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ABSTRACT

F'al

This study examined post office mail processing equ1pment (MPE) maintenance .
positions for the purpose of: (1) develop1ng improved job descriptions; (2) .de-
veloping an MPE maintenance career ladder; (3) developing recommendationg regard-
ing the training and promotion of MPE mechanics; and (4) re-evaluating existing
maintenance positions using the job evaluation criteria developed as an aid to
the establishment of the PFS classification system. Maintenance; mechanics and
supervisors at 17 small, medium and large mechanized offices were interviewed
regarding existing and desired maintenance practices and maintenance personnel
policies. Study findings and recommendations are discussed in relation to nine
maintenance problems typically found at mechanized post offices. Major recommen-
dations include: (1) that the POD develop an improved training system for MPE
mechanics to include the establishment of an MPE mechanic apprenticeship program;
(2) that existing MPE maintenance positions be restructured_so as to establish an
MPE career ladder extending from the PFS-4 helper to a PFS- 10 MPE foreman posi-
tion; (3) that existing journeyman MPE maintenance positions be reclassified up-

- ward by one PFS level; (4) that the promotion of MPE mechanics be closely tied
to a requirement, to maintain a wider variety of equipments and perform more sophis-
ticated types of maintenance. It was suggested that the development of improved
staffing critefia for office maintenance organizations should be a prerequisite to
1mp1ementat1on of the above recommendations.

-
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. FOREWORD

i

~

The mail processing equipment (MPE) classification subtask described in this
report was conducted by the Human Resources Research Office as part of HumRRO Task
MPE, whose overall objective was to develop improved classification and selection
procedures for mail processing gquipment maintenance positions. This report deals
with the development of classification procedures, a maintenance career ladder,
and improved MPE job descriptjons, and has been prepared to provide direct working
materials for the Post Offifainepartment. A second Task MPE report on postal main-
tenance examinations describes the development of four maintenance examinations to
replace those currently used by the post office; a third Task MPE report concerns *
the analysis of postal maintenance jobs and presents the data developed as a result
of an analysis of MPE maintenance job positions.

‘The MPE classification subtask was initiated in early 1968, was temporarily
suspended during the summer of 1968, and was completed during the winter of 1968-
1969. The research was performed by HumRRO Division No. 1 (System Operations),
under the overall direction of Dr. J. Daniel Lyons, Director of Research. Dr. C.
Dennis Fink was the Study Leader with Mr. Francis L. Hibbits as Principal Associate..

The interest, support, and cooperation .of many Post Office Department per-
sonnel who provided assistance and technical advice were invaluable to the study.
Chief among these people were Mrs. Anne Flory and Mr. Marlin Burkhart, Compensation
Division, Bureau of Personnel; Mr. Walter Kreimann and Mr. David McCutcheon, Main-
tenance Division, Bureau of Facilities; Miss Ruth O. Peters, Employment and Place-
ment Division, Bureau of Personnel; and Mr. Edwin Vollmer, Bureau of Operations.
Mr. Vincent J. Chirichella and members of his maintenance management staff at
the Washington, D.C. Post Office provided invaluable assistance and technical
advice; there was excellent cooperation by maintenance staff personnel at the.

17 mechanized post offices where the basic data for this study were collected.

HumRRO research *was conducted under Contract No. RE 73-67, PPBS No. 70-80,
U.S. Post Office Department.

Meredith P. Crawford
Director
. Human Resources Research Office
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__SUMMARY AND RECOMMENDATIONS S
L : .

The Problem .

The purpose of this study was to examine post office mail proce551ng equipment
(MPE) maintenance positions for thé purpose of: (1) developing improved job descrip-
tions; (2).developing an MPE:-mechanic career ladder; (3) devising recommendations
regarding the classification of MPE maintenance positions; and. (4) re- evaluatlng
existing maintenance positions using the job evaluation criteria developed as an
aid to the establishment of the PFS classification system. A

Method | _ S

A detailed analysis was made of MPE equipment in order to determine the skills

- and knowledges required to maintain that equipment. Also, MPE mechanics were sur-
veyed to determine the activities in which they engage, and maintenance supervisors
were queried regardlng the types of maintenance assignments they give to various
types and grades of mechanics. Post office publications relating to maintenance
practices and requirements were examined in detail, and maintenance mechanics and
foremen at 17 small, medium and large mechanized post offices were interviewed re-
garding existing and desirable maintenance pract1ces and maintenance personnel
policies. ST

Principal Results

The major findings of the study are discussed in relation to nine problem areas
typically found at mechanized offices. . It was found that there is a decreasing num-
ber of postal personnel qualified to enter the equipment maintenance force, and it
is projected that post offices will experience difficulty in staffing their equip-
ment maintendance departments from within. This situation can be related to the need
for more realistic entrance ‘examinations and to the need for an in-house training
system for MPE mechanics. It was found that the present MPE examinations are not
as job-relevant as they should be and eliminate.from further consideration certain

mechanics who do have the capability of learning to maintain MPE equipment.

It was found that most offices do not have a systematic in-house training pro-
gram for MPE mechanics. There is a need for training programs which will prepare -
custodial workers and mechanic's helpers to meet MPE mechanic entrance requirements.
Secondly, there is a need to establish POD-wide MPE mechanic apprenticeship courses:
to assure that new MPE mechanics will acquire rapidly an acceptable maintenance ca- -
pability and a potential for full career progression. Finally, there is a need for
training packages to teach journeyman mechanics how to maintaln different types of
MPE equipments. . -

An examlggtlon of promotion practices revealed little standardization. At
present there 1s no well defined career ladder for MPE mechanics and the distinc-
tion between the MPE-6 and the MPE-7 mechanlc is pract1ca11y non-existant with
respect to job assignment practices:

It was found that the degree to Which an MPE mechanic is allowed to specialize
depends upon the requirements of or desires of his supervisor. Some mechanics have
become very narrow specialists while at other offices the mechanic¢s have been re-
quired to master maintenance onaﬁll types of MPE equipments.- Such findings indi-
cate a need to restructure the™PE maintenance department to more definitively
define job duties and respon51b111t1es for different grades and types of mechanics.

Q : : . e vii
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 An examination of pay comparabiliyy of MPE mechanics suggested that the salary
level of such mechanics should be raiged by one PFS grade. Using the jgb evaluation
criteria originally used as an aid in tablishing the PFS system, it was found that
practically all MPE maintenance and rg¥dted positions merited a one grade increase

A listing of the problem areas along with recommendations de51gned to alleviate
these problems are as follows: ? M

Problem #1 Decreasing Manpower. Pool of Potéﬁfial MPE Mechanics

1. In recognition of the high skill and knowledge requ1rements for MPE
o mechanics, raise the PFS-level of these positions by one grade.

2. .Provide training programs and procedures whereby, at each office,
interested persons can prepare themselyes for the MPE examinations.

3. Develop an apprenticeship training program for new MPE mechanics.

4. Provide for automatic promotion follow1ng sugcessful completion of
each phase of development in an apprenticeship training program.

Problem #2 Lack of Distinction between MPE-6 and MPE-7 Mechanics

1. Require higher-grade mechanics to perform.(a) more comPlicated main-
tenance actions on (b) more varieties of MPE equipments.

a. require present MPE-6 mechanics to perform all maintenance on
any two types of MPE equipment, at a minimum.

b. require present MPE-7 mechanics to perform all maintenance on
any three types of MPE equipment, at a minimum.

c. for each mechanic, prepare an individual job description which
describes primary and secondary maintenance responsibilities in -
terms of those equipments which he must learn to maintain.

Problem #3 Need for an MPE Mechanic Career Ladder . p o

/fITW Establish a maintenance career ladder which'extends from the PFS-4
helper position to a PFS-10 MPE foreman position.

a. establish two apprenticeship positions at the PFS-5 and PFS-6
levels.

| : b. establish three journeymen MPE positions at the 7, 8 and 9 PFS‘
\ levels. .

c. Make promotion of the apprenticeship 5 to the apprenticeship
PFS-6 level automatic following successful completion of the first
portion of apprenticeship training.

d. make promotion to the MPE mechanic (PFS-7) position automatic
following successful completion of the second portion of N~
apprenticeship training.

e. - the essential difference between the PFS-7 and PFS-8 MPE mechanics
be. in terms of the requirement of the PFS-8 mechanics to (a) main-
tain a wider variety of equipment, and (b) be more capable at

. maintaining electro-mechanical control c1rcu1ts 4

f. establish a MPE technician (PFS-9) position and have the 1ncumbents
of that position be required to become the office technician expert
on at least three major types of MPE equipment.

viii




g. have those persons failing the MPE apprenticeship program be of-
. fered the opportunity to remain in the maintenance force as a
: general mechanic .(contingent upon a positive supervisor recom-
mendation and the availability ‘of an opening).

h. establish a senior general mechanic (PFS-6) pos1t10n and fill it
by mechanics who have shown exteptional ab111ty to maintain electro-
mechanical equipment even though they cannot meet MPE mechanic test
entfance requirements.

‘Problem #4 Need for Improved Entrance and Promotion Examinations

1. Base entrance into and promotion within the MPE ma1ntenance force in
part ‘on successful passage of examinations. :

' a. -pequire passing of the Apprentice Examination as one requirement
’ for admission to the ma1ntenance force as an MPE apprentice or
as a general mechanic.

b. require passing of the MPE Mechanic Examination as one‘reqﬁire—
ment for promotion from MPE apprentice (PFS-6) to MPE mechanic
(PFS-7).

c. require passing of the Senior MPE Mechanic Examination as one ..
requirement for promotion from MPE mechanic (MPE-7) to senior
MPE mechanic (PFS-8).

d. require passing of the Supervisor Examination as one requirement
for promotion to a foreman position.

Problem #5 Need for an MPE Mechan1c Apprenticeship Program . ~

1. Establish a two- phase MPE mechanic apprenticeship program of approx- .
imately one year in length.

, a. entrance into the apprenticeship program would be based on pass-

, ing the Apprenticeship Examination, or on a four year demonstra-

' tion of electro-mechanical maintenance capability at the general
mechanic 1evel.

b. trainees would serve a six month appfeht1cesh1p at the PFS-5 ,
level during which they would be taught to perform all ma1nten-
ance on one relatively simple type of MPE equipment.

c. based on a satisfactory supervisory evaluation (plus, perhaps
a "hands on' maintenance test) the apprentice, atythe end of six
months, wouli be prométed automatically to PFS-6.

d. during the 'second phase of apprentice training the trainee would
be taught to maintain a second type of relatively simple MPE
equipment. .

e. based on satisfactory supervisory evaluation (plus,_perhaps a
"hands on'' maintenance test) and passing of the MPE Mechanic
Examination, the apprentice would.be promoted automatically to

. the position of MPE mechanic, PFS-7 atlfhe end of 12 months. v

. f. successful completion of the apprenticeship program would be

’ R . based in part on successful mastery of any classroom or self- "
instructional training which the POD considers to be an integral
part of apprentice training. o
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Problem #6 Need for an In-House Training System for MPE Mechanics

See preceding recommendation regarding apprenticeship training.

1. The POD should continue with increased vigor its program’for collecting
’ self-study maintenance material which can be placed in office libraries.

“ developed by HumRRG} Task SABER, should be developed for all major

2. Self—1nstruct10na1§£:1ntenance trq}n1ng packages, "'similar to that
types of MPE equipment <

~

Problem #7 Need for Guidelines Regarding Specialization of MPE Mechanics

Q
1. MPE mechanics should not be allowed to specialize on one or two types
: of MPE equipment unless they are content to remain at the PFS-7 level
and in the position of MPE mechanic. ¢

a. The MPE mechanic, PFS-7 should be required to perform maintenance
on at least two types of MPE equipment, and, in addition, be re-
quested to learn a third type of equipment containing more so-
phisticated control circuits. ,

AY

b. The MPE technician, PFS-8 should be required to perform mainten-
ance on at least three types of MPE equipment, and in addition,
be required to become highly skilled at the maintenance of electro-
mechanical control circuits.

c. As required, especially in the small offices, the MPE mechanic
should be required to maintain %wo to four types of non-MPE
equ1pment‘

'\} i
" Problem #8 ,Lack of Pay Comparability for MPE Mechanics
> 1. MPE main%enance,positions should be up-graded by one grade based on
a re-examjnation of skill and knowledge requirements for MPE me-
- chanics. : '

2. MPE maintemance positions should be periodically evaluated and their
PFS-levels be adjusted in accordance with latest job requirements.

Problem #9 Need for Full Utilization of MPE Mechamics

1. Journeyman’ mechanics should be g1ven spec1f1c primary and secondary
respons1b111t1es .

a. The primary responsibilities should be described in terms of
the major types of MPE equipment which the mechanic will be re-
quired to maintain. -

b. The secondary responsibilities should be described in terms of: .

(1) maintenange duties relating to the performance of less
demanding types of maintenance (RPMs) on addit1ona1 types
of MPE equipments; or

(2) maintenance duties on non-MPE equipments.-
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INTRODUCTION AND METHODOLOGY

-, .

Introduct1on
«*  m=, The major obJectlves of Task MPE were (1) to develop improyed examinations
for the selectlon of MPE (Mail Processing Equipment) maintenance personnel; and
- (2) to devjse. recommendations regarding the classification of MPE maintenance
.~ positions/ ; As defined in the POD Maintenance Management Handbook (MS-10) mail
© processing. equ1pment ihcludes the ngw mechanized equipment such as the ~Tray Trahs-
port System, the Parcel Post Sorter machine, the Bulk’ Conveyor System the Mark II ,
Facer-Cancelers and the semi-automatic Letter Sorter. Task MPE was divided into "}
two major subtasks which were conducted concurrently and in close cooperation with
~each other.” One subtask dealt with the development of new ‘entry and promotion ex-
aminations for. MPE mechanics. The results of that subtask are presented 1n other . /'
reports. 1 o 2

This/réport is based on the subtask on classification which was concerned pr1-
| marily with developing suggestlons regarding the restructuring and re-evaluation ,
of the job positions within the MPE maintenance organization. Recommendations also '
‘were developed regarding the.in-house tra1n1ng ‘of and the career develgpment of the
MPE mechanics.

»

. e
&
The major products gontalned within thls rgport are: . ‘ ’ :

(1) A series of wecommend&tlons regardlng a ma1nténance carEer‘ladder and *
promotlon criteria for MPE mechanics ~ .

e (2) Sample job descrlptlons descrlblug the, proposed duties and respon51b11- V-
itfies for MPE and associated mechanlcs (Appendlx Ay - , AEY “

(3) ‘Recommendations regardlng ah apprentlceship program for MPE mechanlcs

i

(4) A Job’ Ana1y51s and Job Evaluation Form which can be used by managers e
“and Compensatidn ‘Officers to obtain detailed job descr1pt10ns for ex1st1ng or
‘new ma1ntenance p051t10ns gAppendlx B)

‘The major: f1nd1ngs of the’ study are discussed within a description of nine 3
fproblem areas which. typically exist within most field offlce ma1ntenance depart-’ -
men 3

had e 1
L2 {

Methpd of Informat1on Co]Tect1on o \ ', S 4 o

'

“The f1nd1ngs and recommendatlons of this report are based on the. folkow1ng T
information sources: S _ . L \

| (1), Interviews w1th malntenance personnel from -17 mechanizéd post*offices
_(the names of these offlces are 1nc1uded as Appéndlx c).
2 ro : : . ) -

.

1 “The Development of Postal Maintenance Examinations (tentative title), by v
A. J. McKnight, et al., Human Resources Research. Offlce, The George Wash- '
ington University (in preparatlon) .

s 2 Analysis of Postal Maintenance Jobs ( entative title), by A. J McKnlght, et
al., Human Resources Research Offlce §The George Washlngton Un1ver51ty (1n t -
preparatlon) . : .
) N . ’ ' . . ) “ ' L = k

K
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. !
(2) Maintenance Act1v1ty‘Quest10nna1res admlnlstered to over 1,000 mechanics

in the mechanized offlces and used to determlne the job duties of pos@al ‘equipment o

mechanics. N .

(3) Maintenance Supervisor Activity Qdéstionnéires completed by Foteman, MPE
mechanics at 17 mechanized offlces and used to determine the duties. of MPE ma’

. tenance foreman. , ) ,
A

4) Maintenance'Assignment ChecRlist completed by Foreman, MPE Mechanics at
. the 17rsurveyed offices and used.to determine present job assignment practices.

(5) Job Evaluation Questions (Appendix D) used by MPE maintenance foreman
* ¥ to re-evaluate existing MPE maintenance positions. . s -

! (6) Discussions with Post Office Department perspnnel from the. Employment
\ and Placement Division, Bureau of Personnel; Compensation Division, Bureau of
Personnel; and Malntenance D1v151op Bureau*of Facilities. o

.
@

(7\\ Analysis of material presented in Post Office Maintenance Handbooks--
. the MS Series, the Personnel Handbook, P-1, and the Postal Manual.
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' MAINTENANCE PROBLEM AREAS

The major fifidings of 'this studg have been incorporated into a discussion of
nine problem areas which typically axp®found at mechanized offices. Following the
discussion of each problem brief scr1pt10ns of recommended solutions are- pre-
sented. In another section of the report the recommendations are d1scussed in
greater detail. The problem a‘eas discussed 1n this section are:

Problem #1 Decreasing Man ower Pool of Potentlal MPE Mechanics

Problem #2 Lack’ of Dlstlnctlon Between MPE-6 and MPE-7 Mechanics

Problem #3 Need for an\MPE Mechanic .Career Ladder - - ’

Problem #4 Need for Improyed Entrance and Promotion Examrnatlons \

Problem #5. Need for an MPE Mechanic Appfentlceshlp Prog*gm

Problem #6 Need for an-Tn-House Tra1n1ng System for MPE~Mechanics, o

U
Problem #7 Need for Guidelines. Regardlng Spec1a112at10n by MPE Mechanics
‘Problem #8 Lack of Pay Comparability for MPE Mechan1cs¥
Problem #9 Need for Full Utilization of MPE Mechanics

Problém #1 Decreasing Manpower Pool of Potential MPE Mechanig

The Problem:. There is a4 decreasing number of postal personnel .qualified to
enter the equ1pment maintenance force, and it is projected that post offices will
experience increasing dlfflculty in staffing their equrpment maintenance depart-
ments from within. . . .

Backgrounid Information: When a typical post office was first mechanized,
there were a number of persons on the maintenance force and in the clegk and
carrier crafts who were ipterested in, and who had the potential for, becoming
first rate mechanics. At most offices this manpower pool had to be”supplemented
by experienced mechanics procured from outside the post off1¢e--mm11tary retirees
ahd mechanics seeking steady employment. These persons were able to pass the MPE
.entrance examination' easily and upon entry into the ma1ntenan¢e force were readily
able to learn to maintain most if not all MPE equ1pments Iri many of the larger:'

“offices this mappower pool, which has been quite stable for some years, is nearly"
exhausted. 'Even in some of the smaller offices the eligibility register contains .
few persons who appear to have the qua11f1cat10ns to become acceRtable MPE me-
<hanics. S N

There are increasing indications ‘that clerks and carriers_are léss inclined
to transfer into the maintenance force; the clerks and carriers often can make
more money through overtime work than they could by becoming part of the mainten-
ance force. In addition, at most offices there are helpers and gemeral mechanics
on. the-maintenance force who could not pass the MPE entrance examination and there-
fore are not eligible to become MPE mechanics.. These persons permanently fill
"apprentlce level" p051t10ns S

Recommendations. Later sections of. thlS report conta1n ‘recommendations which
should increase the potential pool of MPE mechanics. These recommendations in-
clude: (1) in recognition of the-high skill and knowledge requirements for MPE
mechanics, raise the PFS-level of these p051t10ns by one PFS-level; (2) provide
training programs and, procedures whereby, at each offlce, interested persons can
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prepare themselves for the MPE exanfinati ns; (3) develep an apprenticeship'training
program for new MPE°mechanics; and (4) provide for automatic promotien following
successful completion qﬁ each/stage of development in ﬁhe apprenticeship tra1n1ng
program. .

Problem #2 Lack of D1st1nct10n Between MRE- 6 and MPE- 7 Mechanics

——

The Problem: In many mechanized offices there is practlcally no distinctidn
between the duties and capabilities of MP -6 and MPE-7 mechanlcs Tbls has led
to considerable ‘dissatisfaction on the par of the MPE+6 mechanics.

Background Information? According to POD job dé§cr1px10ns, the MPE- 6 mechanic
can perform preventive maintenance and can groubleshd t and repa1r the less sophis-
ticated MPE equipments or portions thereof. . The MPE-A mechanic is described as a
skilled troubleshooter who can perform the more comp11 hted types of troubleshoot-’
ing, repair or fabrication. 1In addition, the formal ingpection of equipment is
supposed to be-‘reserved for the MPE-7 mechanic ‘or the m dntenance foreman. Also,
the MPE-7 mechanic is supposed to function as a worker-ldader or crew chief when
the need arises. - . Y

“In practice an equipment breakdown probleh usually is assigned first to an
MPE-6 mechanic with the instructions that if he cannot handle the problem within
15-30 minutes, he should report back to his foreman. The foreman then assigns

~ an MPE-7 to the task or tries to handle the problem himself. As a result of

this assignment practice an MPE-6'eventually learns to troubleshoot and repair
practically all portions of a particular type of MPE equipmernt and sometimes be-
comes more skilled at this than the MPE-7 mechanic.” Moreover), a high percentage
of mechanical failures are not very difficult to locate and cofrect and therefore
usually can beéperformed by a reasonably proficient MPE-6 mechanlc

It seems r#asonable ta expect the MPE-7 mechanic to ma1nta1n a wider varlety
of equipments than can the MPE-6 mechanic. In practice, however, such a require--
ment seldom exists. In the smaller mechagized offices both MPE-6s and MPE-7s
often are older and experienced men who l‘@ a wide variety of maintenance skills . -
and who have learned to maintain practically all types of postal equipment. In *°
addition, both MPE-6s and MPE-7s may be competent on planﬁ equipment such as air
conditioners, air handling units, and elevators. A quite/different situation
exists within the larger offices. In these offices either the MPE-6 or the MPE-7
or both may bg skilled on only one-or two pieces of equipment, and in effect may.
be a rather, narrow maintenance specialist. This specialization‘'may even exist
for the maintenance foreman. i ‘

With respect to the performance of equipment inspections, there seems to be
little con51stency in practlce from office to office, and in the smaller offlces
it is fairly common to assign this activity to an MPE-6 mechanic.

