LABOR RELATIONS FEB l “ 29“

UNITED STATES

’ POSTAL SERVICE

February 6, 2014

Mr. Louis M. Atkins

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear Louis;

As a matter of general interest, the Postal Service intends to revise Handbook EL-312,
Employment and Placement, Section 741-744.3 and Chapter 75.

The purpose of the revisions to Sections 741 - 744.3 is to update existing policy
regarding the selection and placement of nonbargaining employees. The revisions to
Chapter 75 incorporate changes related to Examination 642 that were effective July 1,
2013.

We have enclosed:

e« Afinal draft copy of the revised Handbook EL-312, Employment and Placement,
Sections 741-744.3 and Chapter 75.

o A final draft copy that identifies changes to the Handbook EL-312, Employment and
Placement, Sections 741-744.3 and Chapter 75.

Please contact John Cavallo at extension 3804 if you have any questions concerning
this matter.

Sincer

Alan S. Moore
Manager
Labor Relations Policy and Programs

Enclosures

476 LENFANT PLazA SW
WasHingToN DC 20260-4101
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7 Assignment, Reassignment, and
Promotion

ok ok oKk kR

74 NonbargainingEAS Positions

741 Purpose of Subchapter 74

These policies and procedures are to be used in filling headg
nenbargaining EAS-positions, including mgost supervisor
and postmaster positions_under the following pay sysie;
and {¢) Technical Pay Band—and-(d}-Atlorney-Go
Compensation System positions are nof covered

s, area, and field

ial, administrative, clerical,
{b} Management Pay Band,
elections for Atiorney
ervisor, Customer

Services and Supervisor, Distribution Operatic : tiohsare filled using
the policies and procedures contained in 7#3;-f election Process.

742 Selection Principles

Make high quality selections to me ar frational needs.

14

alified emplovess sligible for a noncompetitive voluniary lateral
iower level at any of the following fimes:

a.. . When applications are received, _
b. Before the compelitive announcement process hegins,

Management may consit
reassignment or change t¢

€, __BPuring the competitive announcement process,

d. After the applications have been assessed.

their former position,

Employees seeking noncompetitive placement into a position at the same or lower level may
submit a written request to the selecting official for consideration, or, if an employee with a
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disability seeks reascnable accommodation by reassignment to a position at the same or lower
level, the employee werks with the appropriate reascnable accommodation committee at the

district, area, or headguarters level. -erataay-interveninglevelk

Feeard—am#mne% -sab}ee«t twmspeem timeﬁ%}m&}—‘llh&emp o

tompotary;-or--natie-excead--positien.

c-Employees-with-saved grade-status-may-be-considerad, petitively-for positions-up-to-and
insluding-the-levelolfiheirsaved-grade-position. ]

ast-to-the-selecting

B

Selecting officials are nsi of consideration_for nonbargaining

vacancie

743

a® | ters vacancies is career nonbargaining
emp

or positlons filled under the Supervisor Selection Process is all
argaining employees) District-wide (see 75),

minimum area of co SIE
career employees (incl

b—All eligible nonbargainigEAS employees (including Aarea, Headquarters, and Headquarters
field units) may apply if their current work location {~where they physically report to work}-— is
physically-located within the geographic (service) area of the organizational unit sta{ed-ln the job
posting.

743.132 Extending the Area of Consideration

e—-After the assessment of potential applicants, the area of consid'eration may be expanded to
include;

(b) A__ 1arger geographic territory (|.e., Aarea-wide or Pestal Service-wide), andgior
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{c) An may-be announced-external ly announcement. {srodermaladveriisement,

743.14 Determining Eligibility

Career employees are eligible to apply for posted nonbargaining&AS positions if they are within
the area of consideration.

Other employees are eligible under the following circumstances:
a. Extended sfigibility. Eligibility is extended for certain postmaster positions, as follows:

EAS-16-and-below(1) F-posimaster— PMRs (this includes Postmaster relief/leave
replacements (PMR/LRs) and Postmaster Reliefs (RMPC)) may apply and compete for
internatiy-announced career 8-hour Postmasier sestmastervacansies-vacancies posted
within their district when the area of consideration has been nded to carger bargaining

employees.

4-(2) WhentThe PMR/LR appliesapplying for a_post
employing Post Office, the-RMRAR-must be consi
Office.

aster position at a his or her
electing official at that Post

residents of Area Operations and
inate employees from any
tl.s0 that they may be considered
jon. This nomination process
ons, hardship, and/or

the manager of Corporate Pers
location within the Postal Service

revel Tempotdry Assignments

filled by a higher-level temporary assignment

Hia] candidate for the vacant position, then the higher-
& the 121st calendar day.

tverlfy the non;candidate status of the employee in order to
orary assignment beyond 120 calendar days.- (Exception: if the
detail assignment wa iy aporoved by a PCES Manager, additional approval for the
extension is not necessé Ba 716,144.)

b—The duration-ofthe gxtension this-apgrovalis-lasts until a selection is made and athe new
employee permanently assumes the position,

approve an extensi

be. An employee who has served in a vacant position for more than 120 calendar days is
inzligible for placement in that position.

743.16 Exceptions to the 120-CGalanday-Day Limit

a._The 120-calendar-day time limit does not apply if the assignment is:
{1} _To a position at the same or lower level.
b{2) During the temporary absence of an employee.
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&-(3)__To an officer-in-charge assignment.
{4} _To an initial level supervisor position.
&{B)_To a headquarters position.

b. A trailing spouse is the The-spouse of a nonbargaining employee relocated for placement into
a new position-frailing-spouse). The trajling spouse may be detalled for not more than 90
calendar days in the new location. The 90-day assignment may be extended for one additional
90-day period with the written approval of the: '

(1) Manager, Human Resources {Area) - {for field assignments); or

(2) Fithefunctional officer - {ffor detail to a Headguariers position},

743.17 Posting a Nonbargaining Vacancy Announcement

dided-in-Handbook-lL-350;
sted for a minimum of 15

%ewamsywewemenﬁ&mepamé uamg -tha-guidel

g, dDuty station:

b.. wWork assignment;
¢.._naNonscheduled days,-apd
d. wWork hours-must-ba-inelh

If any er-all-of these elements require frs J [ meet operational requirements,
the announcement must so-state_this. : i :

Section 763.22, Loc 51 i i g it #scribes the circumstances
in which typing a ¢
aFor-postrasts : FIFK e ement-
be-reguired-torelo A -Office carmmunity-iHt-is-determined-necessary-to

' SOHH chercommuniby-nvolvernment:

A vacancy does” }
previously; and_(H)*

The two vacancies mus the same;
(a)_pPosition title;
(b) eQccupation code;
(c)._gGrade;
(d) {Location;
{e) tTour (where applicable), and

{f} pPosition requirements.
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743.2 External Recruitment

The following sections describe the characteristics of the external recruitment process.

