the creation of standard positions,
KPs are ranked to clearly reflect level distinctions. KPs use general terms to describe the
duties and responsibilities of more than one employee.

b. Standard positions (SPs). Although SPs are described in more specific terms than KPs, they
also use general terms to describe the duties and responsibilities of more than one
employee,

The purpose of a pesitier-joh description is to describe three components of a position:
-(a.) pPrimary}-prirsary assignment or basic function;-,

{b 3 tTasks)-tasks and duties involved in carrying out the primary assignment;, and

{c.} oQrganizational-organizatienal relationship.

These components constitute the basis for comparing a position with key positions and for
aligning it with other positions in the Postal Service. :

Note: The job description terminology used in 231 is based on existing regulations,
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232 UsingUse of PS Form 820

232.1 Background
232.11 Purpose

PS Form 820 is used to establish and review rankings of bargaining unit positions in the field and
in certain area and Headquarters units. it serves to document requests for a new position or for
changes to an existing one. In most cases, this form is not required because of the number of
positions already in existence to which work can be matched.

232.12 Conditions

In-most-cases-installation-heads-hold-the-authority-to-evaluate-authorized-pesitions-that-mateh

key-or-standard-positions-forlevels-RS-5.ond-below;-in-these-instances,-ne-Ro-Form-820-needs
to-be-gcompleted-f-a-new-or-changad-position-deses-not-mateh-a-key-or-standard-position-level

m&&mww&%@@z&m%wmmmm

position is needed, the /nstallation Head, funcﬁonei manaoer or designee except 8- theae Cases
where-Organizational-Design-and-Management-completes-it-as-a-result-of a-national-review;-the
instaliation-head-must complete a PS Form 820 with assistance from Organizational
Effectiveness.

Exception: If a position changes as a resuli of a national review of bargaining unit positions,
Qrganizational Effectivensss completes the form.

232.2 Documentation Requirements
232.21 Preparing PS Form 820
Installation heads enter the following information on the form:

a. PositionHeading-entrles to Be Ranked

(1) Name of Office or Organization -titem-t)- Enter the name of the Post Office or other
Postalpestal Service installation where the position exists,

{2} Suggested Tilfe of Position ~(ftem-2). Enter the title proposed for the position to be
ranked,

(3) Recommended Salary Level -fitem-3): Enter the PSlevel from Paritem-6_D on page
2.2the-bask-efihe form.

{(4) Date Submitied. of-Submission-{ilem-4a)- Enter the date on which the PS Form 820
Ranking-of Rosition-Requestis submitied.

{6) Reason for This Request -Htem-4b)- Enter the reason for submitting the PS Form 820.
e Position Description:

{1) Basic Function (item B.118a). Describe the position's basic function in a concise
statement that explains the position’s primary purpose. For example, “Makes general
repairs on a variety of postal and building equipment on a tour when ne other mechanics
are present, performs clerical tasks related to the scheduling, control, and reporting of
plant maintenance activities.” Do not attempt to describe the specific tasks associated
with detsils-of-the position in ltem 1; this information goes in lfem 22this-sestion.

(2) Duties and Responsibilities (Item B,225b). Enter the individual tasks performed in
carrying out the basic function:

(@) Explain the tasks in detail sufficient to provide a clear understanding of the work,
referring to the evaluation facters given in Part C. Hem-8-Horexaraple; These Include
trade fields in which the work is performed, ; type of equipment worked on, commonly
used hand and power toocls,; and nature and extent of repairs, +-and-Describe work
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conditions such as {Her-example-'in and around moving machinery,” "bench work,” or
‘outside work_"}."

(b) Explain responsibilities in terms of de0|3|ons For{f-@r example, "removesremeving
needed equipment from service for repair,” or "reguestsrequesting additional
mechanical or supervisory assistance,”

(c} Note skills, knowledge, and/or experience necessary to accomplish the basic function
efficiently, especially where the task description does not make these qualities readily
apparent. Avoid listing an incumbent's or applicant’s gpecificparticular qualities, -efher
than-unless those gualifies are clearly essential to the position.

(d) Note the duties and responsibilities assigned to the position that are beyond the
scope of the basic function. Estimate the parcentage of time devoted to the separate
tasks. Also note tasks performed at stated-otherthan-daily-intervals other than daily

(e.9.. quarterly, semiannually, annually)..-ete.}-otherthan-daily.

(e) if the position is composed of a combination of tasks requiring materially different
skills and knowledge, estimate the percentage of time to be devoted to each area.

