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ABSTRACT

This study examined post office mail processing equipment (MPE) maintenance
positions for the purpose of: (1) developing improved job descriptions; (2) de-
veloping an MPE maintenance career ladder; (3) developing recommendationd regard-'
ing the training and promotion of MPF. 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 upz
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 criterih for office maintenance organizations should be a prerequisite to
implementation of the above recommendations.
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FOREWORD

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 equipment maintenance positions. This report deals
with the development of classification procedures, a maintenance career ladder,
and improved MPE job descriptions, and has been prepared to provide direct working
materials for the Post OffiDepartment. 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 HumRRn 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 McCutcheen, 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 mechanited post offices where the basic data for this study were collected.

HumRRO researchwas 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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,,5UMMARY AND RECOMMENDATIONS

The Problem.

The purpose of this study was to examine post office mail procesSing equipment
(MPE) maintenance positions for the 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-evaluating
existing maintenance positions using the job evaluation criteria developed as an
aid to the establishment of the PFS classification system.

Method

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 regarding 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 practices and maintenance personnel
policies.

Principal Results

The major findings of the study are discussed in rblation to nine problem areas
typically found at mechanized offrces.;,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 maintenance 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 maintain different types of

MPE equipments. *

An examination of promotion practices revealed little standardization. At

present there is no well defined career ladder for MPE mechanics and the distinc-
tion between the MPE-6 and the MPE-7 mechanic is practically 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 mechanics have been re-
quired to master maintenance ont41 types of MPE equipments: Such findings indi-

cate a need to restructure the PE maintenance department to more definitively
define job duties and responsibilities for different grades and types of mechanics.

vii
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An examination of pay comparabili of MPE mechanics suggested that the salary
level of such mechanics should be rai ed by one PFS grade. Using the job evaluation
criteria originally used as an aid in tablishing the PFS system, it was found that
practically all MPE maintenance and r ted positions merited a one grade increase.

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

Problem #1 Decreasing Manpower. Pool of Potential MPE Mechanics

1. In recognition of the high skill and knowledge requirements for MPE
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 themselves for the MPE examinations.

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

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

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

I. Require higher-grade mechanics to perform (a) more complicated main-
tenance actions on (b) more varieties of MPE equipmepts.

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 M)'E Mechanic Career Ladder

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
apprenticeship training.

e. the essential difference between the PPS-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 circuits.

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

6,
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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)_position and fill it
by mechanics who have shown exceptional ability to maintain electro-
mechanical equipment even though they cannot meet MPE mechanic test
entrance requirements.

Problem #4 Need for Improved Entrance and Promotion Examinations

1. Base entrance into and promotion within the MPE maintenance force in
part'on successful passage of examinations.

a. require passing of the Apprentice Examination as one requirement
for admission to the maintenbnce force as an MPE apprentice or
as a general mechanic.

b. require passing of the MPE Mechanic Examination as one require-
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 115 Need for an MPE Mechanic 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 ba'sed on pass-
fhi Apprenticeship Examination, or on a four year demonstra-

tion of electro-mechanical maintenance capability at the general
mechanic level.

b. trainees would serve a six month apprenticeship at the PFS-5
level during which they would be taught to perform all mainten-
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, attithe end of six
months, woulck be promoted automatically to PFS-6.

d. during the second phase of apprentice training the trainee would
be taught to maintain a second type ofrelatively 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 atsfhe end of 12 months.

f. successful completion of the apprenticeship program would be
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.



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

o self-study maintenance material which can be placed in office libraries.

2. Self-instructional maintenance training packages,'similar to that
developed by HumRR Task SABER,-should be developed for all major
types of MPE equipm t. )

Problem #7 Need for Guidelines Regarding Specialization of MPE Mechanics

1. MPE mechanics should not be allowed to specialize on one or two types--
of MPE equipment unless they tre 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.

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 highlj, 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 two to four types of non-MPE
equipment:

Problem 4.8 ,Lack of Pay Comparability for MPE Mechanics

1. MPE mainienance,positions should be up-graded by one grade based on
a re- examjnation of skill and knowledge requirements for MPE me-

. chanics.

2. MPE maintenance 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 Mechanics

I. Journeyman' mechanics should be given specific primary and secondary
responsibilitieS.

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) maintenance duties relating to the performance of less
demanding types of-maintenance (RPMs) on additional types
of MPE equipments; or

(2) maintenance duties on non-MPE equipments.

'D
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Introduction

The major objectives. of Task MPE were (1) to develop impraVed'examinations
for the selection of MPE (INa11 Processing Equipment) maintenance personnel; and
(2) to dev'Se.recommendations regarding the classification of MPE maintenance
positions ;As defined in the POD Maintenance Management Handbook (MS -10) mail
processing.equipment, ihcludes the new mechanized equipment suchas the Tray Trans-
port System, the Parcef,Post.Sotter 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 in other.
reports.);. 2

This7eport is based on the subtask on classification which was concerned pri-
marily with developing suggestions regarding the restructuring and re- evaluation
of the job positions within the MPE maintenance organisation. RecommendationS also
were developed regarding theAn-house training of and the career development/of the
MPE mechanics.

6

.:The major products contained within this rfport are:

(i) . A series of recommendations regarding a mAintenance.carterlladder and
promotion criteria for MPE mechanics .

-14 .

(2) Sample job deacripiions describing,the,proposed duties and responsibil-
ities for MPE and assc4iated-mechanics (Appendix A)

(3) 'Recommendations regarding an apprenticeship'program for MPE mechanics

(4) A Job Analysis and,Job EvaluationForM which can be used by managers-.
And tOmOensationOfficersto obtain detailed job descriptions for existing
new maintenance positions (Appendix B)

The major'findings of the study are discussed within a description of nine
problem areas which.typicAlly exist within most field office maintenance depart.-
mens.

INTRODUCTION AND METHODOLOGY

a

,

Methpd of Iriformation,ColTection

The findings and recommendations qf this report are based on the,folkowing

(1); Interviews with maintenance Personnel from17 mechanized post.offices
(the names of these offices are included as Apandii C).

information sources: n

1 the Development' of Postal Maintenance Examinations (tentative title), by
A. J. McKnight, et al., Human Resources Research.Office, The George Wash-

.

ington.University (in preparation).

2 Analysis. of Postal Maintenance Jobs tentative title), by A. J. McKnight,'et
al., Human ResourCes Research Office,The.George Washington University (in
preparation). :

4
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(2) Maintenance Activity puestionnaires administered to oVer 1,000 mechanics
in the mechanized offices and used to 'determine the job duties of-postal equipment 0

mechanics. .

(3) Maintenance Supervisor Activity Questionnaires completed by Foreman, MPE
mechanics at 17 mechanized offices and used to deterMine the duties. of MPE ma
tenance foreman.

(4) Maintenance'Assignment Checklist completed by Foreman, MPE Mechanics at
the 17 surveyed 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.

(6) Discussions with Post Office\bepartment perspnnel from the employment
and Placement Division, Bureau of Personnel; Compensation Division, Bureau of
Personnel; and Maintenance Division, Bureau-Of Facilities.

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

4
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MAINTENANCE PROBLEM 'AREAS

The major filidings ofthis stud have been incorporated into a discussion of
nine problem areas which typically a %found At mechanized offices. Following the
discussion of each problem brief scriptions of recommended solutions are-pre-
sented. In another section of e'report the recommendations are discussed in
greater detail. The problem a eas discussed in tlais section are:

Problem #1 Decreasing Man ower Pool of Potential MPE Mechanics

Problem #2 Lack of Distinction Between MPE-6 and MPE-7 Mechanics
A"

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

Problem #4 Need fox Improyed Entrance and Promotion Examinations

Problem #5. Need for an MPE Mechanic Appllenticeship Program

Problem #6 Need for an-In-House Training System for MPEPMechanics,

Problem #7 Need for Guidelines Regarding .Specialization by MPE Mechanics

'Problem #8 Lack of Pay Comparability for MPE Mechanics,-

Problem #9 Need for Full Utilization of MPE Mechanics

Problem #1 Decreasing Manpower Pool of Potential MPE MecheniQl

The Problem:. There is a decreasing number of postal personnelsquarified to
enter the equipment maintenance force, and it is projected that post offices will
experience increasing difficulty in staffing their equipment maintenance depart-
ments from within.

Background Information: When a typital post office was first mechanized,
there were a number of persons on the maintenance force and in the cletk and
carrier crafts who were interested in, and who had the potential fq becoming
first rate mechanics. At most offices this manpower pool had to be'supplemented
by experienced mechanics procured from'outside the post offite--military retirees
and mechanics seeking steady employment. These persohs were able to pass the MPE
_entrance examination' easily and upon entry into the maintenance force were readily
able to learn to maintain most if not all MPE equipments. 141 many of the larger
offices this manpower poor, 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 qualifications to become acceptable MPE me-
chanids. -4

There are increasing indications that clerks and carriers are less 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 general mechanics
on.themaintenance force who could not pass the MPE entrance examination and there-
fore are not eligible to become MPE mechanics.. These persons permanently fill
"apprentice-level" positions.

Recommendations: Later sections of this report contain 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 PPS-level of these positions by one PFS-level; (2) provide

training programs and,procedures whereby, at each office, interested persons can

A-
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prepare themselves for the MPE ex inati ns;, (3)- develep an apprenticeship training
program for new MPE mechanics; and, (4) p ovide for automatic promotion following
successful completion ofeachlstage of d velopment in the apprenticeship training
program. a.

4

Problem #2 Lack of Distinct on Between M E-6 and MPE-7 MeChanics

The Problem: In many mzchanized offices there is practically no distinction
between the duties and capabilities of MP:-6 and MPE-7'mechanics. ¶his has led
to considerable dissatisfa ion on the par of the MPE-r6 mechanics.

Background Informationt According to POD job de criptions, the MPE-6 mechanic
can perform preventive maintenance and can troubleshakt and repair the less sophis-
ticated MPE equipments or portions thereof. . The MPE is described as a
skilled troubleshooter who can perform the more compli fated types of troubleshoot-'
ingj repair or fabrication. In addition, the formal in pection of equipment is
supposed to be'reserved for the MPE-7 mechanic or the m ntenance foreman. 41so,
the MPE-7 mechanic is supposed to function as a worker-1 ader or crew chief when
the need arises.