éfburlng this studly an attempt was made to identify malntenance actigns, skills
or knowledges which distinguished the MPE-6 from the MPE-7 mechanic. As deter-
mined by tests of electro-mechanical maintenance it does appear that the MPE-7
mechanic is necessarily more skilled and knowledgeable than the MPE-6 mechanic:
In terms of present job assignment practices there appears to be little distinc-
tion between the MPE-6 and the MPE-7 mechanic. It is recommended that increased
efforts be made to develop clear distinctions between maintenance'positions. In
particular, as the mechanic moves up the career ladder ‘he should be required to
acquire a greater maintenance capability and to assume broader responsibilities.
Also, job assignments should be made in accordance with the requirements and ex-

ectations for each job position and grade level of mechanic.- .

Recommendations: Recommendations bearing on the above problem involve "the
r\eructurlng of the job duties of higher level mechanics so that they are re-
quired to perform the more difficult maintenance actions and to perform thesé
actions on a wider variety of equipments. The intent of these recommendations
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is to prevent mechanlcs from becoming narrow specialists ®n the one Eand,'and on
the other hand to prevent supervisors from requiring too muck of"their mechanics.
Specific recommendations include the following: (1) that MPE-6 mechanics be able
to perform-all maintenance on two types of MPE equipment and that MPE-7 mechanics
be able to perform all maintenance on three typeg of MPE equipment; (2) that the
primary and secondary responsibilities ‘of each MPE mechanic be described in terms
of those equipments which he must learn how to maintain; and (3) that these re-
.Sponsibilities be specified in the individual mechanic's job description. It is
‘assumed that these requirements will be dlfféYent for different mechanics. This
can ensure a full ma1ntenance reaction capablllty on each tour, if required.

Maintenance job p051t10ns can be defined to establish distinctive differences
- between them. However, these differences cannot be maintained without the full
cooperation of maintenance supervisors. In particular, maintenance foremen must
be willing to assign to each mechanic only theose duties and responsibilities which
are specified in the mechanic's job description.

Problem #3 Need for an MPE Mechanic Career Laddgr

o The Problem: In the MPE maintenance force there is no well-defined career
"ladder. Promotion requirements and potential vary widely from officé to office
and, except for senlprlty, criteria for promotion are seldom clearly spec1f1ed
and/or utilized.

.

iy Background Information: Generally, the advancement potential for an MPE
mechanic.is limited. He can advance from MPE-6 to MPE-7 and then to MPE-Foreman .
but the opportunity for advancement is usually rare. Many mechanics feel that
advancement to the foreman position is not worth the additional supervisory re-
sponsibilities nor the usual necessity for shifting to a less desirable tour.

Depending on the office he is in, an MPE-6 mechanic may be required to main-
tain only one or two pieces of equipment, or most if not all MPE equipments.
- However, his chances for promotion are not closely related to his skill or
breadth of ability. Rather, advancement seems most closely related to his se-
niority, the number of allotted maintenance slots and the retirement or dropout
rate of fellow mechanics. In rare instances, a mechanic can be promoted to
elevator mechanic, area maintenance officer, or a maintenance training officer
However, the probability of such an occurrénce and the manner in which a mechan- ;
ic should prepare himself for it, seldom is, clear. .

The development of a suitable car er ladder for MPE mechanics depends upon’
" broadening the MPE maintenance organlza ion and upgn developing reasonable
field service-wide standards for advancement. In support of this statement a
revised maintenance organization with new job descriptions has been developed
and rules for promotion have been prescribed. These are discussed in the sec-
‘tion of the report.titled ""Re-structuring of MPE Maintenance Department Jobs".

Recommendations: It is recommended that a maintenance career ladder be
established which ranges from the PFS-4 helper position to the position of
general foreman,. MPE mechanic at the PFS5-12 level. Specific recommendations
incorporated within this career ladder concept include: (1) that two appren-
ticeship positions be established at the PFS-5 and 6 levels, and that three jour-
neyman positions be established at the 7, 8 and 9 PFS levels; (2) that promotion
from the apprenticeship 5 to the apprenticeship 6 level be automatic following
successful completion of the first portion of apprenticeship training; (3) that

\ ?“ successful completion of the second stage of apprenticeship training be followed
by automatic promotion to the PFS-7 level; (4) that the essential difference
- between the PFS-7 and .PFS-8 level positions be in terms of the requirement that )
the PFS-8 mechanic become a maintenance expert on a wider variety of MPE equip-
ments; (5) that the PFS-9 position be designated an electro-mechanical mainten-
ance technician position and incumbents required to be the office expert on at
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at least two typééfzgrnPE equipments; {6} that persons failing the MPE apprenQ
ticeship training program be offered the opportunity to remain in the mainten-
ance force as a general mechanic, PFS-5 (Thls offer, would be based on a super-

'V1sory evaluation that the person in questgon was capable of malntaining lesser

sophisticated electro-mechanical equipment);'and (7) that a senior general mechan-
ic position be established and filled by mechanics who have shown exceptional
ability to maintain electro-mechanical equipfient even though they cannot meet

MPE mechanic test entrance requirements. These repgmmendatlons are discussed-in
more detail later in the report. " :

4 & ‘rﬂa‘

Problem #4 Need for Improved Entrance and Promotion Exam1nat1ons b

The Problem: Currently, a three part entrance exam1nat10n is used to qualify

. POD mechanics at the entry level. This examinat1on is in need of revision to ffhke

it more work-relevant. In addition, promot10n~qua11f1cat10n examinations need to
be developed since presently there are none.

Background Information: A major objective of Task MPE was to revise the main-
tenance entrance examinations. New entrance examindtions have been developed and
promotion test3 have also been developed. At present, if the.potential mechanic
passes only the mechanical portion of the three-part entrance test (mechanical,
electro-mechanical, eléctronic) he is eligible to-become a general mechanic. If
he passes all three portions of the test he is e11g1b1e to become an MPE mechanic.
nt there are no tests to determine a person's qualifications for promotion
to MPE-7. There is an MPE foreman qualificatlon examination; this has

‘been revised\as part of Task MPE.

Task MPE has developed an apprenticeship test (The Apprentice Examination)
which can be used to select persons for entry into the maintenance force as
general mechanic or as apprentice MPE mechanics. An intermediate or subjourney-
man test (The MPE Mechanic Examination) has been developed which can be used t
assess the promotability qualifications of present MPE-5 mechanics, or~to deter-
mine the promotion qualifications of advanced MPE apprentices (PFS-6) to MPE
Mechanic, PFS-7 (Proposed Grades). A journeyman test (The Senior MPE Mechanic
Examination) has been developed which can be used to determine qualifications

- for promotions from MPE-6 to MPE-7 (Present Grades) or from MPE-7 to MPE-8

(Proposed Grades). Finally, a new supervisory qualification test (The MPE
Maintenance Supervisor Examination) has been developed. These tests along with
supervisory evaluations and an apprenticeship training program can provide a
more ObJeCtIVe means ' for evalyating a mechanic's qua11f1cat10ns for advancement:

The development of, and recommendations regarding the use of, entrance and
promotion maintenance examinations are fully discussed in another MPE report!.

Recommendations: It is recommended that: (1) passing the apprenticeship '
examination bé one requirement for admission to the maintenance force as an MPE
apprentfce or as a general mechanic;- (2) passing of the MPE Mechanic Examination
be one requirement for advancement from MPE apprenticeship to MPE mechanic (PFS-7);
(3) passing the Senior MPE Mechanic Examination be one requirement _for promotion
from MPE Mechanic (PFS-7) to senior MPE mechanic (PFS-8). These recommendations
are based on the proposed snew MPE job positions and grade structure described
latgr in the report/

1 The Development of Postal Maintenance Examinations (tentative' title), by
A. J. McKnight, et al. Human Resources Research Office, ThewGeorge Wash-
~ington Unluer51ty (in preparat1on) 4
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It is extremely difficult to develop a paper and pencil examination which can
satisfactorily assess.ability to perform or to learn equipment maintenance. A
performance examination would be a more suitable assessment devite. A still
better procedure would be to put potential mechanics through an apprenticeship
program because an apprenticeship program is, in effect, a lengthy performance
test. The four new maintehance examinations developed as part of Project MPE
are a definite improvement over what currently exists. However, even these new

' maintenance examinations should eventually be replaced by a structured performance
\;gi£i§§ program. Such-a testing program could be incorporated into the apprentice-
ship training program_gfp could also be used to determine the promotability of
journeyman mechanics’ -

Problem #5 Need for an MPE Mechanic Apprenticeship Program

The Problem: There is a need to develop a formal apprenticeship program to
train new MPE mechanics, to determine which apprentices have the capability to
become journeyman MPE mechanics, and to qualify them for full career progression.

Background Information: During this study many maintenance foremen and super-
visors expressed interest in a formal apprenticeship program for mechanics. Cur-
rently the method of training new mechanics varies widely from office to office.
Specific guidance and goals or standards to be met do not exist. At the larger
offices something approximating a standard three to six months apprenticeship pro-
gram occasionally is conducted. At the smaller offices, a ney mechanic is taught
on the job by other mechanics or by his foreman.

Currently, MPE mechanics go through a 90 day probationary period during which
their potential is evaluated by their superyisors. Most maintenance supervisors
indicated that it ig extremely difficult t?yevaluate the potential of a new me-
chdanic within this 90 day period. Rather,fthey wished to see this probationary
period extended to a minimum of six months and preferably to 12 months. This
extension can be accomplished effectively through a formal apprenticeship program.

Recommendations: It is recommended that a two stage apprenticeship training
program for MPE mechanics be established. The specific recommendations asdociated
with this program are: (1) entrance into MPE apprenticeship program would be based
on'passing the Apprentice Exanmination or a fourfyear demonstration of electro-
mechanical maintenance capability at the"general WeChanic level; (2) the trainee
would serve a six month apprenticeship*at the PFS-5 level during which he would
be taught to perform routine preventive'maintenance (RPM) and repair on at least

. one type of MPE equipment; (3) based on 'a satisfactory supervisory evaluatidn,
the apprentice, at the end of six months, would be eligible for promotion to the
PFS-6 level; (4) during a second six months the advanced apprentice would learn
such things as how to read schematics and engineerapg drawings and how to perform
routine preventive maintenance and repair on additional pieces of MPE; (5) at
the end of a 12 month period, the apprentice would ‘be eligible to take the MPE
Mechanic Examination and would be evaluated by his $upervisor with. respect to
his ability to repair and‘perform routine PM on the equi%T%nt covered by the

apprenticeship program. Passing the examination and red¥ipt of a satisfactory
supervisory evaluation would result in automatic promotidn to the PES-7 Junior
Journeyman level. 4

It would be expected that some apprenticeship trainees would not ‘demonstrate
patential for becoming satisfactory journeyman mechanics. These trainees could
be given the option of returning to their former POD positions. As an alternative,
they could be allowed to remain in the maintenance force as general mechanics pro-
vided they were evaluated as having suitable mechanical maintenance skills and
knowledges to Serve in that position. ‘

At almost every mechanized office there is’ one or more mechanics who are con-
sidered quite capable even though they have not been able to pass the MPE entrance
exam. Also, at many of these offices instances can be cited where people have
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entered the maintenance force after scoring high on the entrance exam and yet have
demonstrated little ability to work on actual equipment. Both of these situations
are pndesirable. ‘

A short range solution to the problem could be based on the combined use of -
the newly developed maintenance examinations and an apprenticeship program. Per-
sons entering the maintenance force could be required to pass the Apprentice Exam-
ination'and then progress through the ‘apprenticeship program. Near the completion
of their apprenticeship they would be requ1red to pass- the newly developed MPE
Mechanic Examination.

For those general mechanics “now within the post office and who have not been .
able to pass the present MPE examination, a different "approach could be followed.
The general mechanics could be administered the new Apprentice Examination and if
they obtained a passing score they would be allowed to enter the apprenticeship”
program. Those who could not pass the Apprentice Examination, but who had demon-
strated their maintenance ability would, on the basis of supervisors recommendation,
be allowed to enter the MPE apprenticeship program® Here they would have a year in
which to demonStrate that they could learn to maintain additional types of MPE
equipment and could learn the skills and knowledges required to pass the MPE Me-
chanics anmrnat1on ) ‘ A /

C

Using the aoove procedures persons who are able to pass examinations ‘but not
necessarily able to maintain equipment would receive the same.one year apprentice-
ship program. This would proV1de enough time to evaluate properly their mainten-
ance potentigl.

A long range solution to the above probl:ng::ig,injbiﬁe eliminating, wherever
- possible, the use of paper and pencil examin Equipmént ma1ntenance’2erform~
ance examinations could be prepared and entrance into the apprent1cesh1p program

as well as all subsSequent advancements could be based on demonstrated capab1lity

Problem #6 Need for an In-House Training System for MPE Mechanics

The Problem: Most post offices do not have the material nor the facilities ¢
to conduct a complete training program for mechanics. This situation should be
improved because, in the future, post offices will have to make an 1ncreased
effort to train their own mechan1cs

~ Background Informat10n. The Post Office Department has become aware of the
need for providing training and technical material to its maintenance force.
Maintenance handbooks have been developed, for major pieces of postal equipment.
Training programs have been ‘developed for these equipments and a pilot study has
been initiated to determine the feasibility of providing self~study training
material for mechanics. These efforts have estab11shed a favorable trend which .
if continued should provide the means for upgrading post office mechanics. In
particular, it is desirable to provide material which can be used by heIpers, .
general mechanics, and clerks and carriers to prepare. themselves for .the mechanic
examinations. It may well be that a fairly high percentage of helpers and gen-
eral mechanics can qualify as MPE mechanics provided that they are given adequate
opportunity to increase their understand1ng and. skill regarding the maintenance
. of electrotmechanical equipment. It is not recommended that entry qualifications
into the MPE apprenticeship program, should be lowered. Rather, the opportunity
for meeting .these entry reqU1rements should be increased so that with some .
exceptidns those perséns who have the.desire and capability to do so can even-
tually meet the MPE entry requ1rements .

Journeyman mechanics often have to learn on their own how to maintain certain,
postal equipment. This may be because no school exists for that equipment or
because the mechanic-does not have an, opportunity to attend the school. In any
case it is desirable, for major types of postal equipment, ‘to prepare self-study
training packages which can be placed in office libraries. The tfaining packages,
with ap integrated progress testing system would provide ‘the means by which the
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;g;;;;:;:;\hng\the mechanic could meet promotion qualifying standards. Some
ount of time“during the working day should be provided for the self-study of
this material. , '

Recommendations: The recommendations regarding the development of an appren-
ticeship training program are highly relevant to the above problem. In addition,
providing self-study training material to be placed in libraries at the local
post office is a very practical and effective approach. These packages can
provide the tra1n1ng guidance, goals and standards required by the .apprentice-
ship program

“Problem #7 N'eed for Guidelines Regarding Specialization of MPE Mechanics

The Problem: AT some offices MPE mechanics specialize on one or two types of
equipment. At other offices mechanics must learn to maintain a wide variety of
equipments. There are no clear guidelines regarding maintenance specialization
and therefore the duties for similar job positions may vary widely both within
and between offices. The result is 'equal pay for unequal we;k“.

Background Information: According to his job description an MPE mechanic °
should be able to maintain all MPE equipment, and, in addition he may be asked
to maintain other types of non-MPE equipment such as electric trucks, elevators,
and twine and wiring tying machines. This is too broad a ‘requirement; it is
doubtful if any one mechanic can become expert at maintaining all types of MPE
equ1pments Further', diverting the MPE mechanic from MPE maintenance tasks
results®in: (1) "inefficient utilization of manpower; (2) disruption of planned
MPE maintenance schedules; (3) dilution of the MPE mechanic's capability to
maintain sophisticated MPE equipment; and (4) disgruntlement on the part of
the MPE mechanic. At the other extreme, in the larger offices there is a tend-
"ency fotr a mechanic to be assigned to only one or two types of equipment. In
such offices, aside from intrinsic rewards, there is no reason for a mechanic
to exert himself to learn how to maintain a wide variety of equipments.

There.is no present requifehenf.that an MPE mechanic PFS-7 be able to
maintain a wider variety of equipments than th& MPE mechanic PFS-6. Rather,
the MPE-7 mechanic is supposed to be able to perform the more sophisticated ,
types of maintenance. In practice this distinction does not exist because,
through consistent assignment of a mechanic to one type of equipment, that
mechanic eventually learns how to perform all types of maintenance on that equip-
ment. Conceivably MPE and associated equipment could be divided into two cate-
gories representing relatively simple and relatively complicated MPE equipment
respectively. The MPE-6 mechanic then could be assigned to maintain equipment
in the relatively simple category, reserving the more complicated MPE equipment
for the MPE-7 mechanic. At present there is a.slight tendency towards this
approach in practijre, but there is no formal policy pertaining to it. .

] It would be appropriate to arrange: job position requirements so that the
hlgher grade positions would require the ability to maintain more complicated
equipment and to maintain more types of equipments. This congept has been in-
corporated into the career ladder recommendations and the recommended job de-
scriptions prbovided in this report. N

It is groposed that the junior apprentice learn to perform routine pre-
ventive maintenance (RPM), &djustments, and troubleshooting and repair actions
on one relatively simple type of MPE equipment.  The advance MPE apprentice
would learn RPM, troubleshooting and repair actions for a second type of rela-
tively simple MPE equipment. At the end of his apprenticeship the trainee
should be able to handle all but-the most camplicated troubleshooting problems
on two types of MPE equipment. Which MPE equipments each appréntice learns to
maintain could be 1éft to the discretion of management.
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Because of the nature of the apprenticeship training, the 7-level MPE
journeyman would be able to perform all maintenance on two of the major types
of MPE equipment. The PFS-8 MPE mechanic would be required to perform all
types of maintenance on .three major types of MPE equipment. Maintenance on
the third type of MPE equiphient would be learned as part of the PFS-7 job re-

quirements. The 9-level MPE technician wauld be the maintenance expert for his
post office on at least two types of MPE equipments.

Recommendations: It is recommended that different PFS levels of maintenance
positions be distinguished partly on the basis of requiring higher-level positions
to maintain a wider variety of MPE equipments. Secondly, it is recommended that
the Post Office Department develop and publish a suggested list of MPE equipments
and/or equipment components which should be maintained by junior mechanics.

Problem #8 Lack of Pay Comparability for MPE Mechanics

The Problem: There is evidence to suggest that the pay levels of MPE me-
chanics are lower than those for mechanics performing similar work in non-postal
agencies. ¢

Background Ififormation: Many mechanics interviewed during this project felt
that they were underpaid. Those who had been in the postal service 10 or'more
years usually felt that it was not to their advaritage to switch to outside em-
ployment. There is some-reason to believe that the position of post ofifice me-
chanic is becoming less attractive to the younger postal employees. .For example,
informal evidence suggests that it is the young MPE mechanic who leaves the post
office after one or two years of service on the maintenance force. In addition, |,
there is tentative evidence that it is the young mechanic who is meetlngmthe en-
trance requirements for electronic technician positions and who after receiving
his post off1ce training, leaves the postal system.

The degree ‘to which the MPE mechanic's pay is comparable to his outside .
counterpart depends upon a number of factors. ,(In some larger cities such as
Chicago and .Detroit there is much industry and mechanization and therefore the
demand for mechanics is high. 1In these -cities post offices have dlfflculty
attracting and keeping good mechanics. In cities such as Washington, D. C. and
New York there is a lesser amount of mechanization within the city limits and
relatively speaking, the job of post office mechanic is a good one.:

In comparison with the positions of clerks and carriers, the MPE-6 and
MPE-7 mechanics may not benefit financially even thou 5h they are one or two
grades- higher. This is because, with rare exceptions’, mechanics receive little,
1£ any, overtime pay.

The new MPE equipment places increased skill .and knowledge demands upon
the post office mechanic. The mechanic's job is not nearly as simple as it
was sixteen years ago when the postal system PFS levels were established. The
Conveyor Mechanic, Postal Machine Mechanic,. Letter Box Mechanic, Vending Machine
Mechanic and the Carpenters, Painters, and Plumbers are all classified at the
PFS-6 lev€l, along with the MPE-6 Mechanic. In terms of complex1ty of assigned
tasks and equipment, none of these necessary maintenance positions are comparable
to the MPE mechanic. In all probability a re- examination of .all jobs within the
post office would show that. equipment maintenance positions should be upgraded.
This may apply to plant maintenance and automotive maintenance posit1ons as

well as MPE maintenance positions.

During this study an attempt was made to estimatg the extent to which the
PFS levels of present maintenance positions should Ue upgraded. To do this
five equipment maintenance positions were evaluated using the job evaluation
criteria originally used as an aid in establishing the PFS levels. These
criteria were not especially appropr1ate to mechpnic positions since they place
too much emphasis on numbers of persons supervised .and too little emphasis on
education and experience requirements. In any case, using these criteria, and

12

214 <




ol

.;_;“5\

3

while under close supervision, a total of 7 MPE foremen were asked to evaluate
the positions of mechanic helper, general mechanlc, MPE-6 mechanic, MPE-7 mechan-
ic, and Foreman, MPE mechanics. The results of this evaluation suggests that
the PFS level for each of the above positions should be raised by one PFS level.
(See section titled "Classification of Post Office MPE Maintenance Positions" for
additional information.) ) .

Changes in postal equ1pment and operating conditions will change the requ1re-

.ments of maintenance jobs and it would be appropriate to re-evaluate jobs in terms
of these changes every few years. In some cases such a re-evaluation might indi-
cate the need t0'downgrade a‘'position. For exafiple, the new electronic technician

« position grade is based on the assumption that much training 4nd skill is required
to troubleshoot: and maintain electronic equipment. This is. so at present, but
may not be so in the future. Future electronic equipment. might be designed to
make it relatively simple to troubleshoot and to maintain. Conceivably, in the
near future new postal electronic equipment could be maintained by a general me-
chanic, utilizing automated malfunction detection equipment.