743.21 Recruiting for Additional Applicants

Generally, nonbargainingEAS positions are filled from within the Postal Service. Management is
not required, however, {o select postal applicants over significantly better qualified external
applicants. Every effort must be made to select the individual who best meets the requirements of
the position.- The following procedures anply:

a._ The selecting officialhrirnan-resoursas-manager initiates externalrecruitment from an
external source to fill a vacancy only efferis-when-requested-by-the selecting-official-Teo
produce-an-adeguate-numbsrof well-aualified-applicanisdor a-vasant posifion,-exfernal
rocrditrnent-may-be-iniliated-(a)-after exhausting the irinternal selection process
{(with or without expanded area of consideration pe

b, The selecting official may choose either a nong ) a competitive recruitment
source. For example, the official may;

(1) Reinstate a qualified o
due 1o a reduction-i
List under the cond

2 who has been p
described in Emplo

3)_Initigte &
WIWW, LS

. it daye-from-the-clesingopening-date-of the lastfirstinternal
extemalp ional-posting-of-the-vacaney-ls-desired-the-cycle-begins-again

with-a-posting atisforeitherintemal-applicants-enlyOR-beoth-internal-and

external-applica

d. External applic lete PS Form 2591, Application for Employment. (See
Note: Current Postal Service career employees are not eligible to apply for external job postings.
Exhibit74321

Extornal Recmitment — EAE Vasanoies

Publisize-vacansiesfor-external-recruliment-throughout-the-geographic-ares-cf consideration-by
plasing-pald-orunpaid-commarcial-advertisemente-to-reash-the diverse-mbrof-professionals
represented-in-the-specialy-of the-vasaney-

Belect-from-the-exiemalcandidate-pool-by-wiilizing the-methode-described-in-the-Rersonnel
Selection-Methods- Web-bassd-Fralning, Course-21553-00.

Eliminate-the-obviously-not-qualified-applicants first.

ormep Tttt b d bt N 30 N D BT P Nl R N el b A L Dot d




Rate-and-indicate-the-applicant's- demenstration-of knowledge-skills,-and-abiliies-for-eash
requwemem statement-on-the:

- Reguirementt|Requirement 2 Reguirement 3

Applicant-4
Applicantz2

Applicant-3 |- - -
Hee-the following scale:

Ll
i
EH

bel-polnt—dinimaih-accepiable.
&-3-points—Excelont:

Ay s aTe B aTEFaalate ¥ Haves for ano
A e Ho -5, YA Y A X

a-Livide-the-total-peint-score-by-the number.
results-in-the-applicants-point-average.

b-Muitiphr-the-applicants-point-aves

neing-order-ofthe-final score;
ial-Security-pumber e
e-same-{Bed-436-Braaking-Hes)

.;‘.;.n@udi-ng--p}refetfeﬂee-e-hgib#ewih—wu
ans-b iereae&gp}*a#efﬂased—wh@

EorEAS-positions-desigh “as-Seientific-and-Professional-{(see-443)-Groups-1-and-2-are
combined.-The-order-lo-use-is-deecribed- in-443-

743.22 GCompetitive Recruitment SourceRecruiting for-A-Through-E-Rostmaster-Pesitions

When a nonbargaining vagancy is 1o be filled externally and a noncompetitive recruitment source
is not used, the vacancy is posted on www.ysps.con for a minimum of 5 business days to ensure
adeguate public notice (see 423, Additional recruitment aclivities may be embloved io atiract a
diverse mix of gualified applicants for the vacancy's speciality.

743.23 EAS Positions With a Test Reguirement

{f the nonbargainingEAS position has an examination requirement, all external applicants who
apply by the closing date must have an equal opportunity to complete the testing process if not
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currently qualified. Applicants for-promotion-whe do-not achieve-a-passing score or whe fail-to
complete-the-examination-process-are-neligible for further considerationfor-the vacancy-(see-422
and-433}).

743.24 Evaluating External Applicants forNonbargaining-Positions

Evaluate external applicants. inciuding those who qualify on testing requirements, by using the

methods described in 743.4 and the Nonbargaining Selection Methods fraining, unless otherwise
stated,

itextornal recruitment-is-needed-to fill A-through-E-postmaster-positions;- the-vacancy
must-be-posted-forpublic-informationin-the-vasancy-office publickzed-to-community
vganizations, and-advertised-in-local publications.-(See-Exhibit 74322, External
Recruitment, Postmasters-A~-E; for-the ranking-and-selectionprocess-forexdomal
applicants-for these postimaster positions.)

a-The-selesting-official- deflnes the-commuting

b.Forextemal-resruitmont; post-Notice 4,-Po
the-vacansy-office. The notice-explaine-th
andforcommuting service-area-will be-con
e.fublicize-the-vasanoy-to-so
andlorcommuting-aress
diinterview-the applicants-in-acet

in-the-soervice-area, as-follows:

2 Group-2-——All
gualifications-wi

inal-assessmentand make-the-medical suitability
sandidate-mests-the physical-requirements of the

closing date of the announcement using the online application system, eCareer, Exception;
Under USERRA, applications from employees who are on active duty with the uniformed services
are accepted at any time for subsequent consideration when a vacancy is announced (see
772.1b). _wse-Form-804-Applicationfor-Rrometion-or-Assighment-A-supervisory-evaltuation-is

associate-supemisor-as-dessribed-n-75-Superdsor-Selection-Frocess:
Applicants for promotion who (a) are not otherwise efigible on an examination requirement, {(b) do

not achieve a passing score on a required examination. or (¢) fail to compiete the examination

process are ineligible for further consideration for the vacancy (see 422 and 433).
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Applicants-submittheirapplications-direstly-to-the-losation-shown-ep-the-announcement -with-an
information-copy-to-their-eurrent-manager-TThe selecting official may verify any information
provided on the application Ferm-8g4-with appropriate individuals,