In practice an equipment breakdown problem usually is sSigned 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 practicean MPE-6'eventually learn8 to troubleshoot and repair
practically all portions of a particular type of MPE equipment 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 correct and therefore
usually can be performed by a reasonably proficient MPE-6 mechanic.

It seems rlasonable to expect the MPE-7 mechanic to maintain a wider variety
of equipments than can the MPE-6 mechanic. In practice, however, such a require-
ment seldom exists. In the smaller mecha ed offices both MPE-6s and MPE-7s
often are older and experienced men who a wide variety of maintenance skills
and who have learned to maintain practical y all types of postal equipment. In

addition, both MPE-6s and MPE-7s may be competent on plan equipment such as air
conditioners, air handling units, and elevators. A quiteldifferent situation
exists within the larger offices. In these offices either the MPE-6 or the MPE-7
or both mayJv 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.

. With respect to the performance of equipment inspections, there seems to be
little consistency in practice from office to office, and in the smaller offices

.

it is fairly common to assign this activity to an MPE-6 mechanic.

ZDuring this study an attempt was made to identify maintenance actions, 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 greaterlmaintenance 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
restructuring of the job duties of higher level mechanics so that they are re-
quired to perform the more difficult maintenance actions and to perform these
actions on a wider variety of equipments. The intent of these recommendations

6
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is to prevent mechanics from becoming narrow specialists tfn the one hand, and on
the other hand to prevent supervisors from requiring too much ortheir mechanics.
Specific recommendations include the following: (1) that MPE-6 mechanics be able
to perform all maintenance on two types of MPE,equiprment and that MPE-7 mechanics
be able to perform all maintenance on three type of MPE equipment; (2) that the
primary and secondary responsibilities-of each MPE mechanic be described in terms
of those equipment's 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 diffeient for different mechanics. This
can ensure a full maintenance reaction capability on each tour, if required.

.

Maintenance job positions 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 those duties and responsibilities which
are specified in the mechanic's job description.

Problem #3 Need for an MPE Mechanic Career Ladder

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

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 w.
elevator mechanic, area maintenance officer, or a maintenance training officer.
However, the probability of such, an occurr nce and the manner in which a mechan-
ic should prepare himself for it, seldom 1 clear.

The development of a suitable car er la aer for MPE mechanics depends upon
broadening the MPE maintenance organiza ion and upqn developing reasonable
field service-wide standards for advancement. In sup ort 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,titIed "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 PFS-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

A 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

I
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at least two typ.47;iMPE equipments; .(6) that persons failing the MPE appren-
ticeship training program be offered the opportunity to remain in the mainten-
ance force as a general mechanic, PFS-5 (Thl,s offer, would be based on a super-
visory evaluation that the person in questpn was capable of maintaining 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 equiptiept,even though they cannot meet
MPE mechanic test entrance requirements. These recommendations arediscussed-in
more detail later in the report.

WV,
r

, Problem #4 Need for Improved Entrance and Promotion Examinations

The Problem: Currently, a three part entrance examination is used to qualify
,POD mechanics at the entry level. This examination is in need of revision ,to take
it more work-relevant. In addition, promotiorYqualification 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 examination's have been developed and

promotion tests have also been developed. At present, if the.potential mechanic
passes only the mechanical portion of the three-part entrance test (mechanical,
electro-mechanical, erectronic) he is eligible to,brecome a general mechanic. If
he passes all three portions of the test he is eligible to become an MPE mechanic.
At nt there are no tests to determine a person's qualifications for promotion
from MPE- to MPE-7. There is an MPE foreman qualOication:examination; this has

. been revise s 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 tak
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 promotion.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-meant for evaluating a mechanic's qualifications for advancement.

The development of, and recojmnendations 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 be one requireient for admission to the maintenance force as an MPE
apprentice 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:mew MPE job positions and grade structure described
latqr in the report/

8

The Development of Postal Maintenance Examinations (tentative' title), by
A. J. McKnight, et al., Human Resources Research Office, TheGeorge Wash-
ington University (in preparation).
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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 maintenance examinations developed as part of Project MPE
are a definite improvement over what currently exists. However, even these new

mains ance examinations should eventually be replaced by a structured performance

estin program. Sucha testihg.program could be incorporated into the apprentice-

ship raining program a 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 nee 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 super isors. Most maintenance supervisors
indicated that it is' extremely difficult tc evaluate the potential of a new me-

ichanic within this 90 day period. Rather, they 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 asgociated

with this program are: (1) entrance into MPE apprenticeship program would be- based
onpassing the Apprentice Exadination or a four ear demonstration of electro-

mechanical maintenance capability at the-general e hanic level; (2) the trainee
would serve a six month apprenticeshipt 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; 43) based on 'a satisfactory supervisory evaluatibn,

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 engineeripg 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 hisqupervisor with respect to
his ability to repair and perform routine PM on the equi dent covered by the

apprdnticeship program. Passing the examination and red 'pt of a satisfactory
supervisory evaluation would result in automatic promotion to the PFS-7 Junior

Journeyman level.

It would be expected that some apprenticeship trainees would no.t'demonstrate
potential for becoming satisfactory journeyman mechanids. 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 office instance* 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 required 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 Examination

Using the above procedures persons who are able to pass examinations. but not
necessarily able to maintain equipment would receive the same one year apprentice-
ship program. Thia would provide enough time to evaluate properly their mainten-
ance potential.

A long range solution to the above problem would eliminating, wherever
possible, the use of paper and pencil examin. Equipmdnt maintenance_perform-
ance examinations could be prepared and entrance into the apprenticeship program
as well as all subSequent advancements could be based on demonstrated capability.

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 increased
effort to train their own mechanics.

Background Information:
)

The Post Office Department hag 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 established a. favorable trend which
if continued should provide the moans for upgrading post office mechanics. In
particular, it is desirable to provide material which can be used by helpers,
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 understanding and skill regarding the maintenance
of electromechanical equipment: It is not recommended that entry qualifications
into the MPE apprenticeship program:should be lowered. Rather, the opportunity
for meeting_these entry requirements should be. increased so that with some
exceptions those persons who have the, desire and capability to do so can even-
tually meet the MPE entry requirements.

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 ttaining packages,
with an integrated progress testing system would provide the means by which the
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prentice .'d 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 training guidance, goals and standards required by the apprentice-
ship program.

Problem #7 Need for Guidelines Regarding Specialization of MPE Mechabics

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 work".

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
equipments. 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 fof 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 requifement that an MPE mechanic PFS-7 be able to
maintain a wider variety of equipments than the 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 p 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 complicatedIMPE equipment
respectively. The MPE-6 mechanic then could be assigned tp 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 practo, but there is no formal policy pertaining to it.

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

It is proposed that the junior apprentice learn to perform routine pre-
ventive maintenance (RPM), adjustments, 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 complicated troubleshooting problems
on two types of MPE equipment. Which MPE equipments each apprentice learns to
maintain could be left 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 eq-576re-nt would be 19arned as part of the PFS-7 job re-
quirements. The 9-level MPE technician would 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 I fOrmatiOn: 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 advantage to switch to outside em-
ployment. There is some reason to believe that the position of post office 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 meeting the en-
trance requirements for electronic technician positions and who after receiving
his post office 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 andDetroit there is much industry and mechanization and therefore the
demand for mechanics is high. In these cities post offices have difficulty
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 limit's 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 though they are one or two
grades-higher. This is because, with rare exceptions, mechanics receive little,
if 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 PPS levels wore 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 level, along with the MPE-6 Mechanic. In terms of complexity 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 positions as
well as MPE maintenance positions. .

During this study an attempt was made to estimat the extent to which the
PFS levels of present maintenance positions should be 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 appropriate to mechilnid 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
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while under close supervision, a total of 7 MPE foremen were asked to evaluate
the positions of mechanic helper, general mechanic, 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 equipment and operating conditions will change the require-
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 to downgrade a'position. For example, the new electronic technician
position grade is based on the assumption that much training And 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 fu.'wre new postal electronic equipment could he maintained by a general me-
chanic, utilizing automated malfunction detection equipment.

Recommendation's: Based on a re-examination of the skill and knowledge require-
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,

Problem #9 Need for Full Utilization of MPE. Mechanics

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

Backgrgund 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 capability 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 personnel, it.could require more personnel.

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 equipments 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.

Recommendations: It is recommended that journeyman mechanics be given
specific primary and secondary mpsintenance responsibilities. Primary respon-
sibilities 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 les 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-4
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 additional
types of equipment.
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RE-STRUCTURING OF MPE MAINTENANCE DEPARTMENT JOBS,.

/
Creation .of New Job Positions

Figure 1 shows the titles andPFS levels for those job positions which are re-
commended 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 Director, 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.

Primary versus Secondary Job Requirements

There are a number of types of small 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. In addition, the mechanical portions of conveyors and sorters could be
maintained by general mechanics.

- In the larger offices there 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 specified. For the job
positions Shown on Figure 1, job descriptions have been prepared for all posi-
tions except those dealing ylith electronic maintenance and the general foreman.
These position descriptions are contained in Appendix A. In this section the
important features of the general mechanic and MPE maintenance positions will
be- summarized.,

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

The position of Senior General Mechanic is a new position. Persons holding'
thii position would be backup troubleshooting and repair experts for simple
mechanical and electro-mechanical' equipment. In essence, this position is a
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PFS-12

PFS-11

PFS-10

PFS-9

PFS-8

OFS-7

PFS-6

PFS-5

PFS-4

RECOMMENDED TITLES AND PFS-LEVELS FOR PROPOSED MPE AND
ASSOCIATED MAINTENANCE POSITIONS

Senior.
General Mechanic

General Mechanic

Methanic Helfer

General Foreman,
MPE Mechanics

Training Officer,
MPE Mechanics

Foreman, MPE
Mechanics

MPE Maintenance
Technician/

Senior
MPE Mechanic

MPE Mechanic

Apprentice
MPE Mechanic

Apprentice
MPE Mechanic

Figure 1

Senior
Electronic Technician

Electronic Technician

.AppreniiCe
Electronic Technician
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reward for those feW general mechanics who have der istrated outstanding mainten-.
ance ability and yet who have not been able to meet the MPE apprenticeship re-
quirements.'