Recommendations: Based on a re-examination of the skill and knowledge requ1re-
ments for MPE mechanics, it is recommended that MPE maintenance positions be up-
* graded by one grade. “ This recommendation has been incorporated into the proposed
career -ladder for MPE mechanics. '

Prob]em #9 Need for Full Utilization of MPE'Mechanics

The Problem: In small and medium sized mechanized offices it is d1ff1cu1t
to keep mechanics.fully utilized unless they can be assigned to a wide variety
of equipments and maintenance activities.

Background Information: From the point of view of the maintenance supervisor,
. it is advantageous to have mechanics who can maintain a wide”variety of equipments.

_This makes it easy.to assign personnel to maintenance problems. - Without mechanics
possessing broad maintenance capdbility the Director of Maintenance must make a
more detailed analysis of his maintenance requirements and then staff each tour
with specialists in accordance with anticipated requirements for that tour. While
the ultimate result of_this should be more efficient maintenance and utilization
of personpel, it.could require more personnel. . v

In all but the largest mechanized offices maintenance personnel can be fully
utilized only when they can maintain a variety of equipments. Typically an MPE
mechanic will be asked to perform some type of maintenance on two or more types
of- MPE equipments. In addition, he will be asked.to perform maintenance on a
number of small postal equ1pments and/or materiel handling equipments. In prac-
tice a mechanic has both primary and secondary equipment maintenance responsi-
bilities and it would seem appropriate to formally, recognize this in specific
. job descriptions, but not in the standard position.

. Recommendatians: It is recommended that journeyman mechanics be given
specific primary and secondary mpintenance responsibilities Primary respon-
sihilities would consist of specifying two or three pieces of MPE equipment for
which the mechanic was fully responsible in terms of being able to perform all
types of maintenance on that equipment. Secondary responsibilities might consist
of two types: those relating to performing less demanding types of maintenance
(RPMs) on additional types of MPE equipment; and those relating to the performance
of maintenance on relatively simple non-MPE equipment, as required. " Such job re-
quirements would give formal recognition to the situation which typically exists \
within a maintenance force; any one mechanic is especially skillful on only one
or two types of major MPE equipments but is adequate on two or more additiongl
types of equipment,
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RE-STRUCTURING OF MPE MAINTENANCE DERARTMENT JOBS. 4

Ereation of New Job Positions )

Figure 1 shows the titles and PFS levels for those job positions which are re-
commerided for inclusion in an MPE maintenance department. At least three of these
positions do not currently exist--the positions of Senior General Mechanic, MPE *
Apprentice, and MPE Technician. In addition, it is recommended that the position
of Training Officer, MPE be established at the larger post offices. In any post
office without an MPE Training Officer the pertinent training activities.and re-
cords responsibility should rest with the Directoxr, Office of Maintenance. The
.establishment of these additional, job positions will offer better opportunities .
for the career development of MPE mechanics, and satisfy the need for qualified _
personnel. R ‘ AR

Primary versus Secondary Job Requirements

.

Thére are a number of types of smdll postal equipment and materiel handling
equipment which are repaired equally often by general mechanics and by MPE me-
.chanics. These equipments include the portable power conveyor, cancelling machines,
‘twine tying machines, wire tying machines, the mechanical portion of elevators,
electric trucks and tractors, fork lifts, electric scooters, and clocks. These
equipments are similar in terms of their relatively simple electro-mechanical
characteristics. Such equipment should be maintained exclusively by general me-
chanics. 1In addition, the mechanical portions of conveyors and sarters could be
maintained by general mechanics. , ' <

+ In the larger offices thére will be enough MPE equipment to keep MPE mechanics

profitably occupied full-time. In smaller offices this might not be the case. In

these smaller offices it would be desirable to assign MPE mechanics the secondary |
"responsibility of maintaining certain pieces of non-MPE equipment. The more

electro-mechanically sophisticated non-MPE equipment should be ‘assigned to the MPE

mechanic, reserving the remainder for the general mechanic or for other maintenance
- positions such as the postal machine mechanic or the maintenance electrician.

“New Job Duties and Responsibilities @

. As discussed previously, it is difficult to distinguish between an MPE-6 and
an MPE-7 mechanic, and it was suggested that the requirements for holding var-
ious maintenance job positions should be more clearly specifiéd., For the job
positions shown on Figure 1, job descriptions have been prepared for all posi-
tions except those dealing With electronic maintenance and the general foreman.
These position descriptidons are contained in Appendix A. In this section the
important features ©f the general mechanic and MPE maintenance positions will
be.summarized.. ' ‘ “

~ The position descriptions for helper'and general mechanic are not substap-
tifally different from those now used by the post office. As defined here, the
general mechanic is one who can, perform most types of repairs on simple mechanical
and electro-mechanical equipment. @enerally, he is a person who has not met the
qualifications to serve as an apprentice MPE mechanic. ‘

v

. The position of Senior General Mechanic is a new position. Persons holding:
this position would be backup troubleshooting and repair experts for simple
mechanical and électro-mechanical equipment. In essence, this position is a
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reward for those few general mechanics who have der astrated outstanding mainten-,
ance ability and yet who have not been able to meet the MPE apprenticeship re-

quirements." ,

Turning now to the MPE positioné,.the MPE apprentice position is new and
should serve a very useful role in the development of MPE mechanics. The
apprenticeship position would consist of a year long training assignment divided
into two phases of approximately six months egch: In the initial phase the new
MPE mechanic, PFS-5 would learn to perform RPM's and simple troubleshooting and
repair procedures on one of the simpler types of mail processing equipments--the
LSM, the bulk conveyors, or the méchanical\portions of the sack or parcel sorters.

, The apprentice would be expected to advance to the second phase within a ' .

certain period of time, perhaps six months, or revert to the position of general
mechanic, or leave the maintenance force. The apprentice would receive a one-
grade promotion to PFS-6 after demonstrating satisfactory maintenance capability

. on the MPE equipment just studied. During the second phase of his apprenticeship,
the trainee would be expected to learn the RPM and 'simple troubleshooting and re- .
pair procedures for a second type of mail procesiing equipment.’ After approxi-’
mately six months of additional training, the apprentice would be expected to
qualifyffor advancement to the position of MPE mechanic, PFS-7 by demonstrating .
his. capability on both systems studied during his apprenticeship.

° The posi;ion of MPE mechanic (PFS-7) is fairly similar to the current MPE-6
mechanif position. Persons holding thi$ position wduld be expected, at minimum,
to be abde to perform all but the most complicated types of troubleshooting and
‘repair ackivities on two types of MPE equipments. As a secondary job requirement
they could\be expected to learn how to perform routine maintenance on three or
four relatively simple types of postal equipment depending upon the staffing
requirement of any facility. ' A )

; The position of senior MPE mechanic (PFS-8) would be similar to the present
\ MPE-7 mechanic except that the minimum requirements for the 'position would be
\ raised. At a minimum, the senior MPE mechanic would be required to perform all
types of maintenance on at least threée types of MPE equipments.to include at
\least one type having.sophjisticated electrical controls--Letter Sorters or Mark
I Facer Cancelers. As congeived here, the essential difference between an MPE
\echanic and a senior MPE miechanic would be the ability of the senior MPE mechan- -
it to trolibleshoot sophisticated electro-mechanical equipment and in panticular,
to, troubleshoot and repair electro-mechanical control circuits. 1In addiYion, the
senior MPE mechanic would be expected to be skilled at maintaining ap lealst three
types of "MPE equipment while the MPE pechanic would“be reqiired to maintain only/’
two! types of MPE equipment. Also as required, the senior MPE mechanic woudd ./
fungtion as a worker-leader or crew chief. In the small offices the seniQr MPE
mechanic might be the senior maintenance man on the first or third tours.S\y

4
As part of his job responsibilities the MPE mechanic, PFS-7 would be ex-
pected to study-and become qualified to perform maintenance on a third type
of MPE equipment. The equipment would be selected jointly by the mechanic and
his supervisor. : S .

«Fhe position of MPE technician, PFS-9, has no existing counterpart. As
conceived her€ this position would be: filled by a person who is highly quali-
fied technically on at least three types of MPE equipment. This person would
be his office backup maintenance expert. In his equipment specialities he
would be expected to be more qualified than hi§ foreman. While he could nor-
mally work the second tour he would be .on call twenty-four hours a day. For

.\~equipments within his speciality, he, would be expected to oversee equipment
relocation; oversee the installation of additional pieces of equipment; provide
technical guidance and instructional support to the MPE training officer; pro-
vide suggestions to and implement any equipment redesign, suggestions authorized

.
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by zhe postal plaﬁf%engineer. The MPE technician would perform ‘the formal equip-
ment inspgctions and/or would finction as the'equipment.maintennce quality con-
N trol expert. T, . - . . )

I

. As conceived here the foreman, MPE mechangcs (PFS-10) 'would: perform si ilarly
" to what is currengly‘described‘fof”MPE forman; it is proposed, however, tha)\ the
MP; foreman shoy& be relieved of some of the technical duties which he now Ias.
i In some offices'the foreman is the backup maintenance .expert for most, if not a\l,
N maintenance problems. When this is the case; the .foréman cinnot properly carry
out his supervisory acfiyities. For this reason it is suggested that for -those -
-~ offices which have more than 30 MPE and general mechanics, at least someé of the
foreman's technician duties be assumed by the MPE technician. In the smal d
.offices (underl 30 MPE mechanics and general mechanics), it is suggested that )
this senior technician role be shared in the following manner: one MPE techni—igz

cian position -established to handle the two or three sophisticated types of
MPE'%qﬁipment, and each MPE foreman-be required to become the post office expert
on one or.two «f the rémaining types/pf MPE equipments. o
; <~
i

[

il . ’ D .
%he position of maintenance improvement officer now exists in a few of the
targer offices. Where they exist, these positions have an important training
+  function. It would be appropriate to recognize thesd positions for what they ‘ .
“are and call them by the title of training officer, MPE. It is recommended that ?
this position be &stablished at all offices having. a maintenance force of 130
Or more persons ‘(see organizational charts associated with paragraph 1.531 of
MS-10). . Lo s -

)

Te

The position of training officer, MPE would be an extremely important posi-
,.téon in those offices which have a fairly large turnover of mechanics. In
. addition, the position can be establishéd in those offices, (e.g. Detroit) which
~have been dssigned-as a training office for a particular type of MPE equipment.
The duties and responsibilities for this position would be similar to those which
the post office now prescribes fér MPE training officers. . |, ‘ ’

S

. The positions of general foreman, electronic technician apprentice, electronic - .
*. technician, and senigr electronic technician are pdsitions which currently exist
within the post office. These positions Wrre not studied as part of this project.

Treatment: of General Mechanics

It is' difficult to establish a reasonable relationshiP between general me-
chanics, MPE methanics and those other mechanics who make up the totalyequipment
maintenance force for a post office. ” The Post Office Department has a wide va-

‘riety of relatively simple equipment which can be maintained by lesser skilled .
méchanics. L T T : : -

K

. L)

As intimaYed above (and discussed more fully later in this report), the
‘general mechanic and thé senior general mechanic would be petsons who could
~— not meet MPE mechanic requirements.,k Such.persons might feel more’ comfortgble

"buried" .somewhere in thé MPE hierarchy than being e?pdsed as a somewha
'spicuous offshoot. An alternative might be td parcel out general‘¥§§hanic"
functions among the methanic helpers and the MPE-7 mechanics. .

. The cireumscribed nature of Project MPE permitted an identification of
the 'general mechanic" problem but did pot permit a study of problems associZ
ated with, other maiptenance job positions such as the mail box mechanic, the
conveyor mechanic, the postal machines mechanic and the vending machine mechan-
. i, In larger offices these '"other" positions are located within the building °
- * and, equipment maintenance section.-:In the smaller offices both they and MPE po-
sitions are integrated into a methanic&itmaintenance section. A study which ex-
amined all building and equipment maintenance positions within the post office .
would undoubtedly develop a mére satisfactory scheme for handling general mechan-
+ dics, and of eourse would have the opportunity to examine and develop. career
ladders {for other maintenance positiéns. :

n

\‘l" : . . . o 9
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MAINTENANCE CAREER LADDERS ;o

>

One of the main reasons for prop051ng the creation of additional positions
within the MPE maintenance department is to establish a more definitive career -
ladder for MPE mechanics. The recommended career ladder for MPE mechanics is
depicted in Figure.2. B ’ ' o

As seen from Figure 2 the MPE mechanic career ladder is divided into three

“hranches, a general mechanic branch (Iéft side of the diagram), an MPE mechanic

branch (center of the diagram), and 4n electronic technician branch (right side

of Figure 2). No attempt has been made to show the.relation between MPE and

other types of mechanics (small postal machine - mechanlcs, ‘for example) nor has

an attempt been made to spell out the relationship between MPE mechanics andiall’

of the speciality mechanic p051t10ns which might exist in the larger post offioes.
’ Rather, a relatively simple carser ladder has been proposed which will f£it most

mechanized offices, - ' e :

- A new mechanic would begin his malntenance career as a helper, a general me- -

n chanic or an apprentice MPE mechanic. He could enter the force as a helper without

_ passing an entrance examination. Entrance requirements would be. 1dent1ca1 to -
those now employed for selection of\mechanlc‘helpers

.

General Mechanic: Career Ladder ) e -, ’\\

Entrance ingp maintenance force as a genefg¥amechan1c or as an apprentice )
would be contingent upon passing the newly developed apprentlceshlp examination.
This test of electro-mechanical skills and knowledpes does not specifically re-

_quire familarity with postal equipment. A high test)score would-qualify the
applicant for app01ntment to the MPE apprenticeship rogram, Persons-.scoring
less well could’'be qualified to 301n the maintenancé force as a general mechanic,
assuming that.a slot was available.

| - O,

In the larger offlces it may be economical to have a fairly large force of

- general mechanics who perform maintenance on the 51mp1er types of mecgiﬁical
equipment. In the smaller offites -this type of maintenance can bé performed
by the MPE mechapics. Assuming the existence -of a general mechapical force, an
espec1a11y well qualified general mechanic would be eligible for promotioh to

- senior general mechanic. Promotion would be based primarily on evidence of
superior ‘Mmaintenance capability on simple mechanical and electro-mechanical
equipment. The number of general -and senior general mechanlcs might be in the
order of five to one.

Currently in many post offices there are one or more general mechahics who
, hqge not ‘been able to pass the entrance requirements to become MPE mechanics.
It is suggested that those persons who have perfored' four years of satlsfactory

f maintenance work be allowed to enter\the MPE apprenticeship program. .~ In this .
< way they would be given the’ opportunlty to demonstrate, whether or not they can
C learn to be MPE mechanics: . - ‘ ‘ T

' MPE Career Ladder ” ‘ ' . )

A

Those persons who" can pass the Apprentice Examlnatlon would be’eligible to
serve as MPE apprentice. It is suggested that ‘the initial phase of apprentice-
ship training be for six months: * During this time trainees would learn to main-
tain one of the simpler types of MPE equipment. Successful completion of this
six months of apprenticeship training would be based primarily on sup§gv1sory

o /V ) 1...“ » - - : ; . , 19
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evaluation and* satisfactorfi/,phssing a technical test on the equipment studied.
Success ‘would lead to an.automatic promotion to the PFS-6 grade. Those persons -
who_could not successfully complete the first phase of the apprenticeship program
could be given the option of reverting to the position of gemeral mechanic or of
1eav1ng the ma1ntenance force.

The advanced apprentice would receive an additional six months of training
during which he would learn %o maintain a second type of MPE equipment. In

. addition, during the entire year of apprenticeship the trainee should receive

training on such top1cs as schematic reading and basic electricity. This would
prepare the apprentlce to comprehend the technical material which he would be
dealing with as a journeyman mechanic. As evidénce that he had learned this
material to minimum standards he would be requ1red to take theé newly developed WL\\
MPE Mechanic Examination at the end of his senior apprenticeship. Pagsage of _

this examination,” a favorable supervisory evaluation, and a passing grade on

a technical test covering the second -type of equ1pment studied during the ap-
prenticeship would entitle the apprentice to automatlc promotion to the PFS-7
level and the title of MPE .mechanic:

1

From time to time openings will become avallable for the position of seni r\\\'

mechanic MPE. It is recommended that promot1on to thi Sition be based in:
on the ability to obtain a passing score on the fewl¥ developed Senior MPE Me-
chanic Examination. Then the appointee should be given a certain period of tim
perhaps three months, to léarn his new, job assignfents. If he shows evidence

that he can indeed learn to maintain new and mor sophisticated fypes of MPE

ic MPE. 1In short, it is recommended that a posfition of senior mechanic, MPE be
filled by the temporary appointment of an MPE mechanic. The appo1ntment can

become permanent after the temporary appolnte
bility for his new position.

The senior mechanic, MPE would be expécted to perform all types of mainten-

ance.on at least three types of MPE eqyipment. In addition, the senior MPE me- é2T

chanic: would be expected to functlon a worker- leader when that became desirabl

The senior, mechanlc, MPE_ w111 in” 11 probability know at least one or twg, ,Jx/_

p1ece§ of MPE equipment espec1a11y well, perhaps better than any other mechanic
in, hifs. office. Assuming that He has evidenced this exceptional capability, he
would bé eligible for promotion to the position of MPE technician should that

. position be created or become vacant. In addition, the senior mechanic, MPE -
would be eligible for promotion to foreman MPE*assum1ng that he met ‘the super-
visory examination test requirements.and any other requirements established by -
the POD. :

To complete the career ladder, the MPE technician or the MPE foreman w0u1d
be eligible for the position of training officer, MPE. Persons holding this
position should have a demonstrated interest ang capability-in teaching others.
The position of general foreman should be filléd from the ranks of MPE foretian
or by a training officer who prev1ously had been MPE foreman.

For those offices eligible to have ‘electronic techn1c1anrﬁosit10ns, these
.positions should first be filled from the ranks of those jourfieyman MPE mechan-

_des who have passed the electronic examination.

Accord1ng to the .above career ladder all successful MPE-trainees would, as
a minimum, be paid at the PFS-7 level. This is, in keeping with job evaluation

"data-which was collected as part of -this'study and whish will be described later

ons

One important factor to consider when designing a maintenance career ladder
. is an estimate of the proper numerical relationship between junior and senior
mechanics. While this is a difficult judgment to make it is spggested here that
the numerical re1at10nsh1p between MPE mechanic, senior MPE mechanic and MPE
technician be on the order of ten to five to one.

demonstrates evidence of suita-
,llg N
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“As a final point,

career ladders and then file them dway in administrative manuals.

ladders should be publicized;

it should be stressed that it-is‘not enough to develop

The&se career
the rules for promotion should be publicized, and

above’ all, the promotion rules should b€ administered in an objective and impar-
-tial fashion. A mechanic should know what his chances for promotion are and
what he must do to merit promotion. ‘ .

Distinction Between MPE-7 and MPE-8 Mechanics

As conceived here, the MPE mechanlc (PFS-7) would be similar to the present
; MPE-6 p051t10n. Persons in this position would be required to perform all main-
( tenance on at least two pieces of MPE equipment. These would be the electro-
mechanlcally simpler types of MPE equ1pments

The senior MPE mechanic (PFS- 8) positidn would be similar to ‘the present MPE-7
position. The senior MPE mechanic would b€ expected to perform all maintenance on-
at least three p1eces of MPE equipment. More importantly, the senioer MPE mechanic -
would be egpected to De capable of ma1nta1n1ng\those equipments which have compli-
cated electro-mechanic control circuits.

- The basic distinction between an MPE 7 and MPE-8 mechanic concerns the capa-
- bility to maintain electro-mechanical ‘control circuits. This distinction could

be maintained in one of two ways. The:MPE-8 mechanic could maintain the electro- -
mechanical control circuits of all MPE equ1pments leaving all other maintenance
to the MPE-7 méchanic. This alternative is not favored by most maintenance super-
visors because it divides maintenance responsibility between at least two persons.

- The favored alternative'is to assign the simpler types of MPE equ1pment to the
MPE-7 mechanic and require him to maintain all portions of the equipment. While
servung as an MPE-7 mechan1c the maintenance man would be given the opportunity

to learn to maintain the more compllcated types of control circuits. This would
prepare him for the p051t10n of senior MPE mechanjc.
L]
! s, -
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TRAINING OF MPE MECHANICS ;

Aggrenticesh'ip Training

Earlier in this reporf ‘the study findings were dlscussed with respect to
the need for an MPE apprenticeship training program. The Post Office Depart-
ment already has recognized the need and has instituted certain pilot training
programs which 1n part will meet this need. , -

Apprent1cesh1p training should be geared to produce mechanics who can meet
specified job requirements. Therefore, one of the first apprenticeship program
requirements is to specify the capabilities to be expected of ‘thegmechanic once
he has successfully completed apprenticeship training. According to the career -
ladder diagram shown #n Figure 2 the successful apprentlce mechanic would be pro-
moted to MPE mechanic at the PFS-7 level. Persons in this job pesition would be,
expected to perform RPMs and all but the most complicated types of troubleshoot -
ing and repair on at least two of the lesser sophisticated types of MPE .equipments.
- These persons would be expected to perform a wide variety of mechanical and elec-
trical mechanical maintenance and would be expected to learn how to troubleshoot
electrical and electro-mechanical control circuits. In addition, the MPE mechanic
(PFS-7) would be expected to comprehend the technical material related to_his main-
tenance assignments; to comprehend maintenance charts, wiring diagrams, schematics
and drawings; and to be capable of properly employing all of the tools-and test
‘equipments required of his maintenance 8551gnment.

Upon entrance into the apprenticeship program the trainee would be expected
to possess a certain amount of maintenance knowledges and skills. However, he
might' have little capability to read maintenance diagrams or engineering draw-
ings, and his Maintenance technical vocabulary might be limited. Also, he may
lack certain maintenance skills and knowledges which are of special relevance to
the maintenance of MPE equipment. And of course, he would not know how to main-
tain MPE equipment. T

The goal of apprenticeship training should be to prepare a mechanic to per-
form most of the maintemance on at least two types of MPE equipment and to com-
prehend material associated with maintenance of this equipment. -‘An additional
objective should be to teach the trainee basic knowledges relating to electro-
mechanical equipment maintenance to prepare him to learn to maintain the more
sophisticated types of MPE equipments. Also we have recommended that the ap-
prentice be required to pass the MPE Mechanic Examination before promotion to
the position of MPE mechanic. Therefore, apprenticeship training should prepare
the man for this test.