743.4 Assessing Applications

The following sections discuss fwothree components used in assessing applications for both
internal and external applicant pools:

{a) tThe use of guidelines by personnel invoived in the process; and

(b} pProcess and documentation requirements, ;-and-{c}-the-maintenansce-of vacancy-files-and
promotion-reports-by-the-Human-Rescurces-manager:

743.41 Using Guidelines

Selections are to be made in line with the philosophy and s described in Personnel
Ncnbargaining Selection Metheds Webubaseéqitrainin 1553-00 , available on the

i ourse and Essentials of
1586 are+s requsred fraining

Interwewmq and Hiring: Behavioral Interwew Tec ;
for selecting officials and review commlttee me

¥ Tatomfata AN --n-_--it- uTatul i Fy £
Lt it CFed G [ s a0 gl 35T v s e o B AR DL S TR

hcwevewewewcf the»intreceimbaeed#emm

(KSAs) relevant to the position’s requirs
vacancy posting. Applicants are not req
descriptiocn, Demon 0 i
the summary of g E
Applicants’ qualifi

va
appl ; A "ising a review committee, the chairperson is
respo : i cuments the committee’s consensus ratings. If a

review ' official must complete the matrix. See 743.442 for

743423 tse of N

If the committee chairpg] Skes any notes in the consensus discussion, or the selecting
official makes any notes dirig any of the applicants, while reviewing applications or
conducting interviews, these notes are considered official documentation of the assessment
process. Such notes must be preserved in their original state regardless of the format and
medium used for récording. The note-taker must date and sign all notes taken. See 743.442 for

retention requirements.

743.43 Assessing NonbargainingEAS Applicants
743.431 Rating Applicant’'s KSAs

Rate the applicant's demonstration of KSAs fcr each requirement on the vacancy posting, and




a. 0 points — Not demonstrated at minimum level.
b, 1 point — Minimally acceptable.

¢. 2 points — Strong,

d. 3 points — Excellent,

743.432 Completing the Requirement-by-Applicant Matrix
Instructions for completing the matrix:

a. Entering names and KSA requirements. Spaces for entering specific requirements for the
position are across the top of the matrix. Spaces for applicants’ names are on the left. All
applicants must be listed on the matrix, If a review commitiee is used, the chairperson is
responsible for recording the consensus ratings, If a review géimmittee is not used, the
selecting official records his or her ratings on the matrix,

test); —ya&aheal@ﬂr&t
1., dDetermineg if the applicant mee

rix, record YES if the
does not meet them.

2. _Inthe appropriate space on t
requirements, or NO if the appli

3.._This is the only rating for such req‘
4. .Exercise caution
to disqualify an applt
at a later date.

¥ test requirements, taking care not
s that the requirement can be met

C.

arnal applicants only. See Appendix F, Conversion Tables for
" and follow thase instryctions:

2. Gonversion-tables-are-located-in-Appendie-F-Conversion-Tablosfor-EAS
Rositione--Locate the applicant's Raw Score (total KSA points) and read across
_the chart to the converted score. This is the Basic Score,

3._Ferexternalapplicants-1The evaluator (review committee or selecting official)

persen-completing the matrix is responsiblehas-responsibility for entering the
Basic Scores into the-eCareer-system. {See

Exhibit 743.432_shows a sample completed matrix for an externally-announced vacancy.}
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I

Exhibit 743,432

Completed P8 Form 5857 Matrix for a Job With Five KSAs and an Education Requirement,

External Vacancy

KSA 1; KSA 2; KSA 3: KSA 4. KSA 5: Education {RAW  |BASIC
Knowledge |Knowledge |Knowledge [Knowledge |Knowledge of Requirement; | SCORE|SCORE
of statistical |of public of survey  |of various purchasing  |Graduate {Total |(Does not
analysis relations research approaches |and contract |degreein KSA include
packages |and various |techniques |[to evaluating |administration |Industrial/ Points) |Veterans'
(2.g., SAS) |media |and employee Crganizational Preference)
outlets practices performance Psychology

Applicant1 |2 2 2 2 2 Yes 10 85

Applicant2 |3 3 3 3 Yes 15 100

Applicant3 11 1 2 2 Yes 7 76

Applicant 4 No 0 0

Applicant5 ]2 0 0 0

Applicanté |3 2 3 12 91

743.44 Documentation RetentionMaintained

743,441 Responsibilitios :

& ing-officialis-responsib vacanclos-filled outside
eQaree#—and—%bﬂnsludmgmeeFdstha ctrate-how-established-selaction

procedures-have beanfollowed-

The chairperson of the ‘

743443 Retention-of- Notes

i ol ardless-of format-and-medivm-en-which-notes-are

al services forretention-in

). The vacancy files include records that

ion procedures have been followed.

L-Dye-AD,

at Matrix

iscussion.-and

ali-notes-recorded-by-the-selescting-official-reg ]

743.442 Retention Period

Vacancy files are retained for five vears.
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743.5 Roles of the Selecting Official and Review Committee

743.51 Selecting Official

The selecting officlal is the manager or supervisor with the vacancy. The selecting official;
(a) -aAssesses the potential applicant pocls;
(b)_dDefines an area of consideration; and
{¢) sSelects candidates for designated vacancies:_and

(d) He-orshe-eEnsures that selections are made in keeping with all applicable selection
principles, including equal employment opportunity laws and the Affirmative
EmploymentAction Program of the Postal Service. :

743.52 Review Committee 3

When 11 or more applications are received, a review at least 3 members must
assess eligible applicants (see 743,522 and 743, 523 ittee membership and
restrictions). If there are fewer than 11 applisatio ingwgificial may designate &
review committee {0 assess sligible applicanis

743.521 Review-Commitiee-Function
The maior functions of the raview

(1} aAssist the selecting official in

2} fRecommend candidates who besta
ormere-applications-are-recaived;-the-
Gemm}tte&ef a% Jeastw
mustinterview-indiy