Turning now to the MPE positions,, 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 echi 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 mechanical, 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
qualif or advancement to the positiqn of MPE mechanic, PFS-7 by demonstrating
his cap bility on both systems studied during his apprenticeship.

I

The position of MPE mechanic (PFS-7) is fairly similar to the current MPE-6
mechani position. Persons holding this position would be expected, at minimum,
to be a e to perform all but the most complicated types qf troubleshooting and
'repair a_ ivities on two types of MPE equipments. As a secondary job requirement,
they coul e 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.

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 three types of MPE equipments.to include at
\least one type having-sop4Sticated electrical controls -- Letter Sorters or Mark
I Facer Caneelers. As conceived here:the essential difference between an MPE
echanic and a senior MPE mechanic would be the ability of the senior MPE mechan-

i to troubleshoot sophisticated electro-mechanical equipment and in pa ticular,
tatroubleihoot and repair electra-mechanical control circuits. In addi in, the
senior MPE mechanic would be expected to be skilled at maintaining at lea t three
types ofMPE equipment while the MPE mechanic Woulebe reqdired to mainta n only
twotypes of MPE equipment. Also as required, the senior MPE mechanic'wo d
fun

mec
tion as a worker-leader or crew chief. In the small offices the seni rMPE
anic might be the senior maintenance man on the first or third tours. .

YY

As part of his job responsibilities the MPE mechanic, PPS -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.

.1.

eThe position of MPE technician, PFS-9, has no existing counterpart. As
conceived herd this position would befilled 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 hig foreman. While he could nor-
mallymally 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 redeSignosuggestions authorized
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by 'the postal plant engineer. The MPE techniCian would -perform the formal equip-
ment inswctions, and/or would fUnction as thesequipment.maintenince quality con-
trol expert.

9

° As conceived.here.the foreman,'MPE mechanics (PFS-10)4ould perform s' ilarly
to what is currenlly describedfor MPE forman; it is propbsed, however,-thb. the
MPE foreman shoyld be relieved of some of the technical duties which he now b
In some offices the foreman is, the backup maintenance.expert for most, if not a
maintellance.problems. When this is the case; .the ,foreman cannot properly carry
out his superidsory activities. For this reason it is suggested that for those
officeS which hire more than 30 MPE and general mechanics, at least some of the
foreman's technician duties be assumed by the MPE technician. In the smallef
.offices {ubder130 MPE mechanics and general mechanics), it is suggested-thatl
this senior technician role be shared in the following manner: one MPE techni-
cian position bi.established to handle the two or three sophisticated' types of
MPE "lecitipment, and each MPE foreman-be required to become the post office expert
on one or otwo 'o'f the remaining types of MPE equipments.

i ,
I 0 s
The polltion of maintenance improvement officer now exists in a feW of the

larger offices. Where they'exisi, these positions have an important training

are and call them by the title of training officer, M
. It is recommended that.tt

' function. It would be appropriate to recognize thes positions for what they
1,

this position Oe established at ali offices having.e maintenance force of 130
or more persons (see organiz.ational charts associated with paragraph 1.531 of
MS:10).

.-

The position of training officer, MPE would be an extremely important posi-
.qon in those -offices which have a fairly large turnover of mechanics. In
addition, the position can be established' in those offices, (e.g. Detroit) which
hive been assignedas a training office for a particular type of MPE equipment.
The duties and responsibilities for this position wouldbeksimilaT to those which
the post office now prescribes f6r MPE training officers.

.

"The positions of general foreman, electronic technician apprentice, electronic ',
'.. technician, and senior electronic technician are ipsitiOns which currently exist

within the post office. These positions were not studied as part of this project.

Treatment of General Mechanics

It is' difficult to establish a reasonable relationship between general me-
chanics,',MPE mechanics and those other mechanics who make up the totaDlequipment
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

mchanics. _ .

. A?

As intimaed above (and discussed mare fully. later in this report), the
general. mechanic and the senior general mechanic would be persons who could
not meet MPE mechanic requirements., Such, persons might feel:more comfort le
"buried",somewhere in the MPE hierarchy than being. e4pOsed as a somewha con-
spicuous offshoot. An alternative might be to parcel out general echanic'
functions among the Mechanic helper and the MPE -7 mechanics.

The circumscribed nature of Project MPE permitted an identification of
the "general mechanic" problem but did pot permit a study of problems associ=
ated with, other maintenance job positions such as the mail box mechanic, the
conveyor mechanic, the postal machines medhahid-and.the vending machine mechap-
ig. 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 methanicel-maintenance section. A study which ex-.
amined all building and equipment maintenance positions within the post office,
would undoubtedly develop a mere satisfactory scheme for handling general mechan-

= ics, and,o,feourse would have the opportunity to examine and develop career
ladders /for other maintenance positions.
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MAINTENANCE CAREER LADDERS

. One of the main reasons for proposing 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.

As seen from Figure 2 the MPE mechanic career ladder is divided into three
branches, a general mechanic branch (left side of the diagram), an MPE mechanic
branch (center of thediagram), and an 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 mechanics, for example)-nor has
an attempt been made to spell out the relationship between MPE mechanics and all
of the speciality mechanic positions which might exist in the larger-post offioes.

' Rather, a relati'ely simple career ladder 'has been proposed which will it most
mechanized offices, '

A new mechanic would begin His maintenance career as a helper, a general me-
cHanic or an apprentice MPE mechanic. He could enter the force as a helper without
passing an entrance examination. Entrance requirements would be,identical to
those now employed for selection of- mechanic helpers.

General MechanicCareer Ladder

Entrance into maintenance force as _a gene11104techanic or as an apprentice
would be contingent upon passing the newly develo ed apprenticeship examination.
This test of electro-mechanical skills and knowle s does not specifically re-
quire familarity 'with postal equipment. A high test score wouldqualify the
applicant for appointment to the MPE apprenticeship rogram, Persons scoring
less well could be qualified to join the maintenance force as a general mechanic,
assuming theta slot was available.

y,
In the larger offices it may be econbmical to have a fairly large rce of

general mechanics who perform maintenance on the simpler types of mecldical
equipment. In the smaller officesthis type of maintenance can be performed
by the MPE mechapics. Assuming the existence of a general mechanical force, an
especially well qualified general mechanib would be eligible for promotion to
senior general mechanic. Promotion would be based primarily on evidence'of
superior maintenance capability on simple mechanical and electro-mechanical
equipment. The number of general and senior- general mechanics might be in the
order of five to one.

Currently in many'post offices there are one or more general .mechanics who
haze not been able to pass the entrance requirements to become MPE mechanics.
It is suggested that those persons who have perforMed'four years Of satisfactory
maintenance-work be allowed to enter the MPE apprenticeship progilam. In this
way they would be given the opportunity to demonstrate whether or nat. they can
learn to be MPE mechanics:

MPE Career Ladder

Those persons who pass the Apprentice Examination 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 completioa, of this
six months of apprenticeship training would be based pTitatily on supervisory

.
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evaluation and'satisfactorkicpassing a technical test on the equipment studied.
Success-Would lead to an.autbmatic 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 general mechanic or of
leaving the maintenance force.'

The advanced apprentice would receiVe an additional six months of training
during. which he would learn to maintain a second type of MPE equipment. In
addition, during the entire year of apprenticeship the trainee should receive
training on such topics as schematic reading and basic electricity. This would
prepare the apprentice to comprehend the technicaj material which he would be
dealing with as & journeyman mechanic. As evidence that he had learned this
material to minimum standards he would be required to take the newly developed
MPE Mechanic Examination at the end of his senior apprentices ip. Pa sage of
this examination:a favorable supervisory evaluation, and a passing grade on
a technical test covering-the second .type of equipment studied during the ap-
prenticeship would entitle the apprentice to automatic promotion to the PFS-7
level and the title of MPE.mechanic:

From time to time opehings will become available for the position of senior
mechanic,MPE. It is recommended that promotion to th' sition be based ins
on the ability to obtain a passing'score on the hew developed Senior MPE Me-
chanic Examination. Then the appointee should be ven a certain period of tim
perhaps three months, to learn his new,job assign ents. If he shows evidence
that he can indeed learn to maintain new and mor sophisticated types of MPE
equipment then he can be.appointed permanent4y o the position of senior bechan-
ic MPE. In short, it is recommended that a position of senior mechanic, MPE be
filled 'by the temporary appointment of an MPE echanic. The'aPpointment can
become permanent after the temporary appointe demonstrates evidence of suita-
bility for his new position.

The senior mechanic, MPE would be e cted to perform all types of mainten-
anceon at least,three types of MPE eq pment. In addition, the senior MPE me-
chanic.would be expected to function a worker-leaderwhen that became desirabl

The senior. mechanic, MPE will` i II probability know at least one or two...
pie* of MPE equipment especialry w0.1, perhaps better than-anyother mechanic
iU:hils office. Assuming that }fie has evidenced this exceptional capability, he
would be 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 fdr promotion to foreman MPE.-assuming.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 would
be eligible for the position of training officer, MPE. Persons holding this
position should have a demonstrated interest an:0- capability-in teaching others.
The position of general foreman should be fill0 from the ranks of MPE foretan
or by a training officer who previously had been MPE foreman.

For those offices eligible to have electronic technician positions, these
ositions should first be filled from the ranks of those jourfieymanMPE mechan-
ics who have passed the electronic txamination.

9
According to the:above career ladder all successful MPE-trainees would, as

a minimum, be paid at the PPS-7 level. This is, in keeping with job evaluation
data which was collected as part of-this'study and whit will be described later
on-.