Training Techniques and Procedures

Some offices now have-a type of apprenticeship training. These offices wait
unt11 they have openlngs for at least three or four mechanics, then the new me-
chanics are taught as’ a group for several weeks. This training is given on the
Second tour and includes both on-the- ~-job training and classroom instruction.

Such a planned sequence of formal and on-the-job training is far superior to

an informal training program consisting primarily*of on-the-job training. New
training media such as programed instruction .and audio-visual methods should'be
thoroughly exploréd and utilized in developing training materials for all MPE
equipments. :




Promotions and Leng;h,of Tra1n1ng

MPE foremen have indicated that it takes approximately six to nine months

before they can succes$fully evaluate a prospective MPE mechanic. Therefore, '
1t is suggested that the length of an apprenticeship program be at least one I
year.: >Fu;thermore, it is suggested that training be divided into two six-month
periods. During the first six months the apprentice would learn-to perform RPMs
and simple troubleshooting and repair on a single type of relatively dn;ﬂﬁh15t1~
cated MPE equipment. Also, during this period the apprentice would receive for-
mal ¢raimning or be requ1red to take self-instructional training covering such

" topics as technical vocabulary, basic electro-mechanical circuits, and the under-
standing and use of maintenance drawings and checklists. At the end of six months -
of training each apprentice would be evaluated by a maintenance supervisor and/or
a maintenance training officer. Those who were progressing satisfactorily would
be accepted into the second apprenticeship training phase and promoted to the
grade of PFS-6. - X -

During the second six months of training the apprentice would learn to main-
tain a second type of MPE equ1pment, and would attend- additional formal courses
of instructionnd/or be required to study selected Self-instructional material.

Towards -the end of this period of training thé apprentice would take the MPE

Mechanic Examinat'ion and would again be evaluated by a maintenance supervisor

or a training officer. A satisfactory evaluation plus passing the maintenance
'~ examination would be the criteria for promotion to the position of MPE mechanic

at the PFS-7 grade level.

¢

The treatment of an apprentiee who fails to pass the MPE Mechanic Exami- oo
nation or to receive a satisfactory evaluation would be left to the discretion
of his maintenance foreman or training officer. He could be allowed to repeat
one or more portions 'of the apprenticeship training, be allowed to remain in

- the maintenance force as a general mechanic or be asked to return to his former
position within the post office.

. As suggested earlier in this report it is difficult to assess maintenance
capability through the use of a paper and pencil test: Rather, mechanics should
be evaluated on the basis of maintenance performance tests. The present written
maintenance examinations used by the post office’ should eventually be replaced
by a structured performance testing program which would be part of the apprentice-
ship program and which also would be used to determine the promotability af jour-
neyman mechanics. '

Apprent1cesh1p Entry Requ1rements ) )

With one type of exception, all new MPE apprent1ce should be;4equ1red to
have passed the Apprentice Examination. This test assesses a pe tson's general
skills and knowledges regarding the maintenance of electro- mechan1caf\ quipment.

Occasionally there will be persons who are judged to be capable of maintain-
ing MPE equipment, but who for one reason or another cannot pass the Apprentice
Examination. It is recommended that these persons be assigned the position of
general mechanic. After some period of time, perhaps four years, the general
mechanic will have adequately demonstrated whether or not he has potential for
becoming an MPE mechanic. Based on this ‘practical demonstration and a favorable
supervisory recommendation such persons could be allowed to enter the MPE appren-
ticeship program. These persons however, would be required to acquir¢ all the
skills and knowledges necessary to meet the requirements for promotion from ap-
prentice to MPE mechanic -- they would have to learn to maintain two types of MPE
equipment, and would have to pass the MPE Mechanic Examination.

i

Helper and General Mechanic Training

. Currently mechanic helpers are not required to pass a maintenance aptitude
examination, and general mechanics are required only to pass a mechanical aptij-
tude test. No change in these entry requirements is recommended. It has been

Q . . - - 23,
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suggested that the mechanic helper be required to pass the mechanical aptitude
test. This is a possibility for further comsideration. However, there always
will be a need for helpers who, although quite capable in that position, do not

. have the capability for much, if any, advancement. Therefore, allowing the helper
to enter the maintenance force should be based on the recommendat1on of maintenance
supervisors.

At present, helperS and general mechanics have little opportunity to prepare
themselves for entry into the ranks of the MPE mechanics. The post office has
initiated a study which may correct this situation. In essence, the plan is to
collect and to develop training self-instructional material dealing with such
topics as elements of electricity, basic electronics, schematic reading, read1ng
of engineering drawings, and so forth. These mater1als would be placed in all
libraries of mechanized offices and helpers and general mechanics would be urged
to use them for self-study.

Journeyman Mechanic Training

At present there are no standard training procedures for teaching journeyman-
mechanpics how to maintain new or different types of MPE equipment. - Often the
mechanics, through on-the-job training or self-instruction, acquire the mainten-
ance capability through their own study and 1n1t1at1ve For certain equipments,
the Post Office Department -has maintenance training ‘programs te which mechanics
can be sent. Usually mechanics sent to such courses already have been maintain-
ing the equipment and are sent to the course for further instruction dea11ng pri-
marily with equ1pment troubleshooting.

. The Department has published maintenance series handbooks for most MPE -equip-
ments and the highly capable mechanic can use these handbooks to learn maintenance.
In addition, most offices have borrowed or have developed training material which
can serve both for instruction and as job aids. -

v

For the major types of MPE equipment it would be most appropriate to develop
"self-instructional training packages. Such a package was developed for the Letter
Sorting Machine (LSM) by HumRRO. This work was performed as part of Task SABER!
The task staff performed a maintenance analysis of the LSM and from this analys1s
developed a troubleshooting job aid manual which could be used both during training
and on the job thereafter. In addjtion, the analysis led to-the specification of
instructional confent and content sequence for the training program. Detailed
lesson plans, training aids, and handouts for the training program were developed
and packaged in a self-instructional package. Study of such a package prior to
attending the formal POD training program allows the formal program to concentrate
heavily on prectical exercises and the more sophisticated troubleshooting proce-
dures. The beginning portions of the package would be suitable for use during
apprenticeship training and the entire package would be suitable for the local .
training of MPE mechanics. The development of self-instructional training packages
for other types of MPE equipment is strongly recommended. .

1 Task SABER: Demonstration of a System for Development of Post Office Equipment
Maintenance Training, Robert C. Trexler and Patrick J. Butler. Human Resources
Research Office of The George Washington University.
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CLASSIFICATION OF POST OFFICE MPE MAINTENANCE POSITIONS

N ¢

* ‘Application of Job Evaluation Criteria

In 1953 a contractor to the POD conducted a job evaluation study of 83 po-
sitions which typically exist in field post offices. That study was performed .
as-an aid to.the establishment of the present PFS classification system. The
study employed a factor-with-points system, and evaluated jobs on the basis of |
four factors: knowledge, responsibility, contacts, and physical requirement and
environment. The factors and point distributions used were typical of those which
have been successfully employed by many public and private organizations. The PFS
grade system which stemmed from that study has proved to be a useful and workable
system. ) : . )

~ Changes in postal equipment and operating conditions do change the require-
ments for maintenance jobs and every few years it is necessary to re-evaluate these
jobs in terms of the changes. Therefore; in this present study, job evaluation in-
formation was obtained for the positions of Mechanic Helper, General Mechanic,
MPE-6 Mechanic, MPE-7 Mechanic, and Foremar, MPE Mechanics. The job analysis
questions contained in Appendix D were used to collect the information. Each of
these seven job analysis. questions is practically identical to one of the seven
job evaluation questions used during the original 1953 evaluation of postal job

~positions. For each job evaluation question the wording.of the explanatory ma-

terial, the number of, and the wording of the options were similar or identical
to those used in the original study.

The job evaluationuquestiéns,were asked of seven MPE foremen using the fol-
lowing procedures:

1. Each foreman was interviewed separately by a HumRRO representative.

2.  The foreman was told that the purpose of the study was to obtain a
better understanding of the requirements of maintenance positions.

3. The foreman was given a copy of the job analysis questions and asked,
for each question, to do a comparative analysis of the five maintenance positions
being examined. His responses were recorded on the answer sheet by the HumRRO
representative, - ; .

“

4.  For each question the foreman selected an option for the mechanic helper,
then for the-general mechanic, the MPE-6, the MPE-7 and the foreman, MPE mechanics.

5. Upon request clarification information was provided regarding the criteria
which should be used when answering each question.

In the original 1953 study job evaluation options were converted into points
using the tables contained in Appendix D. In this present study, the same point
system was utilized.

The results of this study are shown in Table 1 and the data arebpresented
in Table 2. The point total or score for each job position was obtained by av-
eraging the point scores-obtained by each of the seven foremen.

The results of this study suggest that the five positions evaluated all
should be raised by one PFS level. More important, this study demonstrated that

the 1953 job evaluation criteria and procedures still are usable, With a small
amount of additional effort certain ambiguities in‘the criteria could be eliminated.

"Thig then would provide a very useful tool for the periodic re-evaluation of all or

portions of postal service job positions.

- ' 25
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Pay Comparability c}f MPE Mechanics * : o

Three years,égo MPE mechanics were cléarly underpaid relative to their indus-
try counterparts. Since then all PFS grades have been raised by‘one grade and the
pay for all PFS levels has been raised by approximately 5%. ’

It has been 'recommended in this repert that all MPE maintenance positiéns be
raised by one PFS level. In addition Congress is gontemplating an across the board
increase for postal employees of approximately 4.1%. If both events were to occur
the result might be that MPE méchanics would be paid at a higher rate than their
industry counterparts. To check on this possibility an analysis was performed using
data supplied by the U.S. Department of Labor (see Table 3).

Hourly wage survey data was averaged for the fourteen cities covered during

the second task MPE survey of maintenance mechanics. The survey data was adjusted
upward by. .04% for each month- of difference between 1 July 1969 and the month during
which, the wage survey data was obtained. This is equivalent to an industrial wage
escalagion of approximately 5% per annum. The obtained and adjusted-wage for the
industrial positions of maintenance mechanic, maintenance electrician, millwright
and automotive mechanic is shown in Tgble 3 along with the average hourly wages for
each of these positions. . . _ ;

: Table 4w.compares adjusted hourly wages for industrial maintenance positions
with present and proposed hourly wages for the PFS levels of 6,7 and 8. With the
exception of the comparison betWeen the proposed salary for the PFS-8/Step 4 posi-
tion and that of maintenance mechanic, the comparison shows that even with a one
grade increase plus a 4.1% across the board salary increase, MPE mechanics still
would not be earning more than their industry counterparts, assuming an industrial
wage increase of 5% per annum. -

Based on the proposed job duties and responsibilities for the MPE mechanic,
PFS-7 level, this position is similar to the combined duties of a maintenance me-
chanic and a maintenance electrician. Therefore, it would be appropriate to com-
pare the combined average rate for these two positions (3.94/hr) with the proposed
salary of 3.82/hr for the PFS-7 mechanic., This comparison suggests an underpayment
. of .12¢ per hour. ¢ ‘

@ According to the proposed duties and responsibilities for the senior MPE me

' " ‘chanic, PFS-8 level, this position is quite similar to the combined duties _of a
maintenance. electrician and amillwright. The combined average salaries for these
two positions is 4.13/hr, the same as that proposed for the PFS-8/Step 4 mechanic.

From the above comparisons it would appear that even with a one grade raise
for journeyman MPE mechanics plus the proposed mid-69 PFS salary increase, the nev
MPE mechanic salaries would be no more than approximately comparable to their civi-
lian counterparts. Indeed this may be the case. On the other hand, because of
the reasons discussed below it might be that postal mechanics would end up receiv-
ing a*higher pay. )

The typical postal mechanic, because of his long years of postal service, is
paid at the step 8 level. This salary level is considerably higher than the step
4 level used. to determine pay comparability (PFS-6/Step 8 = $3.96; and PFS-~7/Step
8 = $4.28). | It is not possible to determine from Labor Department wage surveys .
‘the years oﬁ experience for the average non-postal mechanic. However, Q§suming
- cpmparability of experience for postal and non-postal mechanics, the proposed |
1 July 1969 pay raise would make postal mechanic pay just about comparable to that
for non-postal mechanics. Adding a one PFS-level grade increase to the ‘proposed
pay raise would make the pay of the average postal MPE mechanic more than his non-
postal counterpart (PFS-7/Step 8 = $4.28 and PFS-8/Step 8 = §4.63). :

From the above comparisons it is concluded that a recommendation to increase
the PFS-level of MPE mechanics cannot be based solely on pay comparability consid-
erations. Rather, this recommendation must be and can be supported on the 'basis

’
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of the increased skill and kndbwledge requirements for MPE mechanlcs « ‘The’ ana1y51s

-of MPE equipment performed as part of this study and information obtained. from the

tabor Department suggests that the skill and knowledge - -requirements for MPE mechan-
cs are higher than those for the civilian positions of'maintenance’mechanic,
maintenance electrician, millwright, or automotive mechanic. This would espe-
gially be the case if MPE maintenance p051t10ns were redefined in accordance with

- the récommendatlons of ‘this report. : -

’
I3

Equal Pay for Equa) Work : ‘ ‘ , . ' .

It is sometimes difficult to decide whether to compensate on the basis of a
person s capab111ty or on the basis of the requirements_of his present job. With-
in the present MPE maintenance force there are many PFS-6's who have the capabil-
ity of and-who indeed are performing as the higher level PFS-7 mechanics. By
following the recommendations presented here, it is quite conceivable that an
MPE mechanic at the PPS-7 level eventually will become as skilled asythe PFS-8
senior MPE mechanic. Should such persons/be paid in accordance with |their skills
or’in accordance with the requirements of their present .position?

The basic compensation principle advocated here is that the mechanic be r
paid in accordance with the requirements of his job position. His capabilities
determine his promotability, and, indeed,.to increase his opportunities for pro-
motion he should be all&wed to expand hlS maintenance skills and knowledges. On ~
the other hand, some deférgnce must be made to the ngtion of '"equal pay for equal
wowk'". Therefore through job assignment practices ag’attempt should be ‘made to
keep the bulk of a mechanic's assignments within the duty and responsibility \
boundries as described in his job description. To do otherwise establishes a
situation wherein an advantage can be taken of the superior mechanic's capabilg,. -
ities without providing suitable compensation for ‘these capabilities. Eventually,
as has already occurred in a Jumber of mechanized offices, the various grades of, -
journeyman mechanics would receive similar job assignments-and the mechanics would
come to feel that they all should Be compensated at a similar and high leveld

Need for Recruitment and Job Turnover Data - $ : gh»,

., Why is it that certain offices have difficulty* fllllng MPE maintenance po-
sitions? Why is it that mechanics stdy on at the post office even though they =~ -
claim they’.are underpaid? When mechanics do. leave the post office what are their
reasons? .There are no factual answers to these and to related questions, and
therefore it is difficult to estimate the degree to which malntenance staffing
problems are due 'to poor pay, if indeed that is.the case.

At those offlces experlenclng difficulty in obtaining malntenance personnel
it would be useful to recruit on the open market to see what success they wgould
have. This would he one way of determlnlng the relative attractiveness of postal
ma1n¢enance positions.

At a11 offjces it would be useful to conduct exit interviews with mechanics -
to collect info¥mation regardlng the reasons why they are leaving the postal
service. .

<«

Job Reclassification Versus Across the Board Raises

* Since the establishment of the PFS classification system a tradition has
developed relating to the grad€ relationships between various types of jobs with-
in the Post Office. Once traditions become established they are difficult to up-
set. Therefore, it often is easier to administer an across the board raise than
it is to administer selective raises based prlmarlly on job reclassification.
Difficult as it may be it still would b&® appropriate to periodicaily re-examine
the classification of selected p051tons within the post offige to see if their
grade levels are still appropriate. For example, the MRE maintenance p051t10ns
are usually compared with the position of automotive ‘mechanic, PFS-6. While this
study did not examine automotive maintenance p051t10ns, it is clear that during

. the last few years automotive vehicles have become increasingly sophisticated.

’
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In particular, the skills and. knowledges required to troubleshoot and maintain
automatic transmissions and automotive electrical-systems has established the .
requirement for at least two grades of automotive mechanics. This, despite the
fact that the electrical and control systems for postal vehicles are not as com-

"-plicated as those vehicles available in the 'open market, justifies a refevaluation
of existing jobs, —~ : . ' : :

Job- Analysis and Evaluation Form t.

,

Job classifitation shtkild be based on accurate and detailed information re-
garding the duties and responsibilities of the job. At most post offices Compen-
sation.Officers are not familiar with maintenance p051t10ns and with rare excep-
-tions are not_familiar with maintenance duties and responsibilities. As an aid
to the collection of more adequate job information, a job analysis and job eval-
uation form or checklist has been prepared (Appendix B), = This checklist.can be
used by compensation officers when analyzing mainte e positions. This form
would be used to collect information about the -following job aspects: e%ucational

- « requiréments; experience requirements; initiative and ingenuity cequirements; re-

sponsibility requirements defined in terms of possible damage to equipment, oper-

ational losses, and responsibility for the work and safety of others; physical -

demands; working conditions; and unavoidable hazards. In addition, judgmental
¢+ information would be collected regarding the seven job elements used when estab-
lishing the PFS system. -That is, the job evaluatidn questions contained in Ap-
fpendlx D have been incorporated into the Job Analysis and Evaluation Form. Thus,
this checklist can be used both to gather detailed information regarding the duties,
responsibilities and specifications of a job, and to evaluate that job in terms of
1ts approprlate PFS grade level. '

- .
<} . . <
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_* J0B DESCRIPTIONS, JOB ASSIGNMENTS AND STAFFING CRITERIA

Breadth of Job Duties and Respbhsibf]ities’ - : S .;

Job descriptions, job assignments and staffing ¢riteria are interrelated.
e Any change in oné may have a_drdstic effect on the other two. In this report it -
has been proposed that maintenance job positions be broad enough to provide manage-
ment flexibility, yet narrow.enough to allow for job mastery within a reasonable '
perlod of time. - The suggested +job descriptions have been written so that any one
‘mechanic is responsible for two or more types of equipment and yet would not be’
responsible for learning how to maintain all types of MPE equipment. It was pro-
. posed that maintenance personnel become semi- specialists. These specialists would
- have a primary responsibility for maintaining certain types of equipment and a
secondary responsibility for maintaining additional types of equipment. Finally,
it is suggested that mechanics be g1ven specific and circumscribed equipment main-
. tenance a551gnments and that job assjgnments be made in accordance with JOb descrip-
tionsg, §$i\)’9§‘—\ ' o

-~

With the exception of a few' very large facilities the activities of maintenance
’ : ‘personnel must overlap to a certain extent in order to assure that all personned
can be given full work assignments, There are seldom enough higher level activities
to keep the hlgher grade mechanics: fully employed. Thus these-mechanics must spend
» a certain portion of. their worklng hours performing lesser skilled maintenance ac-
- »- tivities. The need for such job assignment flexibility is commonly. recognized and -
: is~current1y written into maintenance job descriptions.

Ana]ys1s of Staffing Requirements - -

e

Maintenance staffing requlrements be considered both in terms of the
numbers of hours required to perfornrvarlous types of activities on various types' “
of equipments, and the variou$ gradés of maintenance personnel required to perform
" the. needed- malntenance It is not p0551b1e to devise ap exact one to one relation-
ship between maintenance time requirements and maintenance position requirements
by grade. For example, a maintenance time analysis might show that 15,000 hours .
of MPE majntenance are required per year, and this works out to approx1mate1y 734
maintenance positions. In practice it might require eight or nine positions to
adequately compass this 15,000 hours., And even then it will be necessary to N .
assign many lower skilled activities to higher grade mechanic. ' .

¢

Each post office should first analyze itsfyequirements in terms of the number
of hours required to perform various types of ¥fandard maintenance activities on
various types of MPE equipments. These requirements shouldrthen be converted to
a specific prescription of what amounts and types of malintenance activity are to
. be performed on each tour. * The maintenance requirements for each tour then can"
‘be analyzed in -tefms of the types and numbers of persons required on that tour.
Duripng this analysis by tour, specific maintenance responsibility prescriptions
should be prepared for each proposed mechanic for that tour. The overall rgsult
_ of this type of analysis would be that each post’office would have a clear pre-
: scription of what types of maintenance activities are to be covered on each tour
and by each=person on that tour: The job description for each maintenance position -
could be prepared in terms of specific primary and secondary maintenance responsi-
bilities. 'Personnel selection, assignment, training and promotion would be based .
on _a clearly defined program for prov1d1ng personnel who can meet specific job
prescriptions. . [
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- Suggested Staffing Criteria . ' ' ‘ R

i

[
- - »

Implementation of, the above would first requlre the development and checkout
of improved stafflng procedures Then, means would'have to be found for teaching
the new procedureS to maintenance supervisors.

~

.- As an example of criteria which might be used to develop a maintenance force,

the following suggestions are offered: v . Lo

1. Worker-leader capab111ty. Assume that all special prOJects, major MWOs, .
and major repairs requiring a work crew will be conducted during the second tour
and will be headed by a senior MPE mgghanic or by an MPE technician. This means
that on the second tour, a major blo® of time’must be'set'aside for such activi-
ties, -

¢

2, Inspection capabilities. The detailed, scheduled. 1nspect10n of any’

‘piece of equipment can be conducted on any one tour. This can be performed by

a senibr MPE mechanic of by an MPE technician. One mechanic should be given the .
primary respon51b111ty for inspecting each type of equlpment. A backup capability
should be prov1ded using a second mechanic.

3. Troubleshooting capability. For each type of equipment, a troubleshoot-

“ing capabxllty should be provided on two tours. This would mean that difficult

malfunctions ‘could be immediately addressed on at’least two or three tours durung

 the day. If it is possible ‘to defer troubleshootlng for a particular tour, then

this requirement can be eased. This is a PFS-8 level activity. The MPE techn1c1an
would provide a backup capability and could be called day or night.