{#-there-are-fowerd

y, h%amm%eef

—seleotmg @ff;@rai must b&e@rﬁ#;@d iR
her-a-review-cormmittee-is-used-the
--%h@---traéﬂing--requiremem-t-:

33
¥
5
;
u
ta
iy
12

el t be nonbargaining EAS-employees at a level equal to or higher
- than that of the vacan$y or review committee membership, level is defined as an
employee's permanent (@ ed) grade, not a part-time or temporary level resultlng froma
temporary assignment (detail)_or; ad hoc assignment-ertemporar :

743.523 Restrictions on jMembershipSetting Hp-Redew-Gommitiee
The-rRestrictions on setting up athe review committee include the following:

a. Neither the supervisor of the position to be filled nor any manager exercising authority over
the supervisor, -up to and including the selecting official, --may serve on the review
committee or participate in its deliberations.

b. Exceptions to review committee membership may be approved only by the area vice
president. The reasons for making the exception must be fully documented and placed in the
vacancy file.
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c. Review committee members are prohibited from participating in the consideration or
recommendation of a relative (as defined in_Chapter 5)-543:32¢. Each member is responsible
for notifvingidentifying-the-relationshin-te the committee chairperson ¢f the relationship. A
member with such a relationship must and-wilt-be immediately-excused and replaced
immediately. A-nole-explaining the-action-taken-is-included-in-the-selection fils:

d.  Each member must be certified on PersenneiNonbargaining Selection Methods training,
course 10022345, and Essentials of Interviewing and Hiring: Behavioral inferview
Technigues, course 3623586 course 21553-08 (see 743.41).

743.524 Review-Commitise-Duties
The duties of the review committee include:

ar must indepandently
L Ferrms-08t-submitied-by-all

a. Considering each application submitted. Each committes me
determine if each applicant has demonstrated each requit
aoplicants.

b. Conducting felephenie-interviews by telephons or i
Review commiltee interviews are not mandator

al-intenviews as needed.

c. HessiblyrQptionally requiring applicants to i heir past work that
demonstrate their abilities to perform requ i 3 vacant position,

Note: THewever-the committee is prohibitéd iri i take a written
test; (2)-to write a paper on a specified topic; & -analy ve in v ga
prescribed managerial or techn' problem;: or L«
examination.

Recording consensus ratings fo i icantaione PS Form 5857, Requirement-

g {see 743.523d) or will take the reguired training
srsonnel-Selection-Methods web-based-fraining:
commlttee may discuss how filling the vacant position will

F@Gmnmanﬁed appheaﬁts LG else; fum{sheei t@ the s.se!e@tmg @ffmm The—se#actmg cafﬂera-l
endorses-the-rmemerandum-that-all commitiee-members-bave-besn-certified-on-the-Fersonnel
Selection-Methode-Wab-based-Training:
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743.53 Selection of Applicants

The selecting official, with or without the assistance of a review committee, identifies the applicant
whose KSAs best meet the requirements of the position and who has a high probability of
successful performance in the position._Rocumentation responsibilities are described in 743.424.

a. If a review committee was used, and the commitice:

1. Did not interview the recommended applicants, the selecting official must personally
interview each of them before making a selection decision.

2. Did interview the recommended applicants, the selecting official may.
a. Interview them again before making a selection;; or

(e} -Interview-all-minimaly-qualified-apple

h. If a review committee was nhot used, the resp
whether the vacancy is being_filled (' ternally or exte

(1) Internal:
(a} Review the applications,

depend on

Form 5957,
{c) Interview afl

(2) External;

m 5957 based on the paper review, create Hiring List fo
der, interview and make a selection using the Rule of

. document ratings on PS Form 5857, create Hiring List to
gr, and make a selection using the Rule of Three (see 624).
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743.6 Selection Approval

All selections {competitive or noncompetitive: internal or external) are sublect to next higher-leve|
review and approval. The required higher-level review and approval must be accompiished
befare the parsonnel action is effected or the selection announced,

Exception: Clerical positions (e.q., Administrative Assistant) reporting directly to a PCES
manager do not reguire higher-leve| approval,

744 Implementing the Selection

744.1 Effective Dates

coordinate effectlve datess to ensure approprlate coverage

losing organizations must

744.2 Transition

Whenever possible, the gaining manager and thet&tice ' uld meet to share
expectations and concerns and to assist with g position, The
selecting official should introduce newly hireds prkforce whenever
practical and manage the prebation peri

744.3 Postmaster Installatig

ceremanies and determining the apprd
based on the overall business valus. A
meetings with commupj
(see Adminisirative &

Installations—forgi ¢

office and the community
frem-rescheduled group
fations, and receptions-ete-

ible for in
Clearances).
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7 Assignment, Reassignment, and
Promotion

* k k k%

75 Supervisor Selection Process

751 Purpose

The Supervisor Selection Process is an servisae-anneu
process exclusive to-current-career-postal.empioyess. -

assessment; and selection
. fill two initial-level supervisory

Seminars may be held to provide information
The seminars will include information on these

a. An employee s&¢
selecting official.

b.

c.

d.

e. nanner must meet the qualification requirements for the position,
except tha 2 not required to meet the Examination 842 requirement.

Note-H-an-employ or-above-cheoses-io-compels-in-response-to-a-vasancy

announcement-the 18 %vammm%mem%eempemwewn cideration

including-submitting-an-& or-for-the-posit however-the-emploves

will-net-be-reguired.to. tak@%xawm;en@%m

753 Competitive Process

If a position is not filled through noncompetitive procedures, then it is filled competitively through
employee application in response to a vacancy announcement.

The following procedures apply:

a. The employee must submit the eCareer application during the posting open period.
(Exception; See 772.1{h) for employees who are net able to apply through eCareer as a
result of active military service).
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743.6 Selection Approval

All selections {competitive or noncompetitive; internal or external) are subject fo next higher-level
review and approval. The required higher-level review and approval must be accomplished
before the personneal action is effected or the selection announced.

Exception: Clerical positions (e.g., Administrative Assistant) reporting directly to a PCES
manager do not require higher-level approval.

744 Implementing the Selection

7441 Eff_ective Dates

The gaining and losing organizations must coordinate effect]
coverage.