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 suggested here that
the numerical relationship between MPE mechanic, senior MPE mechanic and MPE
technician be on the order of ten to five to one.

a
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As a final point, it should be stressed that it is not enough' to develop
career ladders and then file them away in administrative manuals. These carer
ladders should be publicized; the rules for promotion should be publicized; and
above all, the promotion rules should,be administered in an objective and impar-
tial fashion. A mechanicshould 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 mechanic (PFS-7) would be similar to the present
MPE-6 position. 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-
mechanically simpler types of MPE equipments.

The senior MPE mechanic (PFS-8) positidn would be similar to the present MPE-7
position. Thesenior MPEjiechanic would be expected to perform all maintenance on-
at least three pieces of MPE equipment. More importantly, the senior MPE mechanic
would be expected to be capable of maintaining 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. Tills distinction could

be maintained in one of two Ways. The MPE -8 mechanic coul1 maintain the electro-
mechanical control circuits of all MPE equipments leaving all other maintenance
to the MPE-7 mechanic. 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 equipment to the
MPE-7 mechanic and require him to maintain all portions of the equipment. While

serving as an MPE-7 mechanic the maintenance man would be given the opportunity
6 learn to maintain themore complicated types of control circuits'. This would
preparehim fdr the position of senior MPE mechanic.

to
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TRAINING OF MPE MECHANICS

Apprenticeship Training

Earlier in this report the study findings were discussed 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 in part will meet this need.

Apprenticeship 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 theemechanic once
he has successfully completed apprenticeship training. According to the career -

ladder diagram shown in Figure 2 the successful apprentice mechanic would be pro-
noted to MPE mechanic at the PFS-7 level. Persons in this job position 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 lie expected to learn how to troubleshoot

q electrical and electro-mechanical control circuits. Ih 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
equipment`s required of his maintenance assignment.

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 engineezing 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.

The goal of apprenticeship training should be to prepare a mechanic to per-
form most of the maintenance 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
until they have openings 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 explored and utilized in developing, training materials for all MPE
equipments.
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Promotions and Length of Training

MPE foremen have indicated that it takes approximately six to nine months
before they can successfully evaluate a prospective MPE mechanic. Therefore,
it is suggested that the length of an apprenticeship program be at least one
year.. ',Furthermore, it is suggested that training be divided into two six-month
periods. During the first six months the apprentice would learnto perform RPMs
and simple troubleshooting and repair on a s'ingle type of relatively lin;.4histi-
cated MPE equipment. Also, during thiP period the apprentice would receive for-
mal Vraining or be required 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.

During the second six months of training the apprentice would learn to main-
tain a second type of MPE equipment, and would attend-additional formal courses
ofinstruction1Ind/or be required to study selected elf-inttructional material.
Towards ihe end of this period of training the apprentice would take the MPE

c

Mechanic Examination and would again be evaluated by a maintenance supervisor
or a training officer. A satisfactory evaluhtion 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-
nation or to receive a satisfactory evaluation would be left to the discretion
Of his maintenance foreman or training officef. 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 of jour=
neyman mechanics,

Apprenticeship Entry Requirements )

With one type of exception, all new MPE apprentice should becequired to

have passed the Apprentice Examination. This test assesses a peispn;p general
skills and knowledges regarding the maintenance of electro-mechanical)

o'

quipment.

Occasionally there will be persons who aie judged to be capable f 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 derrionstration and a favorable

supervisory recommendation such persons could be allowed to enter the MPE appren7
ticeship program. These persons however, would be required to acquirc all the
skills and knowledges necessaryeto 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.

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 apti-
tude test. No change in these entry requirements is recommended. It has been '
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suggested that the mechanic helper be required to pass the mechanical aptitude
test. This is a possibility for further consideration. However, there alway$
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 recommendation of maintenance
supervisors.

At present, helper's 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, reading
of engineering drawings, and so forth. These materials would be placed in all
libraries of mechanized offices and helpers and general mechanics would be urged
to use them for self- study.

Journeyman Mechanio Training

At present there are no standard training procedures for teaching journeyman'
mechanics 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 initiative. For certain equipments,
the Post Office Department has maintenance training programs to which mechanics
can lie sent. Usually mechanics sent to such courses already have been maintain-
ing the equipment and are sent to the course for further instruction dealing pri-
marily with equipment 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 Veining material which
can serve both for instruction and as job aids.

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 SABER1.
The task staff performed a maintenance analysis of the LSM and from this analysis
developed a troubleshooting job aid manual which could be used both during training
and on the job thereafter. In addijion, the analysis led to.the specification of
instructional conEent 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 prect+cal 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 n

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. ''rexler and Patrick J. Butler. Human Resources
Research Office of The George Washington University.
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CLASSIFICATION OF POST OFFICE MPE MAINTENANCE POSITIONS

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, MPg-7 Mechanic, and Foreman, 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-

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

The job evaluationquestionsmere 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 wad utilized.

The results of this study are shown in Table 1 and the data are presented
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 in4the criteria could be eliminated.
This then would provide a very useful tool for the periodic re-evaluation of all or
portions of postal service job positions.
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Pay Comparability f MPE Mechanics

Three years,igo MPE mechanics were clearly underpaid relative to their indus-
try counterparts. Since theri all PFS grades have been raised by'sone grade and the
pay for all PFS levels has been raised by approximately 5%.

It has been\recommended in this report that all'MPE maintenance positions be
raised by one PFg'level. In addition Congress is contemplating an across the board
increase for postal employees of approximately 4.1%. If both events were to occur
the result might be that MPE mechanics 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 I July 1969 and the month during
which, the wage survey data was obtained. This is equivalent to an industrial wage
escalation 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 T#ble 3 along with the average hourly wages for

each of these positions.

Table 44-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 befWeen the proposed salary for the PFS-8/Step 4 posi-
tion and.that of maintenance mechanic, the comparisbh 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 fob duties and responsibilities fox 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. A

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
paintenance electrician and wmillwright. 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 neW

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 use to determine pay comparability (PFS-6/Step 8 = $3.96; and PFS-7/Step

8 = $4.28),I It is not possible to determine from Labor Department wage surveys ,

the years experience for the average non-postal mechanic. However, assuming

comparability 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

2g
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of the increased skill and knowledge requirements. for MPE mechanicsThe analysis
of MPE equipment performed as part of this study and information obtained. from the
labor Department suggests that the skill and knowledgerequirements for MPE mechan-
cs are higher than those fbr the civilian positions of maintenance mechanic,

maintenance electrician, millwright, or automotive mechanic. This would espe-
gially be the case if MPE mafintenance positions were redefined in accordance with
the recommendations of this report.

Equal Pay for Equal Work

It iS sometimes difficult to decide whether to compensate on the basis of a
person's capability .or on the basis of the requirements of his present job. Nth-
in the present MPE maintenance force there are many PFS-6's who have the capabil
ity of and -moo 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 as the PFS-8
senior MPE mechanic. Should such persUns/be paid in accordance with their skills
or'in accordance witg the requirements of their present.position?

The basic compensation principle advocated here is that the mechanic be
paid in accordance with the requirements of his job position. His capabilities
determine his promotabi itk, and, indeed,. to increase his opportunities for pro-
motion he should'be all ed to expand his maintenance skills and knowledges. On
the other hand, some defe nce must be made to the notion of "equal pay for equal
wok ". Therefore, through b assigntent practices .a attempt should be 'made to
keep the bulk of a. mechanic's assignments within the uty and respohsibilitys
boundries as described in his job description. To do otherwise establishes a
situation wherein an advantage can be taken of the superior mechanic's capabill_p
ities without providing suitable compensation for'these capabilities. Eventually,
as has alrehdy Occurred in a,number 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 level/

Need for Recruitment and Job-Turnover Data

Why is it that certain office§ have difficulty''filling MPE maintenance po-
sitions? Why is it that mechanics stay-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 maintenance staffing
problems are due to poor pay, if indeed that is the case.

At those offices experiencing difficulty in obtaining maintenance personnel
it would be useful to recruit on the open market to see what success they would
have. This would he one way of determining the relative attractiveness of postal
maintenance positions.

At all offices it would be useful to conduct exit interviews with mechanics.
to colledt infofmation regarding 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 rrelating to the grade 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 primarily on job reclassification.
Difficult as it may be it still would be appropriate to periodically re-examine
the classification of selected positons within the Oft office to see, if their
grade levels are still appropriate. For example, the MP.E maintenance positioils
are usually compared with the position of,automotive.mechanic, PFS-6. While this
study did not examine automotive maintenance positions, 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 mechlnics. This, Aespite 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 receValuation
of existing jobs.,

Jobe Analysis and Evaluation Form

Job classification shlid be based on accurate and detailed information re-
,

garding the duties and responsibilities of the job. At mast post offices Compen-
sation.Officers are not familiar with maintenance positions 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)t This checklist.can'be
used by compensation officers when analyzing mainteawie positions. This form
would ,be used to collect information about the folloWing job aspects: educational
requirements; ekperience xequirements; initiative and ingenuity,requirements; 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 eValuatidh questions contained in Ap-
.pendix D'have been incorporated into the Sob Analysis and Evaluation Form. Thus,
thi's 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
its appropriate PFS grade level. '

tr
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JOB DESCRIPTIONS, JOB ASSIGNMENTS AND STAFFING CRITERIA

Breadth of. Job Duties and Responsibilities

Job descriptions, job assignments. and staffing trieria are interrelated.
Any change in one 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

uperiod 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

and
be given specific and circumscribed equipment main-

tenance assignments nd that job b. 'gm ls be made in dtcordance with job descrip-
tion§.

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 personnebi
can be given full. work assignments,. There are seldom enough higher level activities
to keepthe higher grade mechanics fully employed. Thus these-mechanics must spend
a certain portion of.their working hours performing lesser skilled maintenance ac-
tivities. The need for'such'job assignment flexibility is commonly. recognized and
is-currently written into maintenance job descriptions.

Analysis of Staffing Requirements

Maintenance staffing requirements be considered both in terms of the
numbers of hours required to perform various types of activities on various types
of equipments, and the various gradds of maintenance personnel required to perform
theneeded.maintenance. It is not possible to deVise an exact one to one relation-
ship between maintenance time requirements and maintenance position requirements
by gradee. For example, a maintenance time analysis might show that 15,000 hours .

of MPE maintenance are required per year, and this'wOrks out to approximately 711
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
assign many lower skilled activities to higher grade mechanic.