(f) Avoid ambiguous terms like assists or processes. If such a term is used, specify the
work tasks attached to that position feature.

immediate supervisor, and;

{a) If the immediate supervisor works a- different tour than the incumbent, give the
supervisor’s tour time,

{c) Explain the nature and extent of:

(i} Instructions received-given to the incumbent before, durlng, and after task
performance.

(i} Available guidelines and procedures directly applicable to the work.
(iii} Review of the finished work,
(d) 1f more than one supervisor in the chain of command reviews finished work, make g

notationaote-this,
R Evatuation-Report-(ftem-8)-Procesd-as-followss
Evaluation:
(tal) When choosing a position for comparison jn item C.2, select a ranked position in

the installation clesely related in function to the position under analysis. If no closely
related position exists, select one with similar work processes or other characteristics.

(b2)Complete items C.2 and C.3,

(3)_Rank factors in comparative, not absolute terms. For example, if neither position involves
contact with the public, check *Public Relations Requirements” in item C.4undersection
64 as “Approximately the Same.” Comparison reflects the evaluator’s best judgment,
based on knowledge of both the comparison position and the position under review.

(4e)Complete item C.5, as applicable Aftercompleting-Hems 8b-and-Bs where-appropriste,
enter-the-R3 lavel recommendation-in-kem-7a.

d.Recommendation: After completing Part C. recommend a position level (gradePS level), '
ther sign and date the entry,

o 76)-Sig he-PS-Forr-820,
eemfymg th%eeum@y ané cempla@enaaseemparaéle—mﬂther—eﬁlela#eemﬂeat{ems
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232.22 Bigning Off-Acticn at Management Review Levels

Reviewing managers:-a-R_review the initiating office's recommendations and {ake one of the
following actions: '

ab. If they do nof concur with the initiating office’s recommendations, they return the unsigned PS
Form 820 with a memorandum explaining reasons for disapproval,

be. If they concur with the initiating office’s recommendations, they forward the request to the
next higher management tevel for review, as appropriate.

232.3 Action by Districts
District Human Resources managers take one of the following courses of action:

a. ifthe job can be maiched to an existing key or standard position, they forwardreburn the PG
Form 820. signed and dated. o the area Muman Resources manager for review,

i -the-position-is-Hsted-in-the-Bargaining-Unit-Rosition-Autherization-Guidelnes-tavalable-from
Organizational-Desigh-and-Management-at-Headguariers): ‘

{2)-Return-the-original- RS Form-820, signed-and-dated;-lo-the-initialing-nstaliation.

b. If the job cannot be matched to an existing key or standard position, they forward the PS
Form 820 with Part C left blank to the area Human Resources manager for review.

232.4 Action by Areas |
Area Human Resources managers take one of the following courses of action:

a. If they do not concur with the district's conclusions, the manager returng the PS Form 820 to
the initiating office,_with-a-copy-te-the districtHuman-Resources-manager-and-preparesalong
with a memorandum stating the reasons for nonconsurrence, and sends a copy of PS Form
820 to the district Human Resources manager,.

b. If they concur with the district’s conclusions, the manager forwardg the PS Form 820 to
Organizational Effectivengssbesign-and-Management for review.

232.5 Action by Organizational Effectivenessbesign-and-Management

Organizational Effectiveness (CE)Pesign-and-Management fakes one of the following courses of
action:

a1 OF does nof concur with the area's conclusions. it retums the PS Form 820 fo the area with
a memorandum stating the reasons for nopconcurrencs,

b. I OF concurs, it takes the Tollowing steps:

‘{a:1) Evaluates the job against an existing key or standard position, then aither.
-{a) Rrevises an existing standard position, or
-{b) eEstablishesesiablishes a new standard position.

(b2)  After completing the job evaluation, QF forwards the new or revised jobpesitien
' description to Labor Relations for review, craft determination, and any further action
required under terms of the applicable national agreement,

(6:3)  After final approval, QE sends a formal response to the returrs-the-RS-Form-820-te

appropriate.
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233 EvaluatingEvaluatien-of Bargaining Unit Positions

233.1 Purpose

Fvaluating bargaining unit positions consists of establishing Effestive-evaluation-requires-a clear
understanding of the duties, responsibilities, and work requirements of a position. Careful
description of the position ensures that employees receive equal pay for substantively equal
work.

233.2 Basis for Position Evaluation

The comparison of a position's duties, responsibilities, and work requirements to key jobpesiien
descriptions serves as the only basis for evaluation. Spesificaliyt

a._The followin'g factors determine final ranking:

{a&:1) Difficulty of the work to be performed.

{2) Degree of responsibility to be exercised.