&s to ensure appropriate

744.2 Transition

Whenever possible, the gaining manager and th
expectations and concerns and to assist with 2
selecting official should introduce newly hired

position. The
ever practical and

The manager of Post Cffice Operatio nsi Ciatdinating postmaster installation
ceremonies and determining the appr i f

based on the overall business value. Ac
community members

group meetings with
ns (see Administrative
Aistaflations),
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7 Assignment, Reassignment, and
Promotion

ok Kk kK

75 Supervisor Selection Process

751 Purpose

The Supervisor Selection Process is an assessment and
level supervisory positions: {a} Supervisor Distribution Q

process used to fill two initial-
. EAS-17; and (b) Supervisor
ast meet the qualification
requirements of the positicn.

Seminars may be held to provide information oming supervisors.

The seminars will include informaticn on the
a. Supervisory positions, duties, and responsib
b. The application and selection p

752 Noncompetitive S

Competitive procedures are not require A init or an employee requests
reassignment to the s oy s i ts or requests in writing a
position at a lower le :

a. Anemployee %
official.

st meet the qualification requirements for the position,
re not required to meet the Examination 642 requirement.

employee application in résponse to a vacancy announcement.
The following procedures apply:

a. The employee must submit the eCareer application during the posting open period.
(Exception: See 772.1(b) for employees who are not able to apply through eCareer as a
result of active military service).

b. An application may be submitted for each position and location for which the employee is
eligible for competitive consideration.

¢. The employee will be assessed in accordance with the competitive process, including the
requirement to qualify on Examination 642, unless one of the following exceptions apply:
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e (1) Employees currently qualified on Examination 642 are not required to retake the
examination (inservice examination results are valid indefinitely).

* (2) Employees grade EAS-17 and above are not required to qualify on Examination 642,

¢ (3} Employees who formerly held the position of Supervisor, Customer Services or
Supervisor, Distribution Operations are not-required to qualify on Examination 642.

d. A selection will be made in accordance with the competitive process.

753.1 Area of Consideration

Selecting officials are normally responsible for defining the area of consideration, The area of
consideration may be limited during periods of arganizational chapge. The minimum area of
consideration is all career employees District-wide and may be gxganded Area-wide or

syees (including Area,
manent current work

ted within the area of

Headquarters, and Headquarters field units} may apply if th
location — where they physically report to work — is ph
consideration stated in the job posting.
External recruitment may be initiated when vacangjes 2 i arnal placement of
employees. Note: Current Postal Service careg - to apply for

external job postings. {

753.2 Vacancy Announce

and it must be posted for no less
ing information about the

The vacancy anhouncement is post
than 15 calendar days. The announcer
vacant position:

a. Position to be fil
b. Geographic af
c. Duty station.
d
e

annauncement.

754 Selectio k acement Process

754.1 Assessment Process

Competitive applicants are assessed by and must successfully complete the following:
a. Examination 642.

b. Application review.

c. Interview.
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754.2 Process Guidelines

Application reviews, interviews, and selections are to be: (a) made in accordance with Supervisor
Selection Process guidelines provided by the office of Organizational Effectiveness (OE), Human
Resources; and (b) conducted in @ manner consistent with the philosophy and methods described
in Nonbargaining Selection Methods Web-based Training (Course 10022345}, Selecting officials
and review committee members are required to take this course,

755 Roles and Responsibilities

755.1 Review Committees

If there are eleven or more applicants, a review committee is req
applicants, a review committee is not required. Even when a
the selecting official may decide to convene a review commit

ired. If there are ten or fewer
ommittee is not required,

employees at a level equal
on Membership). Itis
representative from

A review committee must have at least three members wi
to or higher than that of the vacant position (see 74
each of the following:

a. Customer Services,

b. Distribution Operaticns.
¢. Human Resources.

manager with the vacancy, The selecting official must:
a.
b. Complete related tion and eCareer activities.

¢. Choose the individual who best meets the position requirements.
d. Select exclusively on merit.

If the selecting official does not convene a review committee, then the selecting official must
conduct the application review and documentation activities before conducting the interviews.
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756 Application Review
756.1 Process

The applications are reviewed and rated for all applicants meeting the Examination 642
requirement,

a. [f a review committee is convened, the committee conducts the reviews.
b. If thers is no committee, the selecting officlal conducts the reviews,

756.2 Documentation

The PS Form 5957, Requirement-by-Applicant Matrix, must be cdinpleted with ratings for all the

ponsible.

757.1 Process

If a review committe nd for interviews 3to 5

! : Gre than one vacancy (on the
same vacancy annolj i nt will be recommended for

The review comm

“Not Recommended areer questionnaires.

758 Interview ad Selection

758.1 Procéss

The selecting official conducts interviews of the candidates recommended by the review
committee. If there is no review committee, the selecting official interviews the entire group of
applicants, except those applicants deemed as “No Demonstration” on the application review.
758.2 Documentation

The selecting official ensures that PS Form 5957 and any interview notes are submitted to Local _
Services to attach to the posting requisition (see 743.44).
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758.3 eCareer Questionnaires

The selecting official completes the eCareer questionnaires, indicating the selection.

759 Training Following Selection

Newly promoted supervisors will receive training after placement.
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b. Such An application may be made-submitted for each amy-position and location for which the
employee is eligible for competitive consideration.

c. The employee will be assessed in accordance with the competitive process, Inciuding the
requirement to gualify on Examination 642, unless one of the following exceptions apply:-

¢ (1) Employees cumently qualified on Examination 642 are not required to retake the
examinaiion (inservice examination results are valid indefinitely).

e (2) Emploveas grade EAS-17 and above are not required to qualify on Examination 642,

» (3} Emploveas who formerly hald the position of Supervisor, Customer Services or
Supetvisor, Distribution Operations are not reguired to qualify on Examination 642,

d. A sSelection will be made in accordance with the competitivegprocess.