Each post office should first analyze itsgyequirements in,terms of the number
of hours required to perform various types of Wandard maintenance activities on
various types of MPE equipments. These requirements shouldothen be converted to
a specific prescription of what amounts and types of Ma1ntenance activity are to
be performed on each tour. The maintenance requirements for each tour then can
be analyzed in lefts:of the types,and numberi of persons required on that tour.
During this analysis by tour, specific maintenance responsibility prescriptions
should be prepared for each proposed mechanic for.that tour. The overall result
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,Rerson 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
ona clearly defined program for providing personnel who can meet specific job
prescriptions.

5'4
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Implementation of.the above would first require the tevelopment and checkout
of improved staffing procedures. Then, means would'have to be ft:hind for teaching
the new procedurg to maintenance supervisors.

Suggested Staffing Criteria

As an example of criteria which might be used to develop a maintenance force,
the following suggestions are offered:

1. Worker-leader capability. 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 manic or by an MPE technician. This means
that on the second tour, a major blolliof time must be set aside for such activiL
ties.

2. Inspection capabilities. The detailed, scheduled_ inspection of any
piece of equipment can be conducted on any one tour. This can be performed by
a senibr MPE mechanic or by an MPE technician. One mechanic should be given the
primary responsibility for inspecting each type of equipment. A backup capability
should be provided using a second mechanic.

3. Troubleshooting capability. Forseach type of equipment, a troubleshoot-
ing capability,should be provided on two tours. This would mean that difficult
Malfunctions'could beimmediately addressed on at'least two or three tours during
the day. If it is possible-to defer troubleshooting for a particular tour, then
this requirement can be eased. This is a PFS-8 level activity. The MPE technician
would provide a backup capability and could be called day or night.

4. Routine preventilie maintenance., For any one type of- equipment this ca-
pability need be provided on only one tout, preferably the.firSt tour since RPM
can be used as an OJT device for training new mechanics. Assuming the existance
of an apprenticeship,program (Tour II) it would be necessary to. tonduct RPMs on
the second tour. For any one type of equipment at least two pdsons should have
an RPM capability. While this, normally is a PFS-6 activity, it can be
astigned to PFS-7s if that is required in order to give such persons a reasonable
work load.

5. alfunction location. During condutt of RPM the major activity involves
the detection of those Malfunttions, 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 thit type and therefor, 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 lotate 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 beso complicated
that a 7-level or higher mechanic might -have to improvise repair procedures.-
Generally speaking however, repair activities Seem to be of the grade 7-level.
We would expect therefore, that both 7 and 8-level mechanics would have the skills
and knowledges required to handle most types of equipment repairs, especially
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 Aepned upon the number of such helpers're4uired to
assist in the conduct of special maintenance projects and the number required
to perform cleaning and lubrication (M). The CO, activity is one typicilly
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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

access is difficult or requires a reasonable amount of skill and/or caution, the
the CO 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 other types of equipment where it would be desirable
to combine these two activities.

Preparation ofIndivfduarl J6b Descriptions 0

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

0 For example, the grade'8 mechanic might have a primary responsibility for inspect-
ing and troubleshooting three types of MPE equipment and for performing or over-
seeing repairsson 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 responsibil-ity, grade
8 mechanics might be given a backup role with respect to the repair and RPM of
'one or two additional typ4s of MPE equipment. This of course involves grade 7

A
activities. Finally, each mechanic, depending upon his PFS level and the size
ofhis office, might be assigned a primary pr secondary responsibility for one
or more pieces of MPE-support equipment, such as hamper &mpers, mechanical San-
,celling machines; portable conveyors, and all or portions of the mail processing
system. The special feature of all this is that the mechanic would not_be held
responsible for all MPE equipment, and secondly, his responsibilities would be
spelled out quite precisely in terms of equipments and major types of repair ac-
tivities. The maintenance director could prepare thete individual job descrip-
tiOns based on maintenance requirements andhow he wished to allocate these re-
quirements among the three tours. Furthermore, noticeable capability difference,
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 could be provided regarding the Tate
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 Tate of no more than one piece of equipment
per year, unless thi* restriction was waivered by.,the mechanic. As a reward, -

it might be, stated that, other things being equal, promotion would 'be awarded
to those mechanics who had demonstrated a Willingness and capability to master
the maintenance of additional types of equipments.
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APPENDIX A

PROPOSED JOB DESCRIPTIONS

An integrated set of mail processing equipment maintenance job descriptions
have been developed for the following 'job positions: Mechanic Helper (PFS-4);
Apprentice Mechanic, Mail Processing Equipment (PFS -5); Apprentice Mechanic; Mail
Processing Equipment (PFS-6); Mechanic, Mail Processing Equipment (PFS-71;. Senior
Mechanic, Mail Processing Equipient (PFS-8); Maintenance Technician, Mail Process-
ing Equipment (PF.S -9); Foreman,' Mail Processing Equipment (PFS-10); General Main-
tenance Medhanic (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 equipment maintenance.

The job, descriptions include statement's of duties and responsibilities and
position qualifications. The prerequisite 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 prescribed quali-
fications are, of course, dissimilar to the existing jobs and their prerequisites.
The differences are particularly apparent in the requirements for passing test
scores in qualification tests being proposed, and in breadth of capability in
terms of numbers of mail processing equipmentsin which proficiency-must be dem-
onstrated.

Further, it is recognized that personnel presently classified as mail pro-
cessing equipment mechanics, conveyor mechanics, and leneral mechanics, may not
qualify for direct reclassification't0 positions at'the same PPS level as their
current job. In recognition of this, a conversion and reclassificatio guide to
protect personnel affected and provide an orderly process of change has been pro-
vided in Appendix E.

In order to assist in identifying the proposed positions, they haveeen
numbered in the POD maintenance service group series with an "A" added to the
group designator, i.e. ttandard 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 positions have been numbered separately in
the 6A-31 to 6A-50 series.
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POD Position Description

Occupational Code -4-701

Title: Mechanic Helper.

Proposed

Standard Position 6A-1

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-
ance of maintenance tasks which require skill and knowledge of the function.

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.

(B) Assists skilled workers in locating and correcting sources- of trou-
ble, and in the performance of typical maintenancerepair and mod-

, ification work on postal equipment, buildings, or building systems.
Individually performs the less difficult assignments in accordance
with instructions or establispea practice. For example:

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

(ii) Replaces burned out lamps,. washes electric light fixtures and
glassware, and makes minor, repairs to electric systems, motors

1 and case lights.

(114) Makes minor carpentry and cabinet repairs, carries lumber and
holas screenline partitions in place while being worked
drills holes in wood or metal, bolts and unbolts screenline
equipment.

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

(171 Assists in sawing, bending and threading pipe and makes 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 painti
jobs.

(C) Sweeps and cleans up the work area upon completion of jobs; puts
away tools,' equipment and materials.

(D) May drive a light truck when necessary to get to or transport
tools, equipment andimaterial to the work site.

ORGANIZATIPNAL RELATIONSHIPS. Reports to a foreman of maintenance or to a
mechanic, as assigned.

'POSITION QUALIFICATIONS.

(A) Knowledges and Skills:

(1) Must be able to read and/or comprehend simple written and
oralvtochnical instructions.
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(2) Must be able to properly utilize common hand and power tools,,
and simple test and measuring equipment.

(B) Education: Must have a grade school education or equivalent.
Training in shop mathematics, bliueprint reading, and use of
common tools is desirable.

. .

(C) Experience: None

(Dy Training: No prerequisites. incumbents will receive on-the-job
instruction in, and may receive formal school training for progres-
sion twapprentice 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 ignment,is in one of the indicated trades or crafts
his position 1 11 be designated by the appropriate alternative title
listed below. However, use of an alternative title is applicable

in those instances where the installation has a journepan me-
chanic authorized in the trade indicated by the title.

BlaCksmith-Welder,Helper

Carpenter Helper

Electrician Helper

Elevator Mechanic Helper

Letter.Box Mechanic Hdlper

Machinist Helper

Mail Processing Equipment
Helper

(E) Minimum Test afid Performance Requirements: None

(F) Physical Requirements: Good near vision, color discrimination, eye-
hand coordination, and manual dexterity. Ability to lift, carry and
hold for short period materials weighing up to 80 pounds.

Mason Helper

Office Appliance Repairman
Helper

Painter Helper,

Plumber Helper

Postal Machines Mechanic
Helper

Scale Mechanic Helper

vs*
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POD Position Descripiion

Occupational Code 5342

Title:. Apprentice Mechanic, Mail Processing Equipment

Proposed

Standard Position 6A -2

Salary Level: PFS-5\

POSITION FUNCTION. Asian apprentice learns and performs routine preventive
maintenance, troubleshooting and repair of one type of mail processing equipment.
Assists mail processing equipment mechanics in complex troubleshooting, 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.
Learns use of tools and,simple meaiuiing'and test, equipment.

DUTIES A D R SPONSIBILITIES:

(A) ea ns routine preventive maintenance and routine troubleshooting
a d repair of
thr gh self-study, classroom and on -the. -job training.

(B) As assigned, attends training coursesand/or studies technical and
training materials on equipment an4 maintenance-reldied topics.

IC) Performs_ routine preventivemaintenance and simple troubleshooting
and repair of **- t

(D) May perform mechanic -type duties and responsibilities of a routine
nature assisting mail processing equipment mechanics performing
maintenance, repair and modification on all mail processing equip-
ment.

I

(E) Performs simple maintenance tasks following detailed instructions
or established procedures and practices under supervision of mail
processing equipment mechanics. These tasks include:

4.

(i) Cleans, oils, greases, inspect and makes minor adjustments
and repairs on mail processing uipment under supervision
of qualified mechanics.

(iii Assists mail processing equipmen m nics in repair, in-
stallation and removal, modifica on, adjfistments assembly
and disassembly and movement of 'equipment.

(iii) Assists qualified mechanics in omplex troubleshooting, diag-
nosis and correction of equipment malf6nction, utilizing
tools and measuring and testing equipments.