(e:3) Scope and variety erof tasks involved.

(¢-4)  Conditions under which the work is performed.
. _The following factors do not affect the final ranking:

(&1} The incumbent's knowledge, skills, abilities, or previous position title.

(b-2)  Designation of the -register-er-hiring list or the maintenance craft's internal promotion
eligibility registar or preferred assignment register {as applicable) from which the

employee will be selected.

233.3 Criteria for Evaluating Mixed Assignments
The criteria for evaluating mixed assignments are as follows:

a. Regularly scheduled to two bargaining unit positions on a daily basis. When a full-time
employee is scheduled every workday to perform the work of two separately defined
bargaining unit positions in two different grades, the employee Is placed in the position of the
higher grade. The duties of the lower grade position, while included in the work assignment,
represent extra duties in relation to the official position and do not affect the pay grade of the
employee.

b. Regularly scheduled on intermittent days in two_bargaining unit positions. When a full-time
employee is regularly scheduled on intermittent workdays to perform the work of two
separate bargaining unit positions in different grades, the employee is placed in the position
in which more than 50 percent of the time is spent. If the time is equally divided, the
employee is placed in the higher grade position.

¢. Regularly scheduled on intermittent days to more than two bargaining unit positions. When a
ful-ime employee is scheduled on intermittent days to perform the work of more than two
bargaining_unit positions in different grades, and less than 50 percent of the time is spentin a
single position, the total work assignment of the employee is separately defined as a position
and ranked in an appropriate grade.

d. Regularly scheduled to perform work in two or more bargaining unit positions in the same
grade. When a full-time employee is regularly scheduled to perform the work of two or more
bargaining unit positions in the same paysalary grade, the employee is assigned to the
position in which more than 50 percent of the time is spent. If the work is evenly divided
between two positions, or if less than 50 percent of the time is spent in a single position, the
work assignment of the employee Is separately defined and an appropriate title is assigned.
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234 Appeals

Employees with positions covered by a collective bargaining agreement may grieve the salary
level, title, or identification of their positions through the agreement's grievance-arbitration
procedures.

240 Other Bargaining Unit Positions

To establish or change bargaining unit positions that are not covered by a particular collective
bargaining unit agreement, thisagreements-between-the-RPostal-Service-and-the-Ameriean-Rostal
Workers-Unien-National-Association-of Letter Carriersy-National-Rural-etter-Carriers
Asseeiaﬂea%ﬂaﬁena#ﬁestakkﬂa#ﬁ&nd%@nm requires submission of a narrative
request or PS Form 820. Employees should BdirectAny- questions regarding these position
evaluations sheuld-be-dirested-lo Organizational Effectivenessbesigr-and-Maragement.

250 Position Reviews

To ensure proper |dent|f|catlon ofa posmon and proper gvaluation of the position’s duties and

management oﬁlmals may review any position at any tlme — by correspondence or on-site
interview. These officials may direct appropriate action to correct the improper evaluation or
| identification_of a position.
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), Section 312, revised, an

251342  Qualification Standards
2513121 General

All candidates must meet the appropriate qualification standards for positions. The statements of
knowledge, skills, and abilities establish the minimum requirements that candidates must meet.

251342.2 Sources
25131221 Nonbargaining_Unit and Bargaining Unit Positions

Qualification standards for Postal Service nonbargaining unit positions are available in electronic
form on the Postal Service latranetintranet under the Human Resources homepage {as
described in 251.22) }-then-under-the-homapage-of Selection-Evaluation,-and-Recognition:
These do not include gualification standards for -exesulive-positions in the Postal Career
Executive Service (PCES), which do not exist,

Qualification standards for use in entrance and ininserdee-gervice placement for Postal Service
bargaining_unit positions are found on the Postal Service Intranetintranet under the Human
Resources homepage (as described In 251.22}. The application of these standards must be
consistent with the applicable provisions of the appropriate collective bargaining agreement. See
Handbook EL-312, Employment and Placement, 76, Bargaining Position Qualification Standards,
for more information. ‘

251252122  Qualifleation Standards Online

Qualification standards for Postal Service nonbaraaining unit (excent PCESexeewtive) and
hargaining unit positions are available in electronic form on the Postal Service Intrangtintranet, as
follows:

a. Go to hitp/fblue. usps.deviwpsiportal.

in the right column, under Human Resources, click HR Home,

In the HR Department section, click Emplovee Resource Management.

Scroll down fo Who Are We? and click Organizational Effectiveness.

o o 0 U

Scroli down to Essential Links and click Job Descriptions/Qualification Standards (JD
Online).
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