753.1 Area of Consideration

Selecting officials are ngrmaily responsible for deflnlng
consideration may be limited during periods of orga

fconsideration, The area of

consideration is all career ampiovaas Dlstnct widl ' fnd Area-wide or
Service-wide, sheowd-sensistofalleligible-ca voas-withi All eligible
bargaining-EAS and ngnbkargaining unit emple ludi arters, and

Headquarters field units) may apply if thelr pe
physically report to work — is physically located
consideration erganizationalunit stated in the JOb p
necessary-to-relocate-an-employess

External recruitment may be initlate
employees, Note: Current Fostal Se
external iob postings.

iled by intarnal placement of
ot sligible to apply for

The vacancy announden i gor system and lt must be posted for no less
than 15 calendar days. T '

e o0 T

sant position.

Srequires frequent change in order to meet operational
t must se-state_this,

753.3 Application Procedures

Employees apply by submitting an application via eCareer, by the date and time specified in the
announcement,

754 Selection and Placement Process

754.1 Assessment Process
Competitive applicants are assessed by and must successfully complete the following:
a. Examination 642,




b. Application review.
C. - Interview,

754.2 Process Guidelines

Application reviews, interviews, and selections are to be: (a) made in accordance with Supervisor
Selection Process guidelines provided by the office of Organizational Effectiveness (CE), Human
Resources; and (b) conducted in a manner consistent with the philosophy and methods described
in Nonbargaining Persennel-Selection Methods Web-based Training {Course 1002234524853..
D). Selecting officials and review committee members are required to take this course. -

755 Roles and Responsibilities

755.1 Review Committees

If there are sfeven or more applicants, a review commil jtired. If there are fen or fewer
applicants, a review committee Is not required, Eve
the selecting official may decide to convene a revigh

A review committee must have at least three
to or higher than that of the vacant paosition_(s
Membershin]. It is recommended (but not requir
representative from each of the following:

a. Customer Services.
b. Distribution Operations.
¢. Human Resources.

t not the strustured
ad-interviews.

The role of a review cgs
interviews. The sel

If there is no reviey
documentation activi

pplication review and
tused-interviews.

755.3 Selecting O
The selecting official is nomal[y the manager with the vacancy. The selecting official must;
a. Conduct strushured-interviews.

b. Complete related documentation and eCareer activities.

c. Choose the individual who best meets the position requirements.

d. Select exclusively on merit.

If the selecting official does not convene g review committee, then the selecting official must
. conduct the application review and documentation activities before conducting the steuetured
interviews,




756 Application Review

756.1 Process
The appilcatlons are reviewed aﬂd rated for all applloants meet mg thg -he- eam»ad aquahfymg

a. If a review committee is convened, the committee conducts the reviews.
b. If there iswas no committee, the selecting official conducts the reviews.

756.2 Documentation

The B§ Form 5957 Requiremeni-by-Applicant Matrix -appleatia
completed with ratings for all the applicants, and be retained
requisition,

iewrating-sheet must be

attachment to the posting

a. If a review committee conducted the reviews, the ¢ irperson is responsible.

b. Ifa selecting official conducted the reviews, th

The Application-Review-section ol the-eCareery IoRRAlaS : the-results-of
the-application-review: The Rresponsibility for com A ' is as follows:

2e chairperson is respe
pfficial is responsible.

sorz will recommend for interviews the 310 8
sition, heea#%emees%kmﬁsnﬂfy he

The review committes chairperson-kesat-Services will indicate the identified applicants as
“‘Recommended;” or “Not Recommended” via the eCareer questionnaires,

y-Interview and Selection

758.1 Process

The selecting official conducts the-structured-interviews of the candidates recommended by the
reyiew committes, seplecants-usingthe-guestions-worksheels-and-rating-benchmarke-provided
DB
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l£.the-selecting-official-does-not-make a-selectienfrom-this-group-of recormmended-applicants-the
seleeting-official-can-request-ancther-group-oi-fiverecommendations-from-Local-Services-Local
Services-san-recommend-additional-applicants{aslong-as-a-sufficlent-numberof gualified
applicante-remain)-in-accordance-with-the-resommendation-process-desaribed-above.

If there jswas no review committee, the selecting official interviews the entire group of applicants,
except those applicants deemed as “No Demonstration” on the application review.

Noter\Whetheror-net-areview-commitiee-was-convened the-selecting-official-must-not-interview
any-applicant-desmed-as-"No-Demenshration--on the-application-review.:
758.2 Documentation

The selecting official ensures that P8 Form 5957 and any intervi
Local Services-s-the-completed rating-sheet-with-the-interview
posting requisition (sees 743.44). ;

7568.3 eCareer Questionnaires

The selecting official (8&}-completes the gCarge
the selection. -

notes—ifany: are submitted to
wre-for to atfachsent to the

i tionnaires, indicating
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7 Assignment, Reassignment, and
Promotion

LR

74 Nonbargaining Positions

741 Purpose of Subchapter 74

These policies and procedures are to be used in filling headg
nonbargaining positions, including most supervisory, ma
postmaster positions under the following pay systems:
(c) Technical Pay Band. Selections for Atterney Con;
by Subchapter 74. Supervisor, Customer Service
positions are filled using the policies and proc
Process,

, area, and field
dministrative, clerical, and
-Management Pay Band, and
positions are not covered
ution Operations
rvisor Selection

“Supervisor, B
ontained in 75,

742 Selection Principles
Managers administering these poll hatd .- ollowing principles are served:
a. Assess talent available to fill sp \
b. Make high quality selections to mes

G.  Make selections geg ! Flatl it rate how established
selection proceg : ;

s that is as inclusive and diverse as

; alified employees eligible for a noncompetitive voluntary lateral
a lower level at any of the following times:

a. When applications are received.

b. Before the competitive announcement process begins.
c¢. During the competitive announcement process,

d. After the applications have been assessed.

Individuals with a saved grade are considered noncompetitively for positions up to the level of
their former position.

Employees seeking noncompetitive placement into a position at the same or lower level may
submit a written request to the selecting_official for consideration, or, if an employee with a
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disability seeks reasonable accommodation by reassignment o a position at the same or lower
level, the employee works with the appropriate reasonable accommodation committee at the
district, area, or headquarters level,

743.12 Competitive Selection

If a position is not filled through noncompetitive procedures, then it is filled competitively through
employee applications in response to a vacancy announcement.

743.13 Defining the Area of Consideration

Selecting officials are responsible for defining the area of conslideration for nonbargaining
vacancies (see 741) as outlined in the following sections.