4. Routine preventive maintenance. For any one type of. equlpment this ca-
pability need be provided on only one tour, preferably the. first tour since RPM
can be used as an OJT device for training hew mechanics, Assuming the existance
of an apprenticeship pfogram (Tour II) it would be necessary to iconduct RPMs on r
the second tour. For any one type of equ1pment at least two persons should have

"an RPM capability. While this normally is a PFS-6 level activity, it can be

asdigned to PFS- 7s if that 15 requlred in order to g1ve such persons a reasonable
work load. _

S. Malfunctlon location. During conduct of RPM the major activity involves
the detection of those malfunctions, misalignments, and worn parts which can be
expected to be detected as a result of performance of the RPM. The majority of
malfunctions will be of thi$ type and thereforp will be capable of being located
by a PFS-7 mechanic who does not’ have the capability to perform sophisticated
troubleshooting. A capability to locate relatively simple and ' common malfunc-
tions. should be, for any one type of equipment, provided on at least two tours.
This would mean that upon notification of equipment breakdown the responsible-
PFS-7 mechanic could be sent to the equipment and could be expected to locate a
reasonably high percentage of possible malfunctions. If he could not, he would
notify the foreman who'would make -arrangements for troubleshooting of the equip~
ment by a PFS-8 mechanic. ~ .

6. Repair capability. Repair capability requirements tan vary widely

" depending upon the nature <of the malfunction. The required repair can be so

simple that a mechanic's helper could perform it or it could be,so complicated
that a 7-level or higher mechanic might have to improvise repalr procedures, .
Generally speaking however, repair activities seem to be of the grade 7-level.

We would expect therefore, that both 7 and 8-level methanics would have the, skills
and knowledges required to handle most types of equipment repairs, eSpec1a11y
those repairs involving the removal and replacement of parts.

7. Maintennace helper. One or more maintenance helpers could be provided
on each tour. This would depned upon the number of such helpers’ required to
assist in the conduct of special maintenance projects and the number required
to perform cleaning and lubrication (C§L). The C&L activity is one typically




assigned to the maintenance helper. However, such assignment does depend on the
ease with which access can be obtained to cleaning and lubrication points. If ﬁ;)
access is difficult or requires a reasonable amount of skill and/or caution, the
the C§h activity can be combined with the RPM activity. Typically this is done

for the [Facer/Canceler. and the Edger Stacker. Quite possibly there are sub-units
of the LSM, bulk conveyor and othér types of equipment where it would be desirable
to combine these two activities. ' . '

Preparation of Individual Jéb Descriptions o )

It would be desirable to construct job positions so that each person has a
primary re5p0n51b111ty for performing certain types of activities on certain types
of equipment. In -addition, he would have a secondary or backup responsibility for
additional types ofyactivities and equipments, possibly at a lower grade level.

For example, the grade’ 8 mechanic might have a primary responsibility for inspett-
ing and troubleshooting three types of MPE equipment and for performing or over-
seeing repairs_on*these two types of equipment. In addition, he could be given a
backup or secondary inspection, troubleshooting and repair .responsibility on at
least one additional type of MPE.equipment. As a secondary responsibility, grade
8 mechanics might be given a backup role with respect to the repair and REM of

-one or two additional typ8s of MPE equipment. This of course involves®grade 7

activities. Finally, each mechanic, depending upon his PFS level and the size
of -his office, might be assigned a primary gr secondary responsibility for one
or more pieces of MPE-support equipment, such as hamper dumpers, mechanical can-
celling machines; portablé conveyors, and all or portions of the mail processing
system. The special feature of all this is that the mechanic would not_be held
respons1ble for all MPE equ1pment and secondly, his respons1b111t1es would be
spelled out gu1te precisely in terms of equipments and major types of repair ac-
tivities. The maintenance director could prepare theSe individual job- descrip-
tions based on maintenance requirements and-how he wished to allocate these re-
quirements among the three tours. Furthermore, noticeable capablility d1fference
requirements would be present "to distinguish between the PFS grade levels. Min-
imum grade level requirements could be spelled out fairly precisely but maximum
requirements could be open ended. Guidance cquld be provided regarding the rate
at which additional requirements could be given to any -grade-level mechanic.

This would prevent his foreman from unduly loading him with additional job
duties. For example, it might be stated that maintenance of additional MPE
equipments need be learned at the rate of no more than one piece of equ1pment
per year, unless thig restriction was waivered by. the mechanic. As a reward,

it might be stated that, other things being equal, promotion would ‘be awarded

to those mechan1cs who had demonstrated a willingness and capab111ty to master
the maintenance of additional types of equ1pments
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. APPENDIX A | .

- PROPOSED JOB DESCRIPTIONS

b . a

An integrated set of mail processing equipment maintenance job descriptions
have been developed for the following job positions: Mechanic Helper (PFS-4);

2 Apprentice Mechanic, Mail Proce551ng Equipment (PFS-5)}; Apprentice Mechanics Mail
Processing Equlpment (PFS-6); Mechanlc, Mail Processing Equipment (PFS-7); Senior %
Mechanic, Mail Processing Equlpment (PFS-8); Maintenance Techn1c1an, Mail Procéss-
ing Equipment (PES-9); Foreman, Mail Processing Equipment (PFS-10); General Main-
tenance Mechanic (PFS-5); and Senior General Maintenance Mechanic (PFS-6). The
job descriptions provide discrete levels and parameters of responsibility aligned
with the proposed career structure for mail processing eqy{pment maintenance.

The job, descriptions include, statements of duties and }espbnsibilities and
position qualifications' The prerequlslte qualifications, mandatory and desira-
ble are identified in the areas of knowledge and skill, education, experience,
training, minimum test and performance levels and physical requirements,

The proposed career structure, the job descriptions and the prescrlbed quali-
fications are, of course, dissimilar .to the existing jobs and their prerequlsltes.
The differences are particularly apparent .in the requlrements for passing test
scores in qualification tests be1ng proposed, and in breadth of capability in
‘terms of numbers of mail processing equipments: in which proficiency -must be dem-
onstrated., .

- Further, it is recognized that personnel presently classified as mail pro-
cessing equipment mechanics, conveyor mechanics, and general mechanics, may not
qualify for direct reclassification’to, positions at ‘the same PFS level as their - o
current job. In recognition of this, a conversion and reclassification guide to
protect personnel affected and provide an orderly process of change-has been pro-
vided in Appendix E.

-

In order to assist in 1dent1fy1ng the proposed p051t10ns, they havegpeen .
numbered in the POD maintenance service group series with an "A" added ta the
group designator, i.e. Standard Position 6A-5, Senior Mechanic, Mail Processing
Equipment. Job numbers 6A-1 to 6A-20 have been reserved for Mail Processing
Equipment mechanics and technicians including the Electronic Technician, Mail
Processing Equipment recently established but not included in this study. The .
numbers 6A-21 to 6A-30 have been reserved for supervisory jobs in mail process-
ing equipment. The general mechanic p051t10ns have _been numbered separately in
the 6A-31 to 6A-50 series.

.

v




POD Position Description - Y ' Proposed

Occupational Code 4701 o ‘ ~ Standard Position 6A-1

Title: Mechanic Helper Salary Level: PFS-4

POSITION FUNCTION. Performs, independently, a variety of simple non-technical
and semi-skilled tasks which are incidental to recognized trades or crafts, or
similar maintenance repair functions. Assists craftsmen and mechanics in perform- R
ance of maintenancé tasks which require skill and knowledge of the function. :
<4

DUTIES AND RESPONSIBILITIES : )

(A) Performs helper-type duties and responsibilities either of a
specialized nature in a particular trade or craft, or of a gen-
eral nature in a variety of trades or crafts, or both, as required
by the needs of the service. o -

‘ .« (B) Assists skilled workers in locating and cofrecting sources of trou-
ble, and in the performance of typical maintéhance,.kepair and mod-
, ification work on postal equipment, buildings, or building systems.
. Individually performs the less difficult assignments. in accordance
with instructions or established practice. For example:

(i) Cleans, oils, ‘greases, inspects and moves convéyor equipment;
clears mail blockages and makes minor repairs. ‘

(ii Replaces burned out lamps, washes electric light fixtures and
P P 1es g
. ) glassware, and makes minor repairs to electric systems, motors
‘ L » and case lights. - ot

(i4i) Makes minor carpentry and cabinet repairs, carries lumber and
holds.screenline partitions in place while being worked on,, . -
drills holes in wood or metal, bolts and unbolts screenline
equipment. ’

(iv) Cleans, oils, adjusts and makes minor repairs to wire tying o
. machines. .

(v) Assists in sawing, bending and threading pipe and mékes minor
plumbing repairs.

~(vi) Assists in assembling and unassembling heavy equipment.

(vii) Assists in installing, removing and repairing of letter box
- equipment.

(viii) Performs minor painting jobs and assists in major paintiﬁ%
jobs. ]
(C) Sweeps and cleans up the work area upon completion of jobs; puts
q' away tools, equipment and materials. ‘

.- (D) May drive a light truck when necessary to get to or transport
' ‘ tools, equipment and material to the work site.

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman of maintemance or to a
mechanic, as assigned. : . . '

'PO?ITION‘QUALIFICATIONS. ’ i
(A) Knowledges and Skills: ' ' :
" - (1) Must be able to read and/or comprehend simpie written and

oral 'technical instructipns.

. | - ) : ' 5;11




(B)

©

T (DY

(E)

(F)

b

(2) Must be able to properly utilize common hand and power tools, .
and simple test and measuring equipment. »

Education: Must have a grade school education or equivalent.
Training in shop mathematics, bluie~print reading, and use of
common tools is desirable.

@

Experience: None

Training: No prerequisites. Jncumbents will receive on- -the- -job
instruction in, and may receive formal. school training for progres-
sion to'apprentice mechanic in one of the crafts or maintenance
skills identified below. The general title "Mechanic Helper" will
be used for helper positions wherein no single trade or craft is
primary in the work assignment. In work situations where the help-
er's primary afsignment is in one of the indicated trades or crafts
his position will be designated by the appropriate alternative title

klisted below. However, use of an alternative title is applicable

in those instances where the installation has a Journexman me-

chanic authorized.in the trade indicated by the title. ’

Blacksmith- Welder ‘Helper |\, ~Mason Helper v
Carpenter Helper : Office Appliance Repairman
" Helper

Electrician Helper

Elevator Mechanic Helpe:;té Painter Helper,

Letter.Box Mechanic Hélper Plumber Helper - *
s s X Postal Machines Mechanic
Machinist Helper Helper

Mail Processing Equipment

Helper Scale Me;hanlc Helper

Minimum Test and Performance Requirements' None

Physical Requirements: Good near vision, color discrimination, eye—
hand coordination, and manual dexterity. Ability to 1lift, carry and
hold for short period materials we1gh1ng up to 80 pounds.

~
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POD Posjtion Description o : Proposed |
OcqupatiOnal Code 5342 | Standard Position 6A-2

Tit1e~ Apprent1ce Mechanic, Mail Processing Eqmpment - Salary Level: PFS-S\

-

POSITION FUNCTION. As*an apprentlce learns and performs routine preventive .
maintenance, troubleshootlng and repair of one type of mail processing equipment,
Assists mail processing equipment mechanics in complex trqubleshooting, diagnosis .
and correction of equipment malfunctions. Performs cleaning, lubritating, inspec-
tion and simple maintenance tasks under supervision, following detailed instruc- .

ons or established procedures. Learns and complies with safety regulations. .
earns usé of tools and, simple measuring ‘and test equipment.

. .
- ¢

DUTIES AND RESPONSIBILITIES: oo o ’ .
.’ (AJ‘

eajns routine preventive maintenance and routine troubleshooting
‘apd 'répair of * -
thrdugh self-study, classroom and on-the~job training : )

(B) As assigned, attends training courses "and/or studies technical and’
training materials on equlpment angd maintenance- related topics. ,

(C) Performs routlne preventive maintenance and 51mp1e troubleshooting
and repair of **~ t > .

P
Bl

(D) May perform mechanic- ;ype duties and respon51b111t1es of a rqutine
nature assisting mail processing equipment mechanics performin
maintenance, repair and modification on a11 mail processing equip-
ment, : .

. “ . . I -
! (E) Performs simple maintenance tasks follow1qg detailed 1nstruct10ns
or established procedures and practices under supervision of mail
processing equipment mechanics. These tasks ihclude: ‘

and makes minor adjustments
uipment under supervision

(1) Cleans,,oils, greases, inspec
and repairs on mail processing
of qualified mechanics. )

\

(iiJ Assists mail processing equipmenk m nics in repalr, in- ‘ v
: stallation and removal, modifica®ton, adJﬁstments, assembly .
and dlsassembly and movement of ‘equipment. '

{iii) A551sts qualified mechanics in complex troubleshootlng, diag-
- 'nosis and correction of equrgment malfinctions, utlllzing
. ' s - tools and measuring and testing equipments. - . ‘ .

: . (iv) Obtains tools and materials and transports to and from main-
tenance locations. TCleans and secures work area after .cqm-
pletion of tasks. )

¢ {v) . Makes simple written entries in equlpment log books, status
. reports and work order* S -
- (vi) May drive vehicles when necessary to work site: .

.

~

* Supervisor will enter type of mail proce551ng equipment -in individual's job
description when training assignment is made.

** Job description of each mechanic will include types of equipment on which
qualified, . . . .

™

. | Y




Si v ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman of mail proce551ng equ1p—

. ment maintenance or to a mechanic, as assignhed. P 1y ! _
POSITION QUALIFICATIONSS N ! g
(A) Knowledge and Skills: . A ) , . .

(1) Must be able to comprehend and to follow 51mp1e printed”’ or
oral ‘technical - 1nstruct10ns, such as cleaning, lubricating,
and preventive maintenance route sheets. .°

; (2) Must be able to prepare and/or complete simple work.orders;
¢ make simple entries in equipment maintenance log books; pre- .
. pare 51mp1e quﬁpment status reports.

" (3) Must be able to use simple shop mathematics such as adaitionlA -

and subtractlon of decimals and fractions. , "
o
, (4) ‘Must be aple to properly utilize cdommon hand and power tools
s ‘ and simple calibrated t&st/measurement equipment.

(B) Education: Must have two years of high school or trade school
training, or the GED equivalent. Completion of trade school-type
. ) courses in shop, mathematics, blue-print reading, use of tools and
test equipment is desirable. | o~

¢C) Experlence: None required. Prior experience as a mechanic or
mechanic helper in any maintenance functioh is desirablé.

(D) Training: No prerequisites. Incumbents will receive on-the-job
instruction and may receive formal school ‘training for progression
¢ ' to apprentice Qgil processing equipment mechanic, MPE-6.

"(E) Minimum Test and .Performance Requirements: Must have obtained a
passing score on the Apprentice Examihation, or have a four year v
record of satisfactory work performanceé as a general mechanic.

. ©(F) Phy51ca1'Requ1rements Good -near vision, color discrimination,
eye-hand coordination and manual dexterity is mandatory. Abil-
ity to lift, carry, -hold objects weighing up to 50 pounds is -

. hecessary.




v
v

. | . |
POD Pdsition Description ) ' . Proposed

a

0ccupational Code 5342 . . Standard Position 6A-3

Title: Apprentice Mechanic, Mail Processing Equipment  Salary Level: PFS-6

Position Function. As an advanced apprentice, learns and performs routine,
preventive maintenance, troubleshooting, inspection, and repair of a second type
. of mail processing equipment. Assists mail processing equipment mechanics in
complex maintenance actions and performs- standard maintenance tasks such as pre-
ventive maintenance arid troubleshooting, diagnosis and correction of equipment
malfunctions of mail processing gquipment on which trained. Prepares simple _—
written maintenance activity reports.and records. '

LY

Duties and Responsibilities:

h]

y (A) Learns routine preventive maintenance and routine troubleshooting
and, repair of * (second MPE studied)
through self-study, classroom and controlled on- ~-the- fob training.

s

(B) As assigned, attends training courses and/or studies technical
+ and training materials on equipment and maintenance- related

topics, - e
(C2~ Performs routine preventive maintenance, troubleshooting and”
N repair of ** (first MPE learned) and, when
qualified, of ** * (second MPE learned).

(D) Performs the less difficult duties and tasks, assists skilled-
- . wail processing equipment mechanics to perform maintenance.

(E) Performs simple maintenance tasks independently, following
detailed instructions or established methods. These tasks
include ‘but: are not’ limited to: .

(i) Cleans, oils and greases, inspects, and makes simple, minor
adjustments and repairs on mechanical portions of mail proc-
B essing equipment.

a

(ii) Assists mail processing equipment mechanics in repair, in-
stallation and removal, modification, adjustments, assembly
and disassembly, and movement of equipment, accomplishing
some minor maintenance tasks 1ndependently

. (iii) Assists qualified mechanics in troubleshooting, diagnosis
' -and correction of electro-mechanical mail processing equip-
ment malfunctions, performing some minor repairs independently
/ and - by direction. - '

(iv) .Utilizes hand and pOWer tools and precision measuring and
testing equipments.

(v) .Obtains tools and materials for tasks and transports to
*x , work site. _ )
s " (vi) Cleans and secures work area after completion of activities.

’; Supervisor'will enter type of mail processing'equipment in individual's job

, description when training a551gnment is made. .
** Job description of each mechanic will include types of equipment on which
‘ qualified . . . ‘
o ' . ' ' 45
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y (vii) Inspects equipment for obvious signs of malfunction or
incipient failure and reports symptoms detected. .

“(viii) . Reads and comprehends standard simple maintenance procedures

: and prepares simple written reports of maintendnce performed
deficiencies detected, and completes equipment logs, work

! L3 - orders, and s;atua_reports.

(ix) Obseryes safety rules. .
* ORGANIZATIONAL RELA?IONSHIPS. Reports to a foreman of mail processing equip-
' ment maintenance or to a mechanic, as assigned.
POSITION QUALIFICATIONS:
J . (A) Knowledge and Skills: , : ) . “y

(1) Must be able to comprehend, with assistance, fairly compli-
cated technical material such as blue-prints, wiring diagrams,
schematics, and material foung in the Maintenance Series MS)

. Handbooks. . ' é
(2) . Must be able to prepare and/or complete simple wprk orders,
make simple entries in equipment: ‘maintenance log books ; » J
. prepare simple equipment status Teports. ' H ’

(3) Must be able to use simple°shop mathematics such as addition
and subtraction of decimals and fractions.

(4) Must be able to properly utilize common hand and power~iools
and simple calibrated test/measurement equipment.

. (B). Education: Must have two years of high'scho6l or trade school

' tra1ning, or the GED equivalent. Completion of trade school-type
courses in shop mathematits, blue-print reading, and use of tools
and test equipment is desirable. .

(9] Experience. Six (6) months of training and work experience on
one type of mail processing equipment. Prior experience as a
general mechanic in any maintenance function is desirable.

(D) Training:  Six (6) months of training and work experience in
the mail processing equipment apprenticeship tra1ning program.

(E) Minimum Test and Performance Requirements.

. (1) Must have obtained a passing score on the Apprentice ¥
Examination.
' AR | .
, © (2) Mus't have successfully completed the first phase of mail - .
Cooe . processing equipment apprenticeship training program as

evidenced by the ability to pefform common types of main- _
tenarice and repair on one type of mail processing equipment.

(F) Physical Requirements: Good near ﬁision, color discrimination, YW
" eye-hand coordination and manual dexterity is mandatory. Abil- .
ity to 1lift, carry, hold objects weighing up to 50 pounds is !
S necessary .

N
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_POD Positfon Description : ; l?roposed-
0ccupat1ona1 Code 5342 P R © . Standard Position 6A-4 o
Title: Mechamc, Maﬂ Processmg Equ1pment N Salary Level: _PES->7'

e

POSITION FUNCTION Performs standard maintenance, ;nspectlon, troubleshoot™
ing and repa1r on two types of mail processing equipment; working, 1ndependent1y
Repalrs, removes, installs, mod1f1es, assembles and a1sassembles, any mail process-
‘ing equipment when working Under superv1s1on as a member of a work team. Reads,
comprehends and utilizes manuals, schemat1cs, didgrams and drawings to d1agnose
and.correct equ1pment deficiencies. Learns routine preventive maintenance, trouble-.

1‘shoot1ng and repair of a thrid type of mail processirg equipment., Prepares or
completes written equipment status repgrts, ma1ntenance logs and work order docu—

: mnntatlon . . ] !
bnf' T DUTIES ANDxRESPONSIBILITIES “
. (A} Troubleshoots, diagnoses and*corrects common or recurrent electrp-
' mechanical malfunctions onﬂat ‘least two types of mail process1ng
: . _ equipment, * > and *’
- oo ‘1ndependently, and/performs standard prevent1ve ma1ntenance,
LR troubleshoot1ng, inspection, and repair’of * | = : L,

‘when qualified.

(B) Learns routihe prevent1ve maintenance, troubleshooting and repa1r
. . of a third type of mail processing equ1pment *k .

assembles, disassembles, any mail processing equipment when work1ng

(C) Performs minor repa1rs and 4djustments and installs removes, modifies,
, - . under superv151on as.member of a work team. \h\

l . (D Reads, comprehends and utilizes manuals, schemat1cs, ahd w1r1ng

. e ‘diagrams to correct major deficiencies of .three types of ma1l

- . processing equlpment without direct superv151on. .
t~ ‘ (E) Prepayes reports of equ;pment status and ma1ntenance problems,
o o . + and pertinent actions accomplished or proposed

(F) Performs plug-in type repair on any type of electro-mechanical mail
n * pr0cess1ng equipment ut111z1ng standard gu1dance from manuals or
) SOPs~ : -

L]

" G) Performs routine ma1ntenance on any post off1ceqeqU1pment.

,(H) - UtiliZes hand and power tools and _precision measurlng "and test-
) ‘1ng equ1pment s

wr”
AR hl .

ORGANIZATIONAL RELATIONSHIPS Reports, to. foreman of mail process1ng equip- ~
ment‘malntenance or ,other de51gnated superv;sor C Yoo , K

*  Job description of each mechanic w1ll include. .types of equipment on which
qual1f1ed : _ ) o

- ** Supervisor will enter mail process1ng equipment 1n~1nd1v1dual's JOb de- -

.
scription when training assignment is made. -
i 8
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(A)

(B)

©

(D)

(E)

(F)

-Knowledge and Skills; "

é

(1) Must be able to comprehend, with assistance, fairly compli-
cated technical material such as blue-prints, wiring diagrams,
schematics and material found in the Maintenance Series (MS)
Handbooks.: -

(2) Must be able to prepagé or complete fairly compllcated work
”:orders and equipment status- Teports.