(iv) Obtains tools ai)d materials and. transports to and from main-
tenance locations. Cleans and secures pork area after,com-
pletion of tasks.

Tv) Makes simple written entries in equipment log books, status
reports and work order:

(vi) May drive vehicles when necessary to Work site.

* *

Supervisor will enter type of mail processing equipmentin individual's job
description when training assignment is made.

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 processing equip-
ment .ment maintenance or to a mechanic,'as assigned. .14

7

POSITION QUALIFICATIGNS

(A) Knowledge and Skills:. 40

(1) Must be able to comprehend and to follow simple printed'or
oral technical instructions, such as cleaning, lubricating,
and preventive maintenance route sheets.

(2) Must be able to prepare and/or complete simple work order's;
make simple entries in equipment maintenance log books; pre-
pare simple eqapment status reports.

(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 tools
and simple calibrated ttst/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. ,

C) Experience: None required. Pyior experience as a mechanic or
mechanic helper in any maintenance functioh is desirabld.

(D) Training: No prerequisites. Incumbents will receive on-the-job
1 instruction and may receive formal school'training for progression

to apprentice mil processing equipment mechanic, MPE-6.

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

(F) Physical'Requirements: Good near vision, color discrimination,
eye-hand coordination and manual dexterity is mandatory. Abil-
ity to lift, carry,hold objects weighing up to SO pounds is

_necessary.

4
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POD Position Description ..Proposed

Occupational 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 and troubleshooting, diagnosis and correction of equipment
malfunctions of mail processing muipment on which trained. Prepares simple
written maintenance activity reports and records.

Duties and Responsiiilities:

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

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

topics.L

(C) Performs routine prev9ntive maintenance, troubleshooting and-
, repair of ** (first MPE learned) ad, when

qualified, of ** (second MPE learned).

(D) Performs the lessIdifficult duties and tasks, assists skilled
mail 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-
essing equipment.

(ii) Assisti mail proCessing equipment mechanics in repair, in-
stallation and removal, modification, adjustments, assembly
and disassembly, and movement of equipment, accomplishing
some minor maintenance tasks independently.

(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.

(y) :Obtains tools and materials for tasks and transports to
work site.

(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 assignment is made.

** Job description of each mechanic will include types of equipment on 'which
qualified.
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(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
orders, and status, 'reports.

(ix) Observes safety rules.

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman of mail processing equip-
' ment maintenance or to a mechanic, as assigned.

46.

POSITION QUALIFICATIONS:

) (A). Knowledge and Skills:

(1) Must be able to comprehend, with assistance, fairly compli-
cated technical material such as blue-prints, wiring diagrams,
schematics, and material foun0-in the Maintenance Series- (MS)
Handbooks. 4:7

(2) Must be able to prepare and/or complete simple work orders,
make simple entries in equipment-maintenance log boots;
prepare simple equipment status ieports.

(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 tools
rind simple calibrated test/measurement equipment.

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

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 training program.

(E) Minimum Test and Performance Requirements:

(C)

(1) Must have obtained a passing score on the Apprentice
Examination.

(2) Must haV$ successfully completed the first phase of mail
processing equipment apprenticeShip training program as
evidenced by the, ability to p6form common types of main-
tenance and repair on one type of mail processing equipment.

(F), Physical Requirements: 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
necessary.



:POD Position Description

OccLipational Code 5342

,Title: Mechanic, Mail Processing, Equipment

O

,

Proposed-

Standard

r
Position 6A-4

Salary Level: PFS-7

POSITION FUNCTION: Perforths standard maintenance, inspection, troubleshoot=
,

ing and repair on two types of mail processing equipment, working.independently;_
Repairs, removes, installs./ modifies, assembles-and disassembles, any mail process-
ing equipment when working Under supe'rvision as a member of a *prk team, Reads,
comprehends and utilizes manuals, sOlematies, diagrams and drawings to diagnose
and correct equipment deficiencies. Learns routine preventive maintenance, trouble-.
shooting and repair'of a thrid type of mail processidg equipment., Prepares or
Corcrietes written equipment status rep2rts, maintenance logs and work order docu-
Mpntatibn.

, .

DUTIES AND. RESPONSIBILITIES.
,

(A.) Troubleshoots, diagnoSes anecorrects common or recurrent' electrp-
thechanical malfunctions on-atleast two types of mail processing

)(e!0--- andequipment, *,
'independently, andJperforms,standard preventive maintenance,
troubleshooting; inspection, and repair'of *
when qualified.

(B) Learns routine preventive maintenance, troubleshooting and repair
of a third type of mail processing equipment, **

(C) Performs minor repairs and adjustments and installs removes, modifies,
assembles, disassembles, any mail processing equipment when working
under supervision as:member of a work team.

..'

(D) Reads, comprehends and utilizes manuals, schematics, and wiring
diagrams to correct major deficiencies of.three types of mail

.,-
processing. equipment without direct supervislen. '

(E) Prepares reports of
i

equipment status and maintenance problems,
. and pertinent actions accomplished or proposed.'

(F). Performs plug-in type repair on any type of electro-mechanical mail
-Processing equipment utilizing standard guidance-from manuals or

SOPS.:
. .

(G) erforms routine maintenance on any post officerqUipment.
.

,(H) -,Utili2es hand and pOwer.tools and precision. measurinearyi test-
' 'ing equipment. , .

ORGANiZATIOaAL RELATIONS8IPS. Reports to.foreman,of mail processing equip-
mentmaintenande or,:bther designated supervisor.

ti

* Job decription of 'each mechaniC will include.types of equipment n which
qualifiiii. .

.

,.

** Supervisor will enter mail processing equipment in.individual's job de-
scription when training assignment is made.

a
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POSITION QUALIFICATIONS.,

(A) -Knowledge and Skiln:.

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

.

,(2) Must be able to prepafe or complete fairly complicated work
' -orders and equipment status-reports.

(3). Must be able to' use simple sliop mathematics such as addition
and subtraction of decimals abafractions.

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

(B) Education: Must have completed fOur years of high school or
appropriate trade school or the GED,equivalent. Completion of
trade school -type courses ii-,shop mathematics, blueprint reading
and use of tools and test equipment is desirable.

(C) Experience: One year of training and work experience in which
.routine maintenance on.two'types of mail processing equipment
learned and performed. Prior experience as a mechanic in any
maintenance function is desirable.

(D) Training:. One year of training and work experience in the mail
processing equipment apprenticeShipprogram.

(E) Minimum Test,and Performance Requirements:

(1) Must have obtained a passing scare on the mail processing
equipment Mechanic Eiamination.

(2) Must have successfully completeethe mail processing equip-
ment apprentice training and demonstrate the ability to per-
form standard maintenance and repair on two types of mail
processing equipment.

Physical Requirements: Good 'near vision, color discrimination,
eye-hand coordination, and manual dexterity. Ability to lift,
carry and hold for short period materials weighing-up to 5O
pounds, is necessary

a

(F)
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POD Position Description

Occupational Code 5 342

Title: Senior Mechanic, Mail Processing Equipment

Proposed

Standard Position 6A-5

Salary Level:. PFS-8

POSITION FUNCTION. Performs, independently, any inspection,' malfunction
diagnosis, and repair, on at least three types of mail processing equipment to
.include,,their electrical control sylisystems. 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, written,-equipment work orders,
status reports and maintenance procedures.,

DUTIES AND RESPONSIBILITIES.
tit

(A) Performs preventive maintenance, inspection and malfunctibn diagnosis
and ripair (including electrical control subsystems) of at least
three'types of mail processing equipment, *

and *

(B) Troubleshoots, diagnoses and corrects unusual electro-mechanical,
malfunctions on at least the above specified types of mail process-
ing equipment, wOrking independently.

(C) Performs minor repairs and adjustme1ts, installs, removes, modifies,
assembles, disasSembles, any mail processing equipment while working
independently or as a lead mechanic with a work crew.

(D)' Inspects and identifies any incifient and complex malfunction con-
ditions on at least the three7specified types of mail processing
equipment, and corrects.or reports detected deficiencies with
recommended corrective actions and necessary changes to mainten-
ance procedures.

(E) Utilizes schematics, wiring diagrams, and electrical and electronic
test equipments to diagnose and correct major and complex electrical
deficiencies of the apecifilthree-types of mail processing equip-
ment.

(F) Prepares reports of maintenance activities and equipment status and
problems, and recommends corrective actions and,initiates work orders
estimating time and materials requirements.

(G) Performstoutine malfunction diagnosis and repair on any type of
mail processing equipment utiliiing standard maintenance publications,
schematics, wiring diagrams, drawings, etc.

(H) Assists in the preparation and conduct of apprentice training'? In

those smaller offices not authorized an MPE maintenance training
office, may be assigned i3rime responsibility for, preparation and
conduct of apprentice training.

(I) Observes and enforces safety rules.

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 processing equIp-
oment maintenance or to other designated supervisor.

POSITION QUALIFICATIONS.

(A) Knowledges and Skills:
.

(1) Must be able to comprehend, without assistance, fairly compli-
cated technical material such as blue-prints, wiring diagrams,
schematics, and'material found in MS Handbooks.

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

50
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Must be able to use simple algebra, geometry and trigonom-
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 equipmept.

(B) Education: Must have completed four years of high chool or appro-
-RFiate trade school plus,one year of specialized training and
xperience'in appropriate trade or skill area, or approprAte
military technical training dr a full apprenticeship program in
a related trade.

(C) Experience: At least three years of work experience performing
all maintenance on three types of mail procesng equipment after .

completiOn of theapprenticeshtp,training program.

,(D) Training: Must hive completed 'he mail processing equipment
apprenticeship training program and must have satisfactorily per-
formed, independently, all types of maintenance on three%types of
mail processing equipment and guided the training of-lower level
mechanics in these equipments.

(E.) Minimum Test and Performance Requirements:

(F)

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

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

Physical Requirements: Good near vision, color discrimination,
eye-hand coordination, and manual dexterity. Ability to lift,
cafry and hold for short period materials weighing up to 50
'pouhds.