743.131 Minimum Area of Consideration

a. The minimum area of consideration for Headquarters vagi s is career nonbargaining

employees Service-wide.

b. The minimum area of consideration for Area vacasq
Area-wide,

¢. The minimum area of consideration for Fi
within the District. Exception: the minimum a
wide (see 75).

arters, and Headquartérs field units)
report to work) is located within the

All eligible nonbargaining employe
may apply if their current work locatigs
geographic (service) area of the orgar

After the assessment
include:

fiisiihcludes Postmaster relief/leave replacements (PMR/LRs) and
WV D)} may apply and compete for internally-announced career 6-hour
Postmaster vacancies Posted within their district when the area of consideration has been
expanded to career hargaining employees.

{2) The PMR applying for a posted Postmaster position at a his or her employing Post Office,
must be considered by the selecting official at that Post Office.

b. Special nomination for nonbargaining positions. Vice presidents of Area Operations and the
manager of Corporate Personnel Management may nominate employees from any location
within the Postal Service for any vacancy advertised so that they may be considered in
competition with applicants from within the area of consideration. This nomination process is
to ensure expanded opportunities to resolve saved grade situations, hardship, and/or trailing
spouse cases.
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743.15 120-Calendar-Day Time Limit on Higher-Level Temporary Assignments

When a vacant authorized nonbargaining position is filled by a higher-level temporary assignment
{detail) pending selection of a person for permanent placement, an employee may be assigned fo
the position for a fotal of not mere than 120 calendar days, A vacant position is one where the
previous employee has separated or has been placed in another job.

a. |If the employee on temporary assignment:

(1) Could become or is a potential candidate for the vacant position, then the higher-level
assignment must be terminated before the 121st calendar day.

(2) Is not a candidate, then the next higher-level manager over the manager with the
vacancy must verify the non-candidate status of the employee in order to approve an extension of
the temporary assignment beyond 120 calendar days. (Excepti the detail assignment was
originally approved by a PCES Manager, additional approval extension is not necessary.
See 716.144.) :

The extension lasts until a selection is made and a new
position.

b. An employee who has served in a vacant posit 2Qsglendar days is ineligible
for placement in that position.

geipermanently assumes the

(1) To a position at the sah
(2) During the temporary a
(3)

(4)

(%)
b. Atrailing spouse ot g employee relocated for placementinto a
hew position. The trailif ek i no more than 90 calendar days in the new

locatio / L 3y . one additional 90-day period with the

The following must be
a. Duty station
b, Work assignment
¢. Nonscheduled days
d. Work hours.

If any of these elements require frequent change in order to meet operational requirements, the
announcement must state this.

Section 763.22, Local Options for Typing and Driving Reqwrements describes the circumstances
in which typing and driving can be added.
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743.18 Conditions for Not Announcing

A vacancy does not have to be announced again if, (a) an identical vacancy was announced
previously; and (b) fewer than 120 calendar days have elapsed since the identical
announcement’s closing date.

The two vacancies must have the same:

a) Position title

b) Occupation code

c) Grade

d) Location

e) Tour (where applicable), and

(
(
(
(
(
(

f) Position requirements.

743.2 External Recruitment

The following sections describe the characteristi

743.21 Recruiting for Additional Applicanf%

Generally, nonbargaining positions are filled from™
required, however, to select postal app
applicants. Every effort must be m
the position. The following procedur

a. The selecting official initiates re
after exhausting the internal se
consideration :

b. The select
source. F8

qualified fo
jon-in-fo

swho has been placed on a Reinstatement
scribed in Employee and Labor Relations

cts qualified applicants but does not result in a Job offer being
y be reposted internally (or filled noncompetitively with an
internal e oner than 180 days from the closing date of the last external

posting.
d. External applican ust complete PS Form 2591, Application for Employment.

Note: Current Postal Service career employees are not eligible to apply for external job postings.

743.22 Competitive Recruitment Source

When a nonbargaining vacancy is to be filled externally and a noncompetitive recruitment source
is not used, the vacancy is posted on www.usps.com for a minimum of 5 business days to ensure
adequate public notice (see 42). Additional recruitment activities may be employed to attract a
diverse mix of qualified applicants for the vacancy’s specialty.

743.23 Positions With a Test Requirement
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if the nonbargaining position has an examination requirement, all external applicants who apply
by the closing date must have an equal opportunity to complete the testing process if not
currently qualified.

743.24 Evaluating External Applicants

Evaluate external applicants, including those who qualify on testing requirements,by using the
methods described in 743.4 and the Nonbargaining Selection Methods training, unless otherwise
stated.

743.3 Internal Applications

Internal applicants for all posted nonbargaining positions must submit applications by the closing
date of the announcement using the online application system, eCareer. Exception: Under
USERRA, applications from employees who are on active duty with.the uniformed services are
accepted at any time for subsequent consideration when a vag Is announced (see 772.1b).
Applicants for promotion who (a) are not otherwise eligible, Fexamination requirement, {b) do
not achieve a passing score on a required examination, g {0 complete the examination

individuals.

743.4 Assessing Applications

mittee members.

requirements may appear under education, work experience,
; 5 and attachments (e.g., resumes, writing samples).
Applicants’ qua||f|ca 5 >ssed as described in 743.43, Assessing Nonbargaining

Applicants.
743.422 Requirement. b

Assessments must be recorded on PS Form 5857, Requirement-by-Applicant Mairix. Each
vacancy package must have one completed, dated, and signed matrix that lists each applicant's
ratings. When using a review committee, the chairperson is responsible for completing a matrix
that documents the committee's consensus ratings. If a review committee is not used, the
selecting official must complete the matrix. See 743.442 for retention requirements.