. (3) " Must be able to use simple ﬁhop mathematics such as addltlon

and subtraction of decimals anﬂ“fractlons

(4) Must be able to use powered shop equlpment and heat prod%ss
equipment, such as a drill press and welding torches, and a’
variety of precision measuring/testing equipment.

Education: Must have completed fdur years of high school or
appropriate trade school or the GED.equivalent. Completion of
trade schdol-type courses inr.shop mathematics, blue-print reading
ahd use of tools and tesﬁ equlpment is desirable.

Experience: One year of tralnlng and work experlence in which

-routine maintenance on two’ types of mail processing equlpment is

learned and performed. Prior experience as g mechanic in any
malntenance function is desirable.

Training:~ One year of training and work experlence in the mail
processing equipment apprentlceshlp program. -

Minimum Test.and Performance ReqU1rements . .

(1) Must have obtained a passing score on the mail processing
equlpment Mechanic Examination. a »

(2) Must have successfully com leted the mail processing equip-
g quip

ment apprentice training and demonstrate the ability to per-
form standard maintenance and repair on two types of mail v
processing equipment. G

Physical‘Requiremengs:' Good near vision, color discrimination, "
eye-hand coordination, and manual dexterity. Ab111ty to lift,
carry and hold for short period materials welghlng -up to 50
pounds, is necessary . . . A . .
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POD Position Description ; . . : " Proposed .

Occupational Code 5342 - | 'Standard Position 6A-5

Title: Senior Mechanic, Mail Processing Equipment _Salary Level:, PFS-S» .

POSITION FUNCTION. Performs, indepéndently, any inspection "malfunction
diagnosis, "and repair, on'at least three types of mail processing equ1pment to

.1nc1ude};he1r electrical control sybsystems. Acts as a work crew chief in the

repair, removal, installation, modification, assembly and disassembly of any

mail processing equipment. Utilizes and understands any type of POD maintenance
reference materials. Provides technical assistance and training guidance includ-
ing safety precautions, use of hand and power tools and measuring and test equip-
ment, to lower level mechanics. Prepares complex, wrltten, equipment work orders,
status reports and ma1ntenance procedures

»

DUTIES AND RESPONSIBPLITIES a

(A) Performs preventive ma1ntenance, inspection and malfunction diagnosis
" and r‘Ealr (including electrical control subsystems) of at least
three types of mail processing equipment, * s
* ,and * v

(B) Troubleshoots, diagnoses and corretts unusual electro-mechanical .
malfunctions on at least the above specified types of mail process-
1ng equipment, wdrking independently. .

© Performs minor repairs and adJustmeﬁts, installs, removes, modifies,
assembles, disassembles, any mail processing equipment.while worklng
_independently or as a lead mechanic with a work crew.,

. -« (D) Inspects and identifies any incipient and complex malfunction con-
" ditions on at least the three-specified types of mail praocessing
equipment, and corrects or reports detected deficiencies with
. recommended corrective aq;lons and necessary changes to mainten-
ance procedures ‘.

+

- (E) Utilizés schematlcs, wiring diagrams, and electrical “and electronlc
test equipments to diagnose and correct major and. complex electrical
deficiencies of the spec1f1gs three: types of mail processing equ1p-

. ment. :

(F) Prepares reports of maintenance activities and equipment status and
+ problems, and recommends corrective actiops and initiates work orders
estimating time and materials re9u1rements PR

+

(G) Performs .Youtine malfunction diagnosis and repair on aﬁy type of
mail processing equipment utiliZing standard maintenancé publications,
- schematics, w1r1ﬁg dlagrams, dranngs, etc. ] SR :

(H) Assists in the preparation and conduct of apprentice training: In -
those smaller offices not authorized an MPE maintenance training
office, may be assigned ﬁrlme respon51b111ty for preparation and

_conduct of apprentice training.

(I) Observes and enforces safety rules.

RIC
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*  Job description of each mechanic will include types of equipment on which
’ qualified.
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ORGANIZATIONAL RELATIONSHIPS.. Reports to a foreman of mail processlng equip-
¢ ment ma1nténance or to other de51gnated supervisor. :

POSITION QUALIFICATIONS.
(A) Knowledges and Skills: K .

(1) Must be able to comprehend, w1thout assistance, fairly comp11-‘
cated technical mater1a1 such as blue-prlnts, wiring d1agrams,
. schematics, apd mater1ql found in MS Handbooks.

AR

(2) Must be able to prepare or complete complicated work orders
and reports. Must be able to prepare "as-built"-drawings.
s . : Must be able to prepare work schedules, and compllcated equip-
: : ‘ ment status reports. =

\/> (Ei\wgust be able to use simple algebra, éeometry and trigonom-

N
<

try in analyzing maintenance problems and accomplishing
maintenance work orders or developing maintenance programs
-and diagnostic procedures. , .

-

(4) Must be able to use powered shop equipment and heat process
equipment,-such as a drill press and welding torches and
perform calibration and alignment using precision measuring’
and testing equ1pmept

»

M .., (B) Education: Must have completed four years of h1gh chool or appro-
' iate trade school plus,one year of specialized triining and
xperience ‘in appropriate trade or skill area, or approprikte )
"military technical training or a full apprent1cesh1p program in -
; ' a related trade. o o

(€) Experlence At least three years of work experience performing |
. all maintenance on three types of mail process{ng equ1pment after .
' completion of the pprentlceshlp training program.

.(D) Training: Must héve completed fhehmall processing equipment
apprenticeship training program and must have satisfactorily per-
formed, 1ndependent1y, all types of maintenance on three;types of
mail processlng equipment and guided the training of- lower level
mechanics in these equipments. - ) .

. : (B) M;nlmum Test and Performance Requirements:t

(1) Must have obtained a péssing’score on the Senior MPE Mechanic
. Examination.

(2) Must have demonstrated ability to perform 1ndependent1y any:
maintenance on three types of mail processing equipment.

(F) Physicdl Requirements: Good near vision, color discrimination,
eye-hand coordination, and manual dexterity. Ability to lift,
catry and hold for short per1od materials weighing up .to 50

. ‘pounds. ]




POD Position Description | - Proposed .
Occupational Code 5342 - Standard Position 6A-6

Title: Maintenance Technician, - .. ‘Salary Level: PFS-9
Mail Processing Equipment : v

POSITION FUNCTION. Performs quality control inspections and recommends Ty
corrective. maintenance measures and changes to procedures. Identifies maintenance 7‘?“5\
force skill level deficiencies and necessary personnel training requirements.

Acts as the maintenance expert for the facility on designated types of mail pro-
cessing equipment. Develops maintenance procedures, interprets reference materi-
als and devises diagnostic strategies when required.' Supervises individual on-
the-job training and conducts maintenance training programs Analyzes equipment
status and recommends corrective actions. -

DUTIES AND RESPQNSIBLLITIES

(A) Performs quality control inspections of a11 types of mail pro-
cessing equipment and provides technical expertise on
* i Tk and

4 ) b
" * . :
v . . " —— . yd
. (B) Troubleshoots, diagnoses and corrects any electro-mechanical
malfunctions on any type of mail processing equipment.

(C) . Plans and supervises projects.to install, remove, assemble, dis-
assemble, modify and.perform maJor repairs on any mail proce551ng
equipments. . .

PR

(D) Inspects, identifies and corrects potential complex malfunctlon
"cbnditions on any type of mail processing equipment or recommends
corrective actions in reports.

(E) Improvises diagnostic strategies and troubleshooting procedures ,
when standard manuals and procedures are not adequate, and writes
alternatiye maintenance procedural instructions.

\ (F) Develops imnstructional ‘materials to supplement POD training
packages for local equipment configurations.

(G) Directs on-thesjob training programs for the mail processing
. equipment maintenarnce force.and arranges for required assistance
to trainers and trainees. Conducts classes in mail processing,
equipment maintenance practices, troubleshootinp, repair, and
" use of tools and precision measurlng and testing equipment.

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman or other designated .
supervisor. Supervises and assists Wwork crews and training activities. Advises
the mail proce551ng equipment foreman -on technical training and.quality control

/of mail processing equipment maintenance.

!

* Job description of each methanic will include types of equipment on which
qualified.
) . T f

fRIC . o 6L

Aruitoxt provided by Eic:




.

| POSITION UALIFICATIONS. S
¥y . S (A) Knowledge and Skllls' ' ”

. (1) Muast be able to comprehend without assistance, very compli-
cated ergiheering drawings, schematlcs, and Maintenance
Series-(MS) Handbooks.

*  (2) Must be able to prepare training materials, complex mainten-
- ance procedures, work forcer schedules, equipment movement
. - and modification work orders, and quality control and equ1p-
ment improvement reports. 3
(3 Must be able to use advanced algebra, geometry and trigono-
‘ metry in analyzing maintenance problems, planning, preparing
. o and accomplishing work orders or developing maintenance pro-
"l grams and diagnostic procedures..

(4) "Must be able to use powered shop equipment and heat-process
: equipment such as a drill press and welding torches, and to
- direct and develop work instructions, maintenance procedures
"and training materials involving tools, power equipment and
precision measuring and testing equipment.

(B) Education: Must have completed four years'of high schoal or trade
"~ school plus one year of specialized training and experience in
appropriate trade or skill area, or appropriate m111tary technical
training, or an apprenticeship program.

(C) Experience: Must have performed satisfactorily as a senior mail
processing equipment mechanic, (PFS-8) for at least three years
and have demonstrated maintemnance prof1c1ency om complex problems

+ . on at least three types of mail processing equipment,

. (D) Training: Must have completed .the POD mail processing equipment
- apprenticeship training program and national training center
programs on at least three types of mail processing equipment.
Attendance at any available factory or manufacturers' special
training programs on appropriate equipments is highly desirable.~

! (E) Minimum Test and Performance Requirements: Must have demonstrated
above averapge capability to solve complex maintenance probleis on
at least three types of mail processing equipment. Must have
written and oral communication skills. :

(F) Physical Requirements: Good near vision, color d15cr1m1nat10n, s
eye-hand ¢oordination, and manual dexterity. Ability to lift,
carry and hold for short period materials weighing up to 50
pounds. . _ ,

ola
B
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POD Position Description - o Proposed .
. Occupational Code 5342 . . ’ Standard Position 6A-21
’ h i N
Title: Foreman, Mail Processmg Equipment . Salary Level: PFS-10
) Maintenance e L )

.l*- M

POSITION FUNCTION.  Plaps act1v1t1es of the mail proce551ng equipment main-
tenance work force, assigns dutles and tasks to mechanics and crews and directs
- training of personnel. Inspects ‘work and equipment to verify quallty of mainten-
ance and completion of tasks. Analyzes equipment status, and implements plans for
correction of deficiencies and replacement actions. Prggares reports, evaluates
and counsels personnel, recommends promotions and personnel actioms and conducts
training in and enforces safety regulations.

DUTIES AND.RESPONSIBILITIES: : ’
(A) Plans and assigns work activities of maintenance personnel and
crews. ) .

»

(B) Assigns mechanic¢s to duties and tasks, and provides instructions,
guidance and 1nterpretat10n of regulatlons, rules, manuals, etc.

(C) X#hspects maintenance work in progress, and assists, corrects and
guides. mechanics...Verifies satisfactory completion of maintenance
tasks. o v . '

¢

(D) Analyzes or assigns techn1c1ans to dlagnose malfunctions and equip-
ment deficiencies and directs or recommends corrective actions.

(E) Performs repair in abnormal situations, as necessary.

(F) Prepares special reports and supervises preparation or approves
routine reports and equipment maintenance management records.

G) ﬁyaluates subordinates, recommends personnel actions 1nc1uding
training, disciplinary and promotional.

(H) Enforces compliance with safety regulatlons and prOV1des guidance
' to subordinates.

(I) Respon51b1e for technical training of maintenance personnel in- d
c1ud1ng »
. 1) Determ1n1ng the need for training

(2) Conducting or arranging classroom and on-the-job training

(3) Assisting in development of local supplementary materials
or reV1s1ons to manuals, handbooks, and” tra1n1ng materials

4) Arranglng qualification tegtlng actlvatles for maintenance }
force. - ) \

ORGANIZATIONAL RELATIONSHIPS. Reports to the superintendent of majil processing
equipment maintenance or other designated supervisor. SuperV1ses mail processing
equipment mechanics and other maintenance personnel, as necessary’, on a tour or
in a functional area. ) ¢

. p . o .

POSITION QUALIFICATIONS. '
(A) Knowledges and Skills: | 7 - .

(1) Must be able to- comprehend without assistance, very compli-
cated engineering drawings, schematics, and Maintenance Series
(MS) Handbook‘'matert
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(B)

©

(D)

(E)

_school plus one year of specialized training and experience in an

(2) Must be able to prepare complex maintenance procedures and
tra1n1ng materials, work force schedules, equipment mod1f1-
cation and movement work orders-and technical reports..

(3) Must be able to use advanced algebra, geometry and tr1gonom- .

. etry in analyzing maintenance problems, preparing work orders
dr instruction, and developing maintenance and training:pro-
grams. N

(4) Must be able to direct work activities and prepare training
material and maintenance procedures 1nvolv1ng hand and power
tools and equipment and precision measur1ng and testing ¢ ////
equ1pment

3

Education: Must have completed four years of high school or trade

appropriate trade or skill area, or appropriate military technical
training or civilian technical school

'Experience: Must have performed satisfactorily as maintenance
technician, mail processing equipment or a senior mechanic mail
processing equipment, for at least three years.

Training Must have completed POD management, safety and super- .
visory courses. v

Minimum Test“a@nd Performahce Requ1rements.

v | ~
(1) Must have obtalned a passing score on the MPE Maintenance
Supervisor Examination. -

"(2) Must have demonstrated ability to supervise work activities

as a crew leader and conduct tra1n1ng of lower level mechan-
ies.

s )

Physical Requirements: Good near vision; color discrimination, e
eye-hand coordination, and manual dexterity. Ability to lift,
carry and hold for short period magerlals ‘weighing up to 50

pounds. . v e - -
[ :

. .
t A AN
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i




POD Pos1t1on Description . ' . Proposed )
Occupatwna] "Code’ 5301 B _ : Standard Position 6A-31
i Title: General Maintenance Mechanic .- . o Salary Leve]: PFS-5

POSTTION FUNCTION. Perfofms, independently preventive maintenance, inspec=

tions, troubleshooting and repair on non-mail processing postal equlpment mate-
rial handling equipment and mechahical subsystems of conveyors, sorters, etc.
~AS a member of a work crew, removes, installs, modifies, assembles disassembles

’

postal equipment, working under supervision. Prepares written equ1pment status

reports, work order completion records and equipment maintenance logs.

DUTIES AND:RESPONSIBILITIES: 3

(A) ~Performs independent routine priksntive maintenance and inspection

(B)
©
(D)
: (E)

(P
o " (6)

——— -

(H)

of non-mail processing equipment“such as wire tying machines,
canceling machines, fork lifts, and electric torches.

"Troubleshoots, diagnoses and corrects common or recurrent electro-

mechanical malfunctions on portable power conveyors, electric
trucks, facing tables, hamper dumpers, etc., working independently.

‘Performs minor repairs and -adjustments” and installs, removes,

modifies, assembles, disassembles, any postal equipment work1ng
under supervision as member of a work team. -

2

Inspects non-mail process1ng postal equipment and identifies and
corrects 1neap46ntxfallure conditions or reports def1c1enc1es
and recommends corrective actions.

Reads, comprehends and utilizes manuals, schematics, ana'wiriﬁg
diagrams to correct major deficiencies of non-mail prodessing
equipment operating independently of direct supervision.

‘Prepares reports of maintenance problems and equ1pment status,

and maintenance actions accomplished or proposed.

Performs preyent1ve maintenance and minor repairs on postal
facilities equipment such as clearting equipment, lawn mowers,
jgnsd_furnlture, heating, air conditioning, refr1gerat1ng, etc.

Utilizes hand and power tools and measuring and test1ng equipment
and observe safety regulations. .

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman, superintending engineer,
building engineer or other designated supervisor or mechanic.

POSITION OUALIFICATIONS.

" (R)

Knowledge and Skills:

(1) Must be able to ¢omprehend, with assistance, technical mate-
" rial such as simple blue-prints, wiring diagrams, schematics
and Maintenance Series (MS) Handbooks pertaining to equip-
ments ma1nta1ned

(2) Must be able to preparg or complete simple work order forms,
make—simple entries in equipment maintenance log books and
prepare simple equipment status reports.

- . o v
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*

. training oF. the GED equivalenti:

fEXperience

(3) Must be able to use simple shop mathematics such as addition
and subtraction of decimals and fractions.
(4) Must be able to ut111ze common hand and power tools and

s1mﬁ1e calwbrated testing and measuring equipment.

Educat1on*! Must have two years*of high school or trade school
Completion of trade school
courses in shop mqthemat1és, blue~print reading, and use of tools:
and test equipment is des1rab1e

.

None required " Prior expe?1ence as a mechanic or
mechan1c s-helper‘1s desirable..

Tra1n1ng Nonhe rpqu1red Incumbents will receive on- the-job .
training and may receive formal training in maintenance of some

-equ1pments Co '

M1n1mum Test and Performance Requirements: Must have attained
a passing score on the Apprentice-Examination.

Phyéical Requiréments: Good near vision, color discrimination,
eye- hand coordination, and manual dexterity. Ability to lift,
carry and hold for short period mater1als We1gh1ng up to 80
pounds




POD Position Description - . " Proposed
. Occipational. Code 5301 L " ‘Standard Position 6A-32

Title: Seniorf General Maintenance Mechanic "»' : Sa_]ary-Levé]: PES-6*

e

POSITION FUNCTION: Performs complex troubleshooting, repair, modification
and quality control 1nspection of any non-mail processing postal equipment in-
cluding bUIldlngi&t mail handilng, mail ‘movement (except vehicles) equipment and
non-electrical portions of conveyors. Prepares written equipment maintenance
reports, log entries and work order completlon data. Trains and supervises activ-
ities of lower level mechanics.

DUTIES AND RESPONSIBILITIES: - T -

K ' (A) Performs independent quality cadntyol inspections of the mainten-
ance performed and the serv1ceaP111ty status of non-mail processing
+ equipment, \ ) .
9 (B) Troubleshoots, diagnoses and corrects any electro-mechanical mal-
funcnions on non-mail processing equipment.
. (¢) Plans projects to install, remove Kassemble, disassemble, modify,
* and perform major repairs on non-mail processing equipments.

(D) Inspects, identifies and corrects potential malfunction condltlons
on all types of non-mail processing equipment or recommends
corrective actions in reports. -,

-

A
[y

(E) Improvises diagnostic strategies and troubleshootlng procedures
' when standard manuals and procedures are not, adequate..

c (F) Provides quality control capability for theajaintenance office
, through analytical inspection activities to detect potential
- . - problems and improper maintenance actions' on npon-mail processing
' equipment. : ? ! .
(G) Directs on-the-job training progfﬁg for non-mail processing-equip-
ment maintenance personnel and arranges for assistance to trainers | -
and trainees.

ORGANI ZATIONAL RELATIONSHIPS. Reports to a foreman, superintending engineer,
building engineér, or other designated superwvisor, Supervises lower level general
mechanics, -

' - -

POSITION QUALIFICATIONS.
(A)- Knowledge and Sk1115 .
(1) Must be able to comprehend, with assistance. falrly cohpll-

4 N . cated technical material such as blue-prints, wiring diagrams,
' schematics and material found in Maintenance Ser1es (MS)

- ‘ Handbooks . . ’ -
' .. (2) Must,be able_to prepare or complete fairly complicated work

orders, equipment status reports and maintenance records.

. (3) Must be able to use simple shop mathematics such as addition
and subtraction of decimals and fractions.




(4) Must be able to use hand and power tools, pqwered shop -
) equ1pment and heat- proce§§ ‘equipment such as a drill press
.’ . and we1d1ng torches and simple calibrated measuring andKA

,te%h;ng equ1pment ‘ . .

T ’ (B) EdUCat1on Must have tyo years ogrhigh school or trade school .
! training or the GED equivalent. Completion of trade school
courses in shop mathematics, blue-print reading, and use of tools

and test equipment-:is desirable. . \

. ’ (C) Experience: At least ‘three years satlsfactory performance as a *
' general ma1ntenance mechanic is mandatory.’ .

, (D) Training: None required. On-the-job and formal training on
" equipment maintained .as a general mechanic is desirable.

- : ' (E) Minimum Test and Performance Requ1rements Must have demonstrated
ability to perform general maintenance mechanic duties without
supérvision and to direct and train less experienced maintenance

personnel. ] <y

(F) Physical, Requ1rements Good near vision, color discrimination,
eye-hand coordination, ,and manual dexterity. Ability to 1lift,
, carry and hold for sh %x period materials. We1gh1ng up to 50
*pounds. :

) e "
-

v
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"¢. Position Idengificgtion

APPENDIX B

v

. '. « -, Job Analysis and Evaluation Form

'

for

- Equipment Maintenance Job Positions

A

Name ¢f Office or Organization

Job Under Analysis®
a. Approved Title

~

b. Approved PFS-Level

d. Suggested Title of Position

e. LRecommehded Salary Level-- )

A
+

Job Analyst: 7

“

"a: Title and Grade’

b. Date of Analysis

Information Sources:
a. Title and Grade - N -

b. Title and Grade

c. Title and Grade \

<



¥E

*  GENERAL INSTRUCTIONS " v .

. -

* The information recosxded on this Form should be obtained from
supervisory personnel and preferably from two or more such persons.
In addition, for the sake of accuracy ‘and completeness it is highly
desirable to obtain information from one or ore incumbents of the
job.under :analysis. The form should be completed in accordance with
the following guldance
L a. 'The Job Analyst should be a member of the Compensatlon or
‘ Personnel Office.