POD Position'Description

Occupational Code 5342

Title: MaintenanCe Technician,
Mail Processing Eguipmght

Proposed

Standard Position 6A-6

Salary Level: PFS-9

POSITION FUNCTION. Performs quality control inspections and recommends.
corrective. maintenance measures and changes to procedures. Identifies maintenance
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 RESPQNSIBI4ITIES:

(A) Performs quality control inspections of all types of mail pro-
cessinp equipment and provides technical expertise on
* * , and

*

(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 processing
equipmehts.

I

(D) Inspects, identifies and corrects potential complex malfunction
conditions 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
alternative maintenance procedural instructions.

(F) Develops instructional 'materials to supplement POD training
packages for local equipment. configurations.

(G) Directs on-thp4ob training programs for the mail processing
equipment maintenance 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 measuring and testing equipment.

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman or other designated
supervisor. Supervises and assists Work crews and training activities. Advises
the mail processing equipment foreman-oh technical training and.quality control
/of mail processing equipment maintenance.

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

(A) Knowledge and Skills:

(1) MUst be able to comprehend, without assistance, very compli-
cated eqineering drawings, schematics, and Maintenance
Series(MS) Handbooks.

(2) (Must be able to prepare training materialsi complex mainten-
ance proceduret4 -work force - schedules, equipment movement
and modification work orders, and quality control and equip-
ment improvement reports.

(3) Must be able to use advanced algebra, gqometry and trigono-
metry in analyzing maintenance problems, planning, preparing
and accomplishing work orders or 'developing maintenance pro-
grams and diagnostic procedures,

(4) 'Must be able to use powered shop equipment arid 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 school or trade
school plus one year of specialized training and experience iri
appropriate trade or skill area, or appropriate military 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 maintenance proficiency on. 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 average capability to solve complex maintenance'problets on
at least three types of mail processing equipment. Must have

written and oral communication skills.

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



POD Position Description

Occupational Code 5342

Title: Foreman, Mail ProcessinO,EquiPment
Maintenance

Proposed

Standard Position 6A-21

Salary Level: PFS-10

POSITION FUNCTION. Plans activities of the mail processing equipment main-
tenance work force, assigns Auties and tasks to mechanics and crews and directs
training of personnel. Inspecd's work and equipment to verify quality of mainten-

ance and completion of tasks. Analyzes equipment status and implements plans for
correction of deficiencies and replaceMent actions. Pr ares reports, evaluates
and counsels personnel, recommends promotions and perso el actions and conducts

training in and enforces safety regulations.

DUTIES AND RESPONSIBILITIES:

(A) Plans and assigns work activities of maintenance personnel and
crews.

(B) Assigns mechanics to duties and tasks, and provides instructions,
guidance and interpretation of regulations, rules, manuals, etc.

(C) Inspects maintenance work in progress, and assists, corrects and
guides mechanics.Verifies satisfactory completion of maintenance
tasks.

(D) Analyzes or assigns technicians to diagnose 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) Evaluates subordinates, recommends personnel actions including
training, disciplinary and promotiohal.

(H) Enforces compliance with safety regulations and provides guidance
to subordinates.

(I) Responsible for technical training of maintenance personnel in-
cluding:

(1) Determining the need for training

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

(3) Assisting in development of local supplementary materials
or revisions to manuals, handbooks, and/training materials

(1) Arranging qualification testing activities for maintenance
force.

ORGANIZATIONAL RELATIONSHIPS. Reports to the superintendent of ma41 procetsing
equipment maintenance or other designated supervisor. Supervises mail processing -

equipment mechanics and other maintenance personnel, as necessary, on a tour or

in a functional area.

POSITION QUALIFICATIONS.

(A) Knowledges and Skills:

(1) Must be able tocomprehend, without assistance, very ,compli-
cated engineerin drawings, schematics, and Maintenance Series
(MS) Handbookmateri

a

A:1
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' (2) Must be able to prepare complex maintenance procedurq and
training materials, work force schedules, equipment modifi-
cation and movement work orders-ana technical reports.

(3) Must he able to use advanced algebra, geometry and trigonom2
etry in analyzing maintenance problems, preparing work orders
dr instruction, and developing maintenance and training,pro-
grams. --

(4) Must be able to direct work activities and prepare training
material and maintenance procedures involving hand and power
tools and equipment and precision measuring and testing
equipment.

(B) Education: Must have completed four years of high school or trade
school plus one year of specialized training and experience in an
appropriate trade or skill area, or appropriate military technical
training or civilian technical school.

(C) Experience: Must haire performed satisfactorily as maintenance
technician, mail processing equipment or a senior mechanic mail
processing equipment, for at least three years.

(D) Training: Must have completed POD management, safety and super-
visory courses. i

(E) Minimum Test and Performahce Requirements:
L,

(1) Must have obtained a passing score on the MPE Maintenance
Supervisor Examination.

(2) Must have demonstrated ability to supervise work activities
as a crew leader and conduct training of lower level mechan-
ics.

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

sa pounds.

C
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POD Position Description o Proposed

Occupationa.l.Code' 5301 Standard Position 6A-31

Title: General Maintenance Mechanic Salary Leve): PFS-5

a

POSTTION FUNCTION. Performs, independently, preventive maintenance, inspec.
tions, troubleshooting and repair on non-mail processing postal equipment, 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 equipment status
reports, work order completion records and equipment maintenance logs.

DUTIES ANDRESPONSIBILITIES:

(A) -Performs independent routine prventive maintenance and inspection
of non-mail processing equipmenfksuch as wire tying machines,
canceling machines, fork lifts, and electric torches.

(B) Troubleshoots, diagnose* and. corrects common or recurrent electro-
mechanical malfunctions on portable power conveyors, electric
trucks, facing tables, hamper dumpers, etc.,working independently,

(C) Performs minor repairs and-adjustmentsand installs, removes,
modifies, assembles, disassembles, any postal equipment working
under supervision as member of a work team.

(D) Inspects non-mail prqcessing postal equipment and identifies and
corrects inc-ipient-LfAilureonditions or reports deficiencies
and recommends corrective actions.

(E) Reads, comprehends and utilizes manuals, schematics, ana'wiring
diagrams to correct major deficiencies of non-mail pro6essing
equipment operating independently of direct supervision.

(F) Prepares reports of maintenance problets and equipment status,
and maintenance actions accomplished or proposed.

(G) Performs iireyentive maintenance and minor repairs on postal
facilities equipment such as cleanIng equipment, lawn mowers,
S.al*furniture, Keating, air conditioning, refrigerating, etc.

(H) Utilizes hand and power tools and measuring and testing equipment
and observe safety regulations.

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

POSITION OUALIFICATIONS.

(A) J(nowledge and Skills:

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

(2) Must be able to prepare or complete simple work order forms,
make - simple entries in equipment maintenance log books and
prepare simple equipment status reports.
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(3)

7

Must be able to use simple shop mathematics such as addition
and subtraction ofxdecimals and fractions.

(4) Mutt be able to utilize common hand and power tools and
# simple calibrateditesting and measuring equipment.

, . ,

.

Educationrr- Must hate two years,-of high school or trade schoOl
ti training urthe'GED equivalent; Completion of trade school

courses in shop mathematids, blue-print reading, and use of tools
'' and test equipment is desirable.

t) Experience: None required. Prior experience as a mechanic or
mechanit!sOielperiS desirable.

(D) 'Training: None i+quired. Incumbents will receive on- the -job,
training and may receive formal training in maintenance of some
equipments.

. .

(E) \ Minim* Test and Perforrhance Requirements: Must have attained
a passing score bri the ApprentiCe.Examination.

'

' . '

(r) Physical Requirements: Good near vision, color discrimination,
0

eye -band coordination, and manual dexterity. Ability to lift,
ncarry and hold for short period materials weighing up to 80

pounds.

(B)

I 4
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POD Position Description Propoied

Occupational. Code 5301 Standard Position 6A-32

Title: Senior General. Maintenance Mechanic 'v* Salary-Level: PES-64

POSITION FUNCTION: Performs complex troubleshooting, repair, modification
and quality control inspection of any non4ail processing postal equipment in-
cluding building? mail handing, mail-movement (except vehicles) equipment and
non-electrical portions of conveyors. Ptepares written equipment maintenance
reports, log entries and Mork order completion data. Trains and supervises activ-
ities of lower level mechanics.

DUTIES AND RESPONSIBILITIES:

(A) Performs independent quality control inspections of the mainten-
ance performed and the serviceability status of non-mail processing

. equipment.

(B) Troubleshoots, diagnoses and corrects any electro-mechanical mal-.
functfions on non-mail processing equipment.

(C) Plans projects to install, remove,' - assemble, disa'ssemble, modify,
and perform major repairs on non-mail proceising equipments.

(D) Inspects, identifies and corrects potential malfunction conditions
on all types of non-mail processing equipment or recommends

. corrective actions in reports.

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

(F) Provides quality control capability for the4apintenance office
through analytical inspection activities to detect potential
problems and'improper maintenance actions on -nail processing
equipment.

(G) Directs on-the-job training program for non-mail processingequip-
ment maintenance personnel and arranges for assistance to trainers
and trainees.

ORGANIZATIONAL RELATIONSHIPS. Reports to a foreman, superintending engineer,
building engineer, or other designated supervisor, Supervises lower level general
mechanics.

POSITION QUALIFICATIONS.

(A). Knowledge and Skills:

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

(2) Mustbbe able to prepare or complete fairly complicated work
orders, eqUiPment status reports and maintenance recordA.

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

equipment and heat-proCegl -equipment such as a drill press
and welding torches and simple calibrated measuring an
teWpg equipment.

(B) Bducatimi: Must have tvo- years o igh school or trade, school
training or, the GED equivalent. Completion of trade school.
courses in shop mathematics, blueprint reading, and use otitools
and test equipmentis depirable.

(C) Experience: At least three years satisfactory perfordance as a
general maintenance 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 RequireMsnts: Must have demonstrated
ability to perform generL maintenance mechanic duties without
supervision and to direct and train less experienced maintenance
personnel.