743.423 Use of Notes

If the committee chairperson makes any notes in the consensus discussion, or the selecting
official makes any notes regarding any of the applicants, while reviewing applications or
conducting interviews, these notes are considered official documentation of the assessment
process. Such notes must be preserved in their original state regardless of the format and
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medium used for recording. The note-taker must date and sign all notes taken. See 743.442 for
retention requirements,

743.43 Assessing Nonbargaining Applicants

743.431 Rating Applicant’s KSAs

Rate the applicant’s demonstration of KSAs for each requirement on the vacancy posting, and
record the ratings on the PS Form 5957, Requirement-by-Applicant Mairix, Use the following
scale:

a. 0 points — Nof demonstrated at minimum level.
b. 1 point — Minimally acceptable.

c. 2 points — Strong,

d. 3 points — Excellent.
743.432 Completing the Requirement-by-Applicant.
[nstructions for completing the matrix:

a. Entering names and KSA requirements. S i If uirements for the
position are across the top of the matrix. &
applicants must be listed on the matrix. If a7
responsible for recording the consensus ratin
selecting official records his or

b. Evaluafing requirements other A
© requirements. However, if a job d g:other than KSAs (e.g., education or
test):

Wristrating one or more KSAs, record a zero (0) on the
pplicant Matrix for the requirements that the applicant failed to

sfistrate any KSA at the minimum level, or who fails to meet a
mandatgrgediication requirement, no further consideration or rating is required.
Record a¥zero (0) as the total KSA point score on the matrix.

3. Meetsa KSA enter the number of points earned (1, 2, or 3) in the appropriate
space.

d. Compiling scores for applicants who meet all requirements. Total the number of points
achieved for the KSA requirements and enter the total KSA point score on the matrix.

e. Using conversion tables for external applicants only. See Appendix F, Conversion Tables for
Nonbargaining Positions, and follow these instructions:

1. Refer to the conversion table for a job with the same number of KSAs as the
vacancy.
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2. Locate the applicant's Raw Score (total KSA points) and read across the chart to
the converted score. This is the Basic Score.

3. The evaluator (review committee or selecting official) completing the matrix is
responsible for entering the Basic Scores into eCareer.

Exhibit 743.432 shows a sample completed matrix for an externally-announced vacancy.

Exhibit 743.432
Completed PS Form 5957 Matrix for a Job With Five KSAs and an Education Requirement,
External Vacancy

KSA 1: KSA 2: KSA 3. KSA 4 KSA 5: Education RAW |BASIC
Knowledge |Knowledge Knhowledge [Knowledge |Kngwledge of Requirement: | SCORE SCORE
of statistical |of public of survey of varlous piighising |Graduate (Total [(Does not
analysis relations research approaches gznd:tontract |degree in KSA [include
packages |and various [technigues [to evaluaijfigfagministration|Industrial/ Points} |Veterans’
{e.g., SAS) |media and employgg:s G Organizational Preference)
outlets practices perfo Psychology
Applicant1 |2 2 2 i 2 Yes 10 |85
Applicant2 |3 3 3 3 i Yes 15 |00
Applicant 3 |1 1 2 . : Yeu i 7 |7e
Applicant 4 ' o : No i 0 0
Applicant5 (2 0 T, . N Yes 0 0
Applicant8 |3 2 3% i Yes 12 91

The chairperson of thdfayi : 'Iecting official are responsible for forwarding
the documentatlon cited -' . igcal services for retention in eCareer as part

ThegEi68 Sible Al divacanoy file for vacancies filled outside
e e years (see /48:442). The vacancy files include records that
make S oh established selection procedures have been followed.

743.51 Selecting Officia
The selecting official is the manager or supervisor with the vacancy. The selecting official:
(a) Assesses the potential applicant pool;
(B) Defines an area of consideration;
(c) Selects candidates for designated vacancies; and
(d)

d) Ensures that selections are made in keeping with all applicable selection principles,
including equal employment opportunity laws and the Affirmative Employment Program of
the Postal Service.
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743.52 Review Committee

When 11 or more applications are received, a review committee of at least 3 members must
assess eligible applicants (see 743.522 and 743.523 for review committee membership and
restrictions). If there are fewer than 11 applications, the selecting official may designate a review
committee to assess eligible applicants.

743.521 Function

The major functions of the review committee are to;
(1} Assist the selecting official in assessing the applicants; and
(2) Recommend candidates who best meet the qualifications of
743.522 Management Level of Members

Review committee members must be nonbargaining e

permanent (or saved) grade, not a part-time or ten
assignment (detail) or ad hoc assignment. ;

743.523 Restrictions on Membership

Hager exercising atithority over
-may serve on the reView

b, Exceptions to review committee me d only by the area vice
president. The reasons for making t umented and placed in the
vacancy file. :

c. Review commjft ’ i ot n the consideration or

(:Selection Methods training, course
irifig. Behavioral Interview Technigues,

ubmitted. Each committee member must independently
s demonstrated each requirement.

are not mandatory.

¢. Optionally requiring alicants to submit written samples of their past work that demonstrate
their abilities to perform requirements directly related to the vacant position.

Note: The committee is prohibited from reguiring applicants to: (1) take a written test; (2)
write a paper on a specified topic; {3) analyze and solve in writing a prescribed managerial or
technical problem; or (4) undergo any other kind of written examination.

d. Recording consensus ratings for each eligible applicant on one PS Form 5957, Requirement-
by-Applicant Matrix. The chairpersen is responsible for ensuring that PS Form 5857 and
related notes are included in the vacancy file (see 743.443).

e. Recommending the applicants who best meef the requirements of the position to the
selecting official. Three to 5 candidates are generally recommended for one vacancy; 1
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additional candidate is recommended for each additional vacancy to be filled from the
posting. ' '

743.525 Procedures

a. The selecting official designates the review committee and ensures that each committee
member has taken the required training (see 743.623d) or will take the required training before
evaluating applicants The selecting official and the review committee may discuss how filling the
vacant position will support business objectives,

b. Delays in completing selection activity should be avoided. Generally, the review committee
should complete its activities within 7 days and the selecting cfficial should within 5 days.

743.53 Selection of Applicants

The selecting officlal, with or without the assistance of a revi
whose KSAs best meet the requirements of the position any
successful performance in the position. Dogumentation ¢

mittee, identifies the applicant
as a high probability of
yilities are described in 743.42,

i

a. If a review committee was used, and the commitige™s g

a.

b. made by the review tommittee

lly-posted vacancies, the selecting

without conducting additi
official must use the Rule o

¥PS Form 5957 based on the paper review, create Hiring List to
ant rank order, interview and make a selection using the Rule of

i. Interview all applicants, document ratings on PS Form 5957, create Hiring List to
determine rank order, and make a selection using the Rule of Three (see 624),
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