1

‘0

b. = The Information Source(s) should be supervisory personnel
. intimdtely familiar with the duties, responsibilities, and
\ specification ggqu1rements of the job. _
c. Sectipn II of this Form (JOB DESCRIPTION DATA) should be
completed dur1ng a face- to face 1nterviEM with the
Information Source. -

d. If desired, “the initial version of Section I.(Job Summary,
' Job Description and Job Specifications) can be prepared
+ by the Information Source(s) after the, 1nterv1ew is

termlnated .

e. The final yegrsion of Section I should be preparqds by the
JoE Analyst and reviewed by the Information Source(s)
or accuracy and completeness.

'

b .
f. The evaluation of this job should be performed in accordance
™ : with Supplement A to this Form -- Criteria and Procedures
' for Evaluating POD Equipment Maintenance Job Positions.

r

¢
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Job Des¢ription Data Obtained Using Job Analysis and Evaluation Form °

-

.Skill and Knowledg

/

P

1 Education ’ - -
t 1. Reading &‘Comﬁrehension Requirements -
, 2. Technical Writing Requirements A \
S 3. Mathematics Utilization Requirements
; 4. Formal Education Requirements :
‘5. Requirement to Attend PO Training Programs
! 11 Experience _ :
- 1. Work Experience Requirement -
a. Non-post Office Experience
- . b. Post Office Experience
- 2. Requirement to use Tools and Equipment
3. Requirement to use Testing and Measuring Equipment °
”‘_ IIT 1Initiative and Ingenuity e

e

Re§ponsibility

Equipment Diagnosis' and Repair Requirements ' v

/'

Ed

1.
. 2. Equipment inspection and Quality Control Requirements*
3. Post Office Equipment Maintenance Tasks Requirements ¢

! v écope of Responsibility \ .
. 1.~ Level of Responsibility . .
2. , Damage to Equipment -
vl 3. Operational Losses: : ,
. 4. Supervision of Others : o _
5. Numbers and Types of Persons Supervised - N N
: . N I
v Contact’s . A :
' '1h Level and Type of Contacts or Human Reiations Required .
VI Work of Others h
: \
1. Plan, Direct and Instruct Others .
2. Supervisiingz/g;herq . .
. '\ . ‘ \ \
» VII Safety of Others : - .
1. Probable Impzct of\:;EbTypes o@ Injury-Producing Accidents “
 Work Effort : &
. . \
‘ : II Physical Demands
T " * 1. Normal Physical Requirements _
. 2. Infrequent and Unusually Strenuous Physical Requirements
b ) -A.
- 61




. , » . i
. ) ,
. & . ’ { b
» .
Job Copd:itions .
IX Wox&kig onditions b
. T o .
1. ical Working Conditions - _
- 2. Specific Disagreeable Working Conditigns Encountered on Job
v \X v \ Unavoidable ‘Hazards
. RERCW - -, 0 . . -
' N N, Probab%pact of Exposure to Normal Job Hazards
_ 2~ Unavoidable Unusual Job Hazards

~)’ ‘. v" .
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Section I.
. L, 4 R
” . ) POSITION DESCRIPTION . c°
1. Job Sﬁmmary (Basic Function of Job)
. . ) b 1
- h \ @
N ¢ -
¢
2. Job Description (List of Major Duties-§ Responsibilities) )
. .
- ) N, .
# .
\ ™
N
. \\ - "'i%
. . e -
: . ) ¢ \
NN ,
k- ' ~
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© POSITION DESCRIPTION

.
¥

Organizational Relationships

a. Report to or is supervised by: (Title § Grade) -

b. Supervises or directs: (Title(s)-§ Grade) ™
s : &
. - v N
Job Specifications
a. Educational Requirements
b. Experience Requirements - ’
| - 4
c. Technical ability requirements
l\ .
N\, ~
d. Learning ability requirementi/// it
®. Supervisory requirements .« .

AN

- -

- H
f. Phy;::;}\(equirémepts'

"POD Test and/or wark-evaluation4rehuirements
. : N

\ | S




Section II

JOB DESCR-IPTION DATA
v y

.2

Skill and Knowledge.

(FE 4

I  Education = -

.*t“ . - :
1{' Reading § Comprehension. Successful performance on this job

Select that one statement below which best describes the
. technical material comprehension requirements for this job.

a.

Must comprehend and follow simple oral instruct;an.
No requirement to read technical material. .

Must comprehend and follow simple printed or oral
technical instructions such as cleaning, lubricating,
and preventive maintenance procedurescand route sheets,

‘Must comprehend, with assistance, fairly complicated
technical material such as blue prints, wiring dlagrams,
schematics, and material found in MS Handbooks

Must comprehend, with no assistance, fairly complicated

1 schematics, and material foynd in MS Handboogks.
Must comprehend, with no assistance, very complicated
engineering drawings,. schematics, MS Handbook material »

List those technical materlals (engineering drawings, MS
Handbooks, equipment schematics, etc.) 'which must be msed
by incumbents of this job. Briefly describe how each is
‘used by the job incumbent. :

N N . .
. .
. - — A ..
N .

A rimex providea by rc

includes a requirement to read and comprehend technical material.

R technical material such as blue 'prints, wiring diagrams,




L s L

2. Technical Writing. For most maintenance p051t10ns there is a
requirement to prepare written reports covering maintenance
performances, procedures and/or instructional materials.

a. Select that one statement'below which best describes ‘the
writing or report preparation requirements of this job.

No requirements for written materials.

Prepare or complete simple work orders; make 51mp1e -
entries in equipment maintenance log books and equip-
ment status Treports.
. Prepare or complete fairly complicated work orders and
¢ equipment status reports. '

Prepare or complete compllcated work orders or reports.
v May involve submission of 'as-built' drawings. May

‘ » prepare work schedules and/or compllcated equ1pment

N ' status reports.

. Prepare complex maintenance procedures and training
materials, work force schedules, equipment movement and
modification .work orders and product improvement reports.

a

b. List and describe briefly each type of written material
which must be prepared by incumbents of this job. (Work
orders, equipment logs, maintenance reports, ‘route sheets,

» repair or diagnostic procedures, instructional material,
etc )

6 . ,
ERIC : . | ‘ )
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o .
j 3. Mathematics. Successful performance on many ma1ntenance jobs
includes a-requirement to use mathematics.

* a.

ERIC

Aruitoxt provided by Eic:

Select thevstatement or statements below which best describes
the mathematical requirements of this job.

No reqhirements to use mathematics.
Mﬁst.add, subtract, and multiply whole numbers.

Must be able to use simple shop math such as addition
and subtraction of decimals and fractions. .

Must be able to use simple algebra and geometry, or
handbook formilae involving algebra, geometry and
trigonometry.

Must be able to use advanced algebra, geometry and.

.trigonometry iij analyzing maintenance problems, and

accomplishing maintenance work orders, or developing
maintenance programs and diagnostic procedures.

.

Deécxibe the mathematical requirements of this job position.

Examples: 1.

.



-

Educational Requirement o

. This question appraises the amount of general education or schooling

required to acquire the general knowledges and abilities needed to
satisfactorily discharge the duties and responsibilities required by
the job. This knowledge may be acquired by formal schopling, or it
may be obtained through special courses, self-education or training

~ programs in technical or special fields. .

Which one of the, options below best désyribes the educational
requirements- of” the job under analysis?

K

1. - None
2. Grade School )
3. High School or Equivaién&(“ L
4. High School plus Technical t
: Training or its Equivalent
5. 2 Years‘oé College or its

‘ Equivalent
6. 4 Years of College or its

Equivalent ' *

T

r- vs
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incumben

RY

ERIC
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5. Post Office $i?ining Programs—

>

_List bexgy those Post Office Tra1n1ng courses which the ]Ob
shoula successfully complete.

L]

69
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:
2. Tools and Equipment. To successfully perform this job, an
- incumbent must be' able to: ‘ ) . ‘ .
Use common hand tools..
Use common power too}§.
.Use powered shop equipment and heat-process equipment,
. : such as a drill press and welding torches.
] Use precision power and machining equipment, such as
lathes. : v
~ _ Direct and develop work instructions, training material
' " and maintenance procedures involving tools and power
equipment. -
Other
Examples: 1.
¢ 2
(¢ ‘
3. g
a
. . e
1] -
G » 70
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Testing and Measurlng Equ1pment.

be able to:

N

Use simple measuring equipment.

Use simple calibrated measuring/testing equjpment.‘

Use a variety of precision measuring/test equipment.

-

Perform calibration and alignment of precision measurlng

.and testlng equipment.

3

Develop procedures for use of and diagnostic actions
with prec151on measuring/testing equipment.

Other.

Examples: 1. ‘ . /



o
[y
s .
. Indicate with a check (v/) those instruments and equipments * - ’
- which must be used by incumbents of this job. ¢? .
N . Scale Sine bar
Caliper Plug, ring, snap gauée
M [ \
’ Depth gauge Thread plug gauge
—_ ) o
Dividers Gauge,blocks
Combination square [ Dial bore indicator //
Feeler gauges Vernier protractor - /
- . - .. Y
: Surface gauge Indexing head //)
. - Dig] indicator Mechanical comparitor -
Micrometer caliper ‘Optical comparitor
11 , e ) .
Vernier heifht gauge _ Brinell hardness tester
Vernier micrometer caliper- Multimeter : -
Oséilloscope Voltmeter J
: i - . ' Tube tester .
‘ — Other : . -
_ , .
. Ly ,./ ) 2
Other K Other )
. . *
Other L. \ , - Other -
. ) " . -
1. B .
) <&
. | . ) B
7 | ) ~
L] ’ ad ) h N .
’ - N ¢
. 72 . . LY
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II. Experience

1. Work experience
hé must have'a certain amount
knowledge acquired in schools

.

Before a mechanic can perform satisfactordly,

of work experience in addition to
or tra1n1ng situations. - Some of

this experience can be acquired on non- post office jobs and on
", equipment, which is similar, but not identical, to post office
equipment. However,-a certain amount of experience. must be ac-

, -quired within the post office and on post qffice equipment to .
attain adequate proficiendy.’ For the job position now under
examination two types of experience is necessary. It is es-
sential that it be determined: (a) how much work experience
should the job incumbent have had in maintenance of equipment

‘ similar to post office machinery; and (b) how much experience

quired. v

Ind&cate below the amount of
work experience required .on
equipment simjilar but not

actually working in this job on post office equ1pment is re- .

Indicate below the amount of
" work experience necessary in
thls.geb to attain acceptable

e +
100% of POD Experience '

‘. » Total

O

« s o
ERIC - -
s . - Co g

-

- 4 -

s necessarily identical to capability.
post office equipment in
order to insure capability
of adequate proficiency in -
.. " this position. .
. a. . up to 3 months a. up to 6 months
b. .up to 6 months b. up to 1 year
c. up to 1 year . c. up to 2 years
d. up to 2 years d. . up to 3 years
. - *J\ N N
e, up to 3 years e. up to 4 years
f. up to 4 years f. up to 5 years
g. = up to 5 years g- ___ up to 6 years
" h. up to 7 years
' i. up to 8 years
. : ' Q ¢ .
Total Experience Requirement Equals: ‘ i
. .
' 50% of Non POD Experience ‘ .

s




IIT Initiative and Ingenuity ' . ) .

’ -

1. Diagnosis and Repair. Which one of the five statements below
best describes the diagnostic-and repair requirements of this
. : job? .
: , .
, o

1
'

a. ___ 'Required to follow simple technical instructions; &
perfotrm simple preventive maintenance and repair actions
. without close supervision; recognize and report obvious
. conditions of equipment wear; little or no requirement
to diagnose equipment breakdowns.
N t . »
. b. Required to diagnose and determine' required repairs
for mechanical and simple electrofmechanical uip-
. ment; follow detailed maintewznce schedules and work
orders; make minor decisions regarding status of
equipment. * :

c. Required to handle routine diagnostic and, repair of ) .
' common mechanical and electyo-flechanical equipment;
" recognize signs of improper oppratioh; make general
o estimates regarding time and cost of repairs. May
- . ) ) serve as "backrup" repair expert for simplier types
of electro-mechanical equipment.
3 4
) . d. __ Required to diagnose and repgir the more complex types
of MPE, plant; automotive, efc. gquipment; serve as
"back-up" expert for a limitled pumber of electro-
mechanical equipments; respond ‘effectively to emer-
gency equipment’breakdown; jnake equipment maintenance
decisions requiring considerabl® ingenuity, initiative
a?d judgment. -
e. ___ Réquiredyto diagnose and Tepair electropic and/or ~ .
complex electro-mechani¢al equipments; requires
N outstanding-ability to work on complex maintenance
! problems, devise new maintenance methods and diagnostic
. procedures, meet new conditions necessitating a high
. ‘ degree of ingenuity, initiative, and judgment.
Describe briefly the most important diagnostid and repair ¢
N requirements of this job. )

.
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: A} ..\ -~
w20 Inspection and Qudlity Control. Which of the following statements'
- ' best describes the inspection_,and quality controL requ1rements

- of this job?. .

N . . - »
.
. - . L oo» » .
PR +

o . . Recognlze and report qbv1ous cond1t10ns~of equlpment wear _
R - or 1nc1p1en¥;fa11ure . N
- Perform‘sequgnce‘of standard e uipment”inspection'acfions
{ and determine servicahility sggtus~and need for repair.

- L\

| = . Inspect and identify prgblems in fairly complex e%eétro—
| ‘ - mechanical” equipment.) Mike general estimates of e and
‘ ' tost of repairs. Inspect equipment for operat;on within
quallt%tlve and safepy 11m1ts u51ng establlshed standards.
. Inspect and identify need for spec1a1 maintenance and
B T dlagnose malfunotlons of .complex’ eiectro-mechanical and ~ -
. electronlc equlpment “ . . : o

.
@
- . .
© .
N

“ Devise new maintenance and 1nspect10n methods and m@%lfl—
Ty cation actlons-on complex equipments. " . .

‘o ‘ /e Voo . - 7

~-

Descr1be brlefly tfe most 1mpor§ant 1nspeg}10n and quallty
ce Ty *coh;rol requirements of tlis JOb ) .
\\

.

L ’ i . ' t ;/




.

3. Maintenahce Tasks on Post Office Equipment. List the major types of
equipment which incumbents of this position must be able ¢o maintain.

Listethe six most’ ifiportant types of equipment. For each equipment,

— e ngcheck-those maintenance activities which commonly are performed by
* incumbents of this job position.

‘Inspection - routine
Iﬁspection'— spécigl or complex .
Clean/lube- ' o . .
"+ 4/ . Routife P.M.  ° - _—
H 1 Simple Trbubleshootiﬁg
i Difficult Troubleshpoting . ' g | B o
"Simple repair
Cpmpiex repair:'
Overhaul

Disassgmble/assemblef’

L ' Calibrate/align A, . Do
e ' ~ Teach oth?rs to maintain . ’

Supervise maintenance of , - : ,

N ! , \ \
- o o i !
/
y 3
@ e .
\ . /
A .
» | e
| , ! N s .
‘ //// *
: / o . , . - ] -
- 76 . ", i 86 : R o ) ‘ o o
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% .
&

R
”

Scope of Responsibility . ' LT . T
: . i - .

1. Level of Responsibility
.. This question appraises the extent to which a job incumbent
is responsible or accouptable for policies, methods, results,
and assets. Respon51b111ty is a measure of quallty-—of the
degree and complexity of analytlcaf'ablllty, judgment, dis-
cernment and timeliness involved in making decisions or taking
action relating to,policies, procedures, methods, and assets.
This isicalled "respon51b111ty level'. y
- - ¥ . ' - -
- Whieh of the options below best.describes the Respon51b111ty
Level of the job under examipations?

/
-

“ ~

. 1. . Little 1ndependent action; errors m1nor and easily
. caught and corrected o .
2. Work covered by specifitc instruetions. ', Work is checkéd
at later stdges and results of errors not serious.
e - ‘. .
3. WorK requires interpretation. Errors detected in Later
checks but can be confusing or damaging.’ ’
4, . Errors riot. easy to detect and may cause delays or
i * excess dosts. , _ o
» [ : ’ N ' )
.5.° Decisions affect other activities or employees. Errors
- . caught only on inspection or 1ater reviews.
6. . Wark affects. programs and p011c1es and errors in
. Judgment may be cos§1y © .
¥ . K _ . -
7. Responsibility is maJor and,pot under any except
general control. f .
&
R ;
8. ¥ Top-level respon51b111ty for a program, d1v151on or/ B

1nsta11at10n . /

ERIC

Aruitoxt provided by Eic:
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Damage to Equipment

A competent fully tralned, and careful malntenance man_may

occasionally.cause damage to tools, mater1a1 fac111t1es or
equipment. . If this should happen on this Job what is the
probable extent of th@ Jloss which would result from a single
mishap?

. - .

$10 or 1less ; - Over $250 But under $500
. . ) .
; S . R
Over $10 but under $100. - - © Over $500 but under $1,000
____ Over $100 but under $2§b - OQer $i;000
. . \ .

~

Briefly describe examples of the mishaps which are likely to

_occur. ) ¢
- T
> {
1. *
L}
v
2, - ’
. oy -,
L] L]
. k]
3.




. Operational Losses

A competent, fully trained, and careful maintenance man may -

occasionally operate equipment improperly, .neglect certain oy
aspects of preventive maintenance, or make faulty judgments’
regarding the diagnosis or repair of equipment. This, in turn;
may lead to the breakdown of operational equipment. If this
should happen on this job, what is apt to happen as the result
of a single improper or careless action? Cégck those statements .
below which best describe the probable or typical consequences , "
of such a breakdown. : \ . ’

Nothing much. Would not cause a slow-down in mail process-
ing activity. Substitute equipment or manual methods
could easily compensate for breakdown.

Might slow down mail processing but only for an hour or
two at most. Small number of operations peop®e might be
idled for 1-2 hours. .

Would slow down mail processing and increase work load of
next shift. Small number of operations people might be C
idled for 3-4 hours. / .
‘e v -
Would slow down mail proce551ng for two or more shi
-Falrly/;arée number of operations people might pe i led .
for oné or more shifts. PR

- - |

All or majér portions of mail processing activjties would : . 1

be severly hindered for over twenty-four hours. Would

have to hire large numbers of temporary employees to, !
|

process mail. P . |
Other. - ' . B - ’ ! e \ :
Briefly describe examples of the types of breakdowns which might -
occur due to faulty performance of maintenance duties and e

responsibilities. , ) L
. ’ / » v - ’ ‘ A’v
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4.  Supervision of Others

.a. Responsibility can be related to the number of individuals

: that are dependent upon a supervisory or leading position
.for final decision, judgment, or organization. This ques-
tion inquires into the number of persons supervised by in-
cumbents of the *job position under analysis.

. o How many persons are supérvised by incumbents of the job

. position under analysis? ‘
) /' 1. . None . | ‘ - .
2. ' Upto10 )
s | 3. __ Up to 20
4 Up to 50 ‘
. 5. ___ Up to'100°
‘ .
s __ Up to 200
7. ___ Up to 500
’ 8. ___, Up to 1000 . ’

9. Over 1000




/b. List of job. titles, grade, and numbers of persons for each
‘ ] T a - . . . Ta s . .
job position supervised by the job position under examination. :
s o . .
. List no more than the ten top grade positions. - 4
P : . LI
PES Numbers - ‘
Job Title ’ " Level Supervised- . ’ - N
- -
- o r
. ]
e 5
N i *r
< - - 1
- »
. ) ~
-
/’
. . . . . -
- . 7
.
N )
L}
- A . ) - .
- i ] M °* v
N
- »
e
° W 4 -
i
] » @
AN
”, L]
H
v
- T - ) ) )
L4
1
. ' N
/ -
! -
v ?
- . » ~ ' .
q Ld
, \
I, i \
. - )
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V Contacts

1. This question ihquires into the type and level of contacts or
human relations/ required by the job in meeting and,dealing with
people both ingide and outside of the organization. Although it
would seem that the contact with the public¢ should be the more
impoftant{consideration, the very operation of the Post Office,
decidedly a service organization, also requires teamwork among
the,individuals and considerable exchange of information with
the operating unit. Tact, courtesy, public relations were con-
51dered when Z;fparlng the options listed below.

Which one of below optlons best describes the type and ievel
N of contacts required of 1ncumbents of the job position under
examlnatlon’ » .
. 1. Only routine internal contacts or specific compliance
- ~+. with direct’ order required. N .
c . ' 2. __°_ Requires rqutine contacts for giving réutine direct
' information or courtequs ‘handling in compliance
f with well- deflned regu atlons. -
, 3. Requires contacts with public and other postal crafts
' - on routine matters but where politeness and tack are
) required. " - K
\ - . . . . .
‘ 4. ' Involves contacts with pubPic or other membetrs of T -

Department to make adjustments or investigate and
reconcile differences of some signifiqagce. :

. v ) ~ J
5. Requires contacts with major Government agencies or -
. with the public on a broad scale on impertant public
relations matters. . g ’
: 6. . Requires effegtive contacts»affectlng the bgsic public ‘ -
, ' relations and/or industrial relations.of the Department  ° :
' or a major installation. » L .
d\ .
. \ N
‘.
! R - s -’ .
9( .
. Q 82 — ’ - ' .
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Work .of Others . I - .

1.

<0

[N

Plafining, Pirecting, Instructing

Journeyman maintenance personﬁeliare expected to perform without close
supervigion, and generally speaking, are held accountable for their own

work

In addition, certain maintenance positions may have a responsi-

bility for assisting, instructing, planning, or directing the work of
otherss Check below those stgtements whlqh’best describe the responsi-

©

¥

‘of the maintenance force for a shift. (Instructional duties may

"bilities ;Plch g:{ﬂiﬁh/the job p051t10n under examination.

Resyon51b1 ‘only for own work .-~

- Responsible for 1nstruct1ng and directing one pr two helpers or ..
general mechanlcs, or leading small work crew on a fairly simple
‘maintenance job%.

[ - .

Responsable for 1nstruct1ng, directing and/or plannlng the work

' for .a small group of journeyman mechanics or a!larger group of
general or apprentice mechanics. May act as a leader for special
maintenance projects requiring up to five personms.

Responsible for directing, planning and accomplishment of main-
tenance work by a group of up to ten persons or twenty percent

cover the more eomplex mail processing and building equipments.

Responsible for directing, planning and accomplishment of main-
fenance work by approximately twenty persons or.fifty percent
of the maintenance force for a shift. Instructional duties may
cover either all facility equipment or all mail processing and
mail handling equipment. ]

- 2

Briefly descrlbe examples of respon51b111ty for others which may

occur.
1.«
2.

3.



L] ‘ ’
v -
L] -
- ¢ .
. . \
- d .
. . . - . -
N . . Y .
@
. - ) ..
° . . - .
2.  Supervision by Others
. ] '
. : -
' M 13 .‘ ' . s s N )
a. - To whom do incumbents of the job position normally report?
. , N o
r * . ? . / - N
- ' - . - . .
. : . ) . X
- T . . / . te ? . ’
/ - . . v .
II ‘ - ) '
. ?
. . . ‘ - . - -
’ . ) * . - .
i b. Describe briefly the nature of the supervision received by’ o
.. - or guidance provided to incymbents of this position. ¢ -, .-
P / . . ey ! .a - ) . . h Ao
. /- s . :
P // : -~ . )
b / - T ~ o
- ' \ . ) . I
. . - } e e
-
. - 4
. . ' . @
/ - . : \
N . )
,\“ < -’
N . . v
. . : R
.. N h— ~.
. . .« - "
. ®
) 1 - A - . a "
° ‘- LIPS - .' .
& v e A
. ,
. b ke RN
. L] - : °
. - - > -
- i J R . . .
. » : ’ * Mt . ) .
)
" N
. T - * )
. a . - N
. ’. {' j - A ' . ol
’ , . e e .
v . ‘v
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VII Safety of Others .,

All workers have a responsibility for perfoiming their work in such
© a way as to dvoid or prevent injury to others. However, competent
and careful majntenance personnel occasionally may cause: injury to
others through improper actions or momentary carlessness. Check
those statements below which best describe the consqquences of a
“single 1a3uryﬂproduc1ng accident by persons in this job.,
{8 ¢

~

ERI

RO A 1701 Provided by ERIC

——

~

1

"Describe brlefly three types “of injury- produc1ng accidents whlch - .
- ,are apt to be causkd by persons 1ny;he job. p051t10n belng descrlbed . ‘

Accident would
result in loss

or two persons

Accident could

causé‘only very. minor injury and,would not
of work-time by person injured. Only one
would normally be affected.

-

» . . - . .
cause a minor cut, bruise, sprain, etc.,

which might cause a work-time loss of one or two hours. .

Not more than four:or five persons would normally be injured.

. A
Acc1dent could cause a fairly serious qut, bruise, sprain, -
burn, etc., which might result in a work-time loss of Qne .
to five days and could affect up to ten or twelve persons.
Acc1dent could cause a_very serious injury such as a . .
broken Jbone, loss of a limb or eye, internal injuries, ,

_exten51v9 burns, etc., which might result in a work-time

1oss of ong to. six moﬁths, and could involve many persons.

\ -

Accident could result in the. death or permanent dncapa- - : ~.

c1tat10n of the person injured. : . o

s -

- R . e N -
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Work Effort s , . ‘ .
. . R \\ - ! -4 s s )
’ VIIL Ph);sical ‘Demands ot ' o ; s
, N - . » N 3
~ Select that statement below whlch descrlbes best the usual or o \
normal phy31cal requ1rements of thlS Job. . . i .
R . occasmnal llght phy31cal effort smllar to office work _ .
. sustaa.ned light physical effort o . '
/ . < \ '_ 4 A -
occ&sional heavy ph)’sical' effort . . . e i
. ' frequent heavy phys1cal effort Sy T . R
P 2 . ‘D e toe . " o
: : constant or extremely heavy physma'l effqrt - oo .
. BN . .- . \ . - .
v S * T e ! < . - *
‘ . ' v ) * [ * . ve )
N ] / e .
’ » Briefly describe the physical requirements for this job. -,
- ~ L.nq = . " . ' u A ‘
"’ v - N * - u.' A\ 1 M . v
. . B - o : R =
N i AU o L.
. D » « -
- - N » ’
On occasipn unusual'ly trenuous ghysacal de!mands may be placed ) ‘
- on incimberits of this job. Briefly describe these.unusual* demarnds
and esj:mate their freqﬂency and duration. . ) i , . o
. ‘:‘- "-\ N . . ) N. = . - . ) ] . .
P . . . 3 \ B » M + .‘J: \ . < R .
. a. R . v N - o " -
» ~ L2 ] '
. ’ 4 - * ' \'5\ L -
° » e oe L, - b ' ! - ; - o .. \ _‘ \
) ‘\ 4 ) & o ) i ' . .
2 - \\\ - 4 -
. . ) ) » . \. . .“ . .
1 ' . ~ Q- L - ba ‘- -
° : o ) 7 ' . %
. " S ) ’- weo- >~ . .
o . ) ‘ ¢ , . s
. - s ) ’ * « .
t 2] PR - pu
. N . [ . ‘:’ oy p
. s & “ N -~ fd ) LI :/
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. . s*; ' a . ,.
» . . i
. .. :
" Job Conditions : . L. . )
- A P . v - . > '
. . » & B -~
., . , . ’
» LN .
~IX  Working Conditfons . .4 . .
. n‘ - : - . c‘ . h".‘
\ v ' ., T : ' 7
Which of the f1ve statements below best describe the' typical working .
) conditions in which this JOb 1s performed? - -
- o Al . A
N e ) 3 -
Normal office working conditioly\ . . E
- R .. ' . , . . .
. s -
. ) ’ Normal floor. working qondlqmés. : e : . .
9O a \ ' . \) - . o X . .
Somewhat disagreeablg working conditions due to exposure , -
. ' --to noise, dust, grease, oil, steam-or similar elements. . .
- o - ll . s . -
w e . Continuous exposure to several disagreeable conditions .
P . or to one ,c’ondltlon which is partxcularly dlsagreeable.
- 3 .. . .. q /
Continuous and--1nten51ve -exposure tq several” extr ely
. -l . .~ disagreeable elements, =~ . - . 4 N
- "~ - 4 - -
T . o, < v
- . - e - Vd M ) - - ~ . . - i
L3 i * . v . < ) X.
* - * . u. . .. - o ? \‘ . .
o T b . . . . RS s -t ! D it
-y - . 3 - . r .
- - . . , .
. 8 W - . . . . Vet
-:. . - R - * . . . < . . @ o
° . - N ° . - - \ ’ ‘. ‘n
Ce - S '_ , L A v e " ' *
- . - - R e M , ."' . 0.
. ’ ! roT * - st " .
R . . P, . N . . w? . »
a. . 4 - % ) - . . - ,
\ L) - - t e s . g .
hd § ‘ ' . - . . hd
. I3 . . - L] “ *
5 ° {Oi . . t @’ ' M I ' L
v A N . . N . . .
of g " . h 4 A
4 . N 'S °
- = “ 2
¥ -t [N v
® ’ - .
\ . o~ 8 . - A . ; X
¥ oL o . . - . J .
- »*
. R j . \
? » A - . [
. ‘ ‘ e TN : . _
2 . - - .
Al ~ ) ) ! . - \ M -
M [ E S ‘ >~
.t s - ) cor ’ , " § )
‘ - o, .ot ) ¢
' . ) h . ’ ° ! o L ) '
. 9 N . . .o .\
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X v ’
. v * \r . .
)-.—
. N - v PR
, .
' b .
o | - .
.. - ' b
. ] * ' . b B
. -y b o . . . ) v ‘ . )
- The extent of exposure to disagreeable working conditions varies, . .
' widely among jobs. Indicate with a check the specific disagreeable
. ' workmg conditions encountered on thlS job and the normal estimated ! a
R da11y exposure. . ‘ E , - . .
7 L ' . “Nohe. One Three Six Eight S
‘ ! one hr hrs . hrs
. . —_ =2 2 = ~
' M v - . [N
. ‘ . Harmful fumes, gagz\s N
- smoke and odors . : . -
L . Dirt, dust & grease ¢ . : ] .
. ) , 0il . ‘ ' o
~ — —— —— — ]
\ . .
. Acids
) i o " *» ‘—L- -— _-'— —T _—._- '
J o . He_lrmful weather e R : . .
, ¥ 7. ¢.conditions-~outside S
-, _ » ‘ N ‘ . - T A . v . ’ e - o
. . ? . . 3 . g N
. . Heat , G —_ -_— - .
‘ Cold . o e . ®
S ‘ Humid ' ’ - ' : - .
' rafts L
s . — = = — \
t Water . i - -
. ' . ——— _— — -~ -_— -
. . _ .
' ) Noise . . “ v <P
. o . . I D e - »
[ ’ Vibration ‘- : L2Y @ ‘
* . * . ¢ - ' 3 . | i - s \ - - -
v - Chips § &havings . ! A .
g " ’Specigl clothes, ) t . . - ’ .- .
M goggles, respirators. el ‘ ‘ .
! , . . , - o ’ ° P
* Eye strain, ! ‘ :
. : _—, _— _— — -
' -, © - Illumination - T : N
H ‘e s - b.' v = d ' \
‘ - - Excellent ~ ‘ . .. -,
; Voo E ) T — | -~ —te — i A
., . Fair ‘. 3 e a . .
. A s o . ‘ 1. e _— — —
- ‘ o ~ . Poor . T I _L — ﬁ
| " . . . . : : . ' ’ ) . ’
.o . §urroflindings 0" o ) ‘ » .
ay . . o . ’ o
g . Crowded ) . Y g N . .
| . Orderly o ) )
| . L - . - — - ] o
| % » = . Ry \ .
| : . Other - ' ° 7
‘ 1 v .- . et e — _._./ ——
| o e o oyl A -
¢ . ) ) Lot ¢ ~
| NECEEN [ . Y 3
1 e, e L o/her R Vo B e — A e
’ >, { v . N , R
5 . . . . - . .
PR Other —— I — — 1
' I i } . * -
¢ *  "Other R T — —_—
s ? - . » ' rY -
.88 . - . ‘ '
- \)4 8 . . . . 1 \ '
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Unavoidable Ha%qrds.

There are some jobs which are éharactérized by their inescapable
In most jobs exposure to abnormal hazard does
not occur. - The hazard exposure in this job can be described as:

potential hazard!

Exdmples

1

1.

”
N -

.

. Accident or health hazards‘negligibag.

Agcidents improbable, outside of minor injuries, such as
abrasions, cuts, or bruises. Health hazards negligible.

Exposure to lost-time accidents is such that a crushed’

hand or foot, loss of fingers, eye injury from flying
particles is a job condition.
disease, not incapacitating in nature.

Exposure to accidents or occupational disease which may
result in total disability or death is unavoidable on

the job.

of unavoidable unusual hazard in this job are:

Some exposure to' occupational

/

0

v

-
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‘Exposure to serious health hazards or incapacitating accident, .
such as loss of arm or leg is inherent in the jab.

t
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Pre]iminary Survey
March 1968

¢ Buffalo, '
Chicago

City

Cincinnati
Denver..
Detroit
Los Angeles
Louisville
Memphis
Miami
"Nashville
/New Orleans
/' Omaha
. Portland =

- Sacramento .
" Washington, D.C.

APPENDIX C
. /" ‘
POST OFFICES SURVEYED

‘Validation Survey
January 1969

City

Buffalo
Chicago
Cincinnati
Denver \
Detroit
Houston

Los Angeles
‘Miami

New Orledns
Omaha
PortTand
Sacfamento
Washington, D.C.
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, ~ APPENDIX D

-

JOB EVALUATION OUESTIONS AND JOB RATING TABLES

\

Educat1ona] Requirement . g

This questlon appraises the amount of general education or schooling’ re-
quired to acquire the general knowledges and abilities needed to satisfac-
torily discharge the duties-and responsibilities required by the job. This
knowledge may be acquired by formal schooling, or it may be obtained !
throuigh special courses, self—educatlon, or tra1n1ng programs in technical
or special fields.

Which one of the options below best describes the educatlonal requlre:
ments of the job undér analysis?
None -
‘Grade School
High School,or Equivalent
High School plus Technical Training or ité Equivalent

2 Years of College or its Equivalent’

DT B W N =

.ll'll.lvll

4 Years of College or its Equivalent

Work Experience Requirement ’ ) . .

In addition to formal and/or trade school training, a job-incumbent

- usually needs certain skills and knowledges which are generally acquired

through work experience. When answering this question, consider the ex-
tent to which the job under examination requires knowledges -- in addition
to formal education -- of the type usually obtained through prior and/or
on-the-job training or work experience.

Which one of the options beloty best describes the work-experience re-
quirement for the job under analysis?
Up to 6 Months . : )
Up to 1 Year . '

1 to 3 Years

"
-

3 to 5 Years

§ to 7 Years
7 to 10 Years
Over 10 Years

~N O BN

RN
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‘ \ . . . .
: / Q-3. Responsib111;y Level . . y
// ' " This ‘question appraises’ the extent to which a job incumbent is respon-
/ : 51ble or accountable for policiesy methods, results, and assets, Respon-
/ . sibility is a measure of quality -x of the degree and complexity of

~analytical ability, judgment, discelmment and timeliness involved in
/ making decisions.or taking action relating to policies, procedures,’ methods,
and assets., This is called "responsipility level."

Which of theg options below best de cr1bes the Respbn51b111ty Level of
. the job under €xamination?

' 1. Little independent actign; errors minor. and easily caught
, and corrected. :
2, Work covered by specifid instructions. Work is checked at
: later stages and resultd of errors not serious.
3. Work requires interpretgtion. Errors detected in later .
checks but can be confufing or damag1ng ‘
4, Errors not easy to deteft and may cause delays or-excess
costs, °
N S. Decisions affect,othef activities or employees. Errors B
. caught only on inspectjon or later reviews. .
6. Work affects programs pnd policies and errors in judgment
may be costly,
7. Responsibility is maj¢r and not under any except general !
control.
8. Top-level responsibilfity for a program, division or

installation.

Q-4. Sugervision

Responsibility can be related o the number® of individuals tkat are
dependent upon a supervisory or Jeading position for final decision,
judgmeht, or organization. This question inquires into the number of

under analy51s?

1. __ None 6. Up to’ 200
‘ - -

\ r 2. Up to 10 7. Up to 500

} 3. Up to 20 i 8. Up to 1000

4. _ Up to 50 Lo Over 1000
5.. Up to 100 - )

"' . - ‘ , i V . ,
i
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ERIC

Aruitoxt provided by Eic:

Contacts : -////
zontacts

"« This question inquires intd the type and level of contacts or human rela-

tions required by the job in meeting and dealing with people both inside and
outside of the organization. Although it would seem that the contact with
the public should be the more important consideration, the very operation of
the Post Office, decidedly a service organization, also requires teamwork
among the individuals and considerable exchange of information with the op-
erating unit. Tact, courtesy, public relations were considered when pre- -
paring the options listed below. : '

Which one of the below options best describes the type and level of con-
tacts required of incumbents of the job position under examination?

1. Only routine internal contacts or spec1f1c comp11ance with

direct order required. o
v 2. Requires routine contaets for giving routine direct infor-

mation or courteous handling in compliance with well-
defined regulations.

Requires.contacts with public on routine matters but where
politeness and tact are required.

L 7 }
1

4, Involves contacts with public or other members of Department
to make.adjustments or investigate and reconcile differences
of .some significance.

5. Requires contacts with major Government agencies or with the
public on a broad scale.on important public relations
‘matters.

6. Requires effective contacts affecting the basic public rela-
tions and/or industrial relations of the Department or a
major installation.

l

Working Conditions

This question appraises the conditions under which persons must work.
The term '"Working Conditions'" refers to the surroundings, the conditions
of light, heat, exposure to the outside elements, and to the normal. amount
of hazards encountered in the performance of the job. In other words, this
question inquires into the ''disagreeableness' of a job. .
Which of the below options best describes the working conditions of the
jof under examination? -t
1. Normal office conditions
2, Normal floor conditions .
3. Some Noise, Dirt, Outside working'conditiOns . .
4 Chiefly Noise, Dirt, Outside working condition§
5

EXtrem"Hazard or Disagreeable working conditions

2

& -~

. N : o '_103




Q-7. Effort

The effort and strength requirements for a Job are indicative of the
afount of physical work réquired of incumbents of that 'job., When answer-
ing the question below consider the amount of lifting, .the We1ght of the
mater1als llﬁted, and the frequency of such actions.

e

’ Wh1ch of the below options best describes the work or effort require-
ments of the JOb under analys1s?
L1ght Office work ' | - -
Sustained but light work
Occasional heavy work

Frequent heavy work T

i B KN

Constant or extremely heavy work .-

»

"
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Job Rating Table! .

Factor: KNOWLEDGE .
L ’ Question #2
' Experience Requirements
) . Up to Upto _ Over
’ EQEEEElEE 6 Mo. 1Yr.  1-3 3-5 5-7 7-10 10
equirements _ L, .
1. None 25+ "55 62 75 100 130 175
:2. Grade School | 55 - 60 67 80 105 135 180
estion 3. High School 63 68 75 88 113 143 188
1. , :
-— 4. High School ,
& Technical 75 . go 87 100 125 155 © 200
5. 2 Years 100 105 ° 112 125 150 . .180 225
. College .
: 6. 4 Years 138 143 150 - 163 188 218 263
College , :
grad“ate 175 180 187 200 225 255 300
+  Degree

.

.To‘be used with Job Analysis Questions #1 and #2, or, Questions I-4
and II-1 of the Job Analysis and Evaluation Form for Equipment Ma1ntenance
Job Positions,

- 1
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Job Rating Table'

Factor: CONTACTS

, . Degree .

P - ’ of . Points

' Contact . '
. . ) 1 A - , 20
| \ , - B . 25
' .- ‘ ’ . 4 C ) . 35

Question

. ST . D 4 50 -

) E ' ' 70
. _ F 100

1 To be used with Job Analysis Questlon #s, or Question V-1 of the Job Ana1y51s
~and Evaluation Form- for Equipment Malntenance Job Positions.
. - \
\ \
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\ , oo ' Jbb Rating Table'

\ _Factor: PHYSICAL REQUIREMENTS

! ..‘ . : 3 ’ - Question #7 .
\ Physical Requirements ’
\ —
‘ A B c D E
. Constant
; Working Light Sustained Occasional Frequent of Extreme
/ Conditions ' Office Light Heavy Heavy Heavy
" 1. 'Nommal Office 15 19 .25 33 45 -
, 2. Nommal Floor 19 * 23 29 37 49
‘ 3. Some Noise, Dirt, 25 29 35 43 .. 55
‘ Outside B '
Q‘”;—z“ﬂ 4. Chiefly Noise, | 33 37 43 50 63
—_ Dirt, Outside - .
5. Extrefe Hazard or 45 49 55 © 63 75
Disagreeableness :
1

.#6 and #7, or, Ouestions ¥III and IX of the
Equipment Maiptenance Job Positlans.

Tp be used Qith Job Analysis Questio
- Job Analysis and Evaluation Form f

\
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A ‘ : APPENDIX E | \,

CONVERSION AND” RECLASSIFICATION GUIDE FOR MPE MECHANICS

P

[y

The proposed new career structure, positions and prerequisite qualifica-
tions have been developed to provide: .

1. a.pattern for the development and promot1on of mail processing
equipmént mechanics from helper to technician or superV1sory positions during
a typical employment career.

2. equal pay for equal work, sk111 knowledge, and responsibility
3, reallst1c, ‘mandatory qualification standard for all positions
4, an improved training system to support career development in

direct re1&t10nsh1p to initiative and application of the 1nd1v1dual mechanic.

Only in a few cases will mail processing equipment ma1ntenance personnel
satisfy ‘the mandatory prerequisites for reclassification into the new structure
and positions. However, the rights, seniority, salary level and career status
of all personnel must be protected. Conversely the implementation of this
system establishes mbndatory standards which must be met, primarily Wy the in-
itiative and personal efforts of all involved. The basic guidelines which will
protect the individual and’'permit an orderly conversion to the new system ‘/j
should include the following:

1. A general mechanic will be permitted to enter the MPE apprentice-
ship training program at the PFS-5 level on probat1onary status to learn main-
tenance of an MPE equipment item without passing the A-Test after four years
of satisfactory general mechanic duty.

2. An MPE mechanic who has not learned maintenance of the mandatory
numbers of MPE equipments will be given twelve months in which to do self-
study, receive on the job training, and develop a demonstrable capability in
the required two.types of mail processing equipment,

3. A foreman may aythorize an additional peridd of training, if an
MPE equipment cannot be’ learned in the prescribed six menths period. An ex-
tension may be granted once, only, for a three month period for any equipment.

. 4. Pailure to meet satisfactorily mnndatory prerequ*sites after an
appropriate conversion period will result in reclassification to general me-
chanic, PFS-5 or, as appropriate, clerk or mail handler.

-

5.

Promotion to PFS-7, 8 and 10 will be contingent upon a

a passing grade in the appropriate test following normal or probati
in the next lower grade.

6. A conveyor mechanic may enter the apprenticeship train
for up to one year of training, study and duty to meet standards fo
to PFS-7, Mechanic, MPE.

7. Mail Processing Equipment Maintenance personnel who hc

ttainihg
onal duty

ing program
r promotion

ve a record
ard position

indefinitely, but will not be considered for promotion unless the

of satisfactory performance may be retained in their.original stan}
position qualifications are met.

240

andatory




8. New.efiployees in the MPE malntenance function must meet the.time °
elements and-mandator standards té be retained in the MPE career development
‘structure. . .

‘9. The Direc or, Office of Maintenance, w111 review qualifications ;E%\\\\
‘the MPE maintenance force and assign personnel “to learn specified types of MPE )
provide optimum flex1b111ty and adaptability. Personal desires of“the mem-.
bers of the maintenance force,will be considered to the extent'possible when. .
training assignments are made. However, a balanced-skill ma1ntenance force‘gas
" the higher. prlorlty in assigning personnel to training. ’

1

10. A pa551ng score in thé Apprentice. Test may be waived in the case

'y;1ng the career system.

:». 11, All promotions except PFS-5.to PFS- 6 after satlsfactory completlon
of phase.one: of the Apprenticeship Tralnlng Program will be on the best quali-
. fied basis. - .

12. The best qualified getermlnatlon will be based upon a composite
~evaluation including test scores ° above mandatory minimum and sUperV1sory

'« of "employees*who have demonstrated satlsfactory performance prior- to'1mp1ement- |

. .
evaluatlon. : L i .
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