(F) Physical.Requirements: Good near vision, color 'discrimination,
eye-hand coordination, end manual dexterity. Ability to lift,
carry and hold for sho t ppriod materials. weighing up to SO
'pounds.
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APPENDIX B

Job Analysis and Evaluation Form

for

Equipment Maintenance Job PositiOns
41/'

1. Name 9f Office or Organization

2. Job Under Analysis':

a. Approved Title

b. Approved PFSLevel

c. Position Identification

d. Suggested Title of Position

e. Recommended Salary Level--

3. Job Analyst: 0 .

'a. Title and Grade

b. Date of Analysis

4. Inf&rmation Sources:

a. Title and Grade

b. Title and Grade

c. Title and Grade

J

a
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GENERAL INSTRUCTIONS

The information recorded 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 ornore incumbents of the
job, under analysis. The form should be completed in accordance with
the following guidance:

a. The Job Analyst should be a member of the Compensation or
Personnel Office.

b. The Information Source(s) should be supervisory personnel
intimately familiar with the duties, responsibilities, and
specification ilpquirements of the job.

c. Section II of this, orm (JOB DESCRIPTION DATA) should be
completed during a face-to-face intervibw with the
Infbriation 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 theAinterview is
terminated.

e. The final version of Section I should be preparctd,by the
JobWWElyst and reviewed by the Information'Source(s)
'`or 'accuracy and completeness.

f.

60

t.

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.

o
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Job Deseription Data Obtained Using Job Analysis and Evaluation Form °

Skill ;nd Knowledge

f Education

t 1. Reading &-Comprehension Requirements
2. Technical Writing Requirements
3. Mathematics Utilization Requirements
4. Formal Education Requirementi.
5. Requirement to Attend PO Training Programs

II Experience

1. Work Experience kequirement
a. Non -post. Office Experience
b. Post Office Experiende

2. Requirement to use Tools and Equipment,
3. Requirement to use Te'sting and Measuring Equipment,

III Initiative and Ingenuity

1. Equipment Diagnosis. and Repair Requirements
2. Equipment inspection and Quality Control Requirements
3. Post Office Equipment Maintenance Tasks Requirements

Responsibility

IV Scope of Responsibility

1. Level,of Responsibility
2. Damage to Equipment
3. Operational Losses
4. Supervision of Others
5. Numbers and Types of Persons Supervised

Contacts

1:) Level and Type of Contacts or Human Relations Required

VI Work of Others

1. Plan, Direct and. Instruct Others
2. Supervision by Others

VII Safety of Others

1. Probable Impict of an Types °A Injury-Producing Abcidents

Work Effort

II Physical Demands

1. Normal Physical Requirements
2. Infrequent and Unusually Strenuous Physical Requirements
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Job Conditions

IX

62

Wo

-q,

onditions

1. .ical Working Conditions
2. S ecific Disagreeable Working Conditions Encountered on Job

\ Unavoidable Hazards

1. Probable mpact of Exposure to, Normal Job Hazards
\2. Unavoidabl Unusual Job Hazards



Section I.

POSITION DESCRIPTION .

I. Job Summary (Basic Function of Job)

y

a

2. Job Descriptipn (List of Major Duties Responsibilities)

N

\

Yh
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b.

64

POSITION DESCRIPTION

3. Organizational Relationships

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

b. Supervises or directs: (Title(s) -4 Grade)

4. Job Specifications

a. Educational Requirements

b. Experience Requirements

c. Technical ability requirements

d. Learning ability requirements

,

\e,. Supervisory requirements

f. Physical equirements

g. POD Test and/or wCirk-evaluation requirements

74,



Section II

JOB DESCRIPTION DATA

Skill and Knowledge.

I Education

1. Reading & Comprehension. Successful performance on this job
includes a requirement to read and comprehend technical material:

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

Must comprehend and follow simple oral instructions.
No requirement to read technical material. .

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

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

Must comprehend, with no assistance, fairly complicated
technical material such as blue'prints, wiring diagrams,
schematics, and material found in MS Handboqks.

Must comprehend, with no assistance, very complicated
engineering drawings, schematics, MS Handbook material:

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

ti
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2. Technical Writing. For most maintenance positions 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.

t

No requirements for written materials.

Prepare or complete simple work orders; make simple
entries in equipment maintenance log books and equip-
ment status 'reports.

Prepare or complete fairly complicated work orders and
equipment status reports.

Prepare or complete complicated work orders or-reports.
May involve submission of "as-built" drawings. May
prepare work schedules and/or complicated equipment
status reports.

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

fl

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.)
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3. Mathematics. Successful performance on many maintenance jobs
includes a requirement to use mathematics.

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

No reqiliremer4s to use mathematics.

Must 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 formulae involving algebra, geometry and
trigonometry.

Must be able to use advanced algebra, geometry and
,trigonometry 41 analyzing maintenance problems, and
accomplishitiMaintenance work orders, or developing
maintenance programs and diagnostic procedures.

b. Describe the mathematical requirements of this job position.

Examples: 1:

2,

3.

,ek

.44

9
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4. Educational Requirement

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 schooling, 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 describes the educational
requirements o'the job under analysis?

1. None

2. Grade School

3. High School or Equivalenr

4. High School plus Technical
Training or its Equivalent

5. 2 Yeats,of College or its
Equivalent

6. 4 Years'of College or its
Equivalent

r 8



5. Post Office Zalining PI g is.

_List be ow those Post Office Training courses which the job
\t,incumben should successfully complete.

T1?
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2. Tools and Equipment. To successfully perform this job, an
incumbent must be"able to:

Use common hand toorS.

Use common power tools.

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.

Direct and develop work instructions, training material
and maintenance procedures involving tools and power
equipment.

Other

Examples: 1.

2.

3.

Sao
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3. Testing and Measuring Equipment. Inc bents of this job must
be able to:

Use simple measuring equipment.

Use simple calibrated measuring/testing equipment.

Use a variety of precision measuring/test equipment.

Perform calibratiOn and alignment of precision measuring
.and testing equipment.

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

Other.

Examples: 1.

2.

3.

0
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Indicate with a check (ye) those instruments and equipments
wbich must be used by incumbents of this job.

Scale

Caliper

Depth gauge

Dividers

Combination square

Feeler gauges

Surface gauge

Dial indicator

Micrometer caliper

Vernier heikht gauge

Vernier micrometer caliper.

Oscilloscope

Other

Other

Other

72
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1
Sine bar

A

Plug, ring, snap gauge

Thread plug gauge

Gaugeeblocks

Dial bore indicator

Vernier protractor

Indexing head

,Mechanical comparitor

Optical comparitor

Brinell hardness tester

Multimeter

Voltmeter

TubePtester

Other

Other
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II. Experience

r'

1. 1\prk experience. Before a mechanic can perform satisfactorily,
he must have'a certain amount of work experience in addition to
knowledge acquired in schools or training situations. Some of
this experience can 1e 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 ()Hide equipment to
attain adequate proficien6y.' 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 mhchinery; and (b) how much experience
actually working in this job on post office equipment is re-
quired.

A J
Inqcate below the amount of
work experience requiredon
equipment similcar but not
necessarily identical to
post office equipment in
order to insure capability
of adequate proficiency in
this position.

a.

b.

c.

d.

e.

f. up to 4 years

g. up to 5 years

up to 3 months

.up to 6, months

up to 1 year

up to 2 years

up to 3 years

Indicate below the amount of
work experience necessary in
this:job to attain acceptable
capability.

a.

b:

c.

up to 6 months

up to 1, year

up to 2 years

d. up to 3 years

e. up to 4 years'

f. up to 5 years

up to 6 years

h: up to 7 years

i. up to 8 years

g

Total Experience Requirement Equals:

50% of Non POD EXperience

100% of POD Experience

Total

a

0

73_
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III Initiative and Ingenuity

74

a.

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

o

a.

b.

c.

d.

e.

Required to follow simple technical instructions; e
perfb±m 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.

Required to diagnose and determine required repairs
fol. mechanical and simple ele tro/cmechanical equip-
ment; follow detailed mainte nce schedules ajd work
orders; make minor decisions regarding status of
equipment.

Required to handle routine dia nostic andd.repair of
common mechanical and electro7 echanical equipment;
recognize signs of improper op ration; make general
estimates regarding time and ost of repairs. May
serve as "backup" repair exp rt for simpler types
of electro-mechanical equipme t.

4

Required to diagnose and rep it the more complex types
of MPE, plant; automotive, e c. equipment; serve as

) "back-up" expert 'for a limi ed number of electro-
mechanical equipments; resp nd effectively to emer-
gency equipment"hreakdown; make equipment maintenance
decisions requiring considerablb ingenuity, initiative
and judgment. -

.

Required,to diagnose and repair electronic and/or
complex electro-mechanical equipments; requires
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 diagnostil and repair
requirements of this job.

1
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2. Inspection and Quality Control. Which of the f011owling statements
best. describes the inspection and quality control requirements
of this job?

Recognize and report
or incipiente;failnre

Perform. sequece' of
and determine

obvious conditions- of (equipment wear
. ,

standar e uipment'inspection'aciions
ility st tus,and need for repair.

Lnspect and identify pr blems in fairly complex el qtro-
mechaniCal/equipment.1 M ke general. estimates of ime and
66/st of repairs. Inspect equipment for operation within
qualititiVe and safety limits using. established standards.

Inspect,and identity need'for-speCial maintenance and
diagnose malfunctions ofcomplex'eiectro-mechanical and
electronic equipment.

Devoe raw maintenance and inspection methods and ift-
9cation actions -on complex equipments.

Describe briefly the most import Pt inspection and quulity,
--colLtrol requirements of thiS job.

,-

1.

. a

75.
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. Maintenahce Tasks on Post Office Equipment. Listthe major typeS of
equipment which incumbents of this position must be able to maintain.
Li4Ifthe six most important types of equipment. For each equipment,
-cheok those maintenance activities which commonly are performed, by

' incumbents of this job position.

Inspection - routine

Inspection - special or complex

Clean /,lobe

Routine P.M.

Simple TrOubleshooting-

Difficult Troubleshooting

'Simple repair

Complex repair'

Oyerhaul

Disassemble/assemble?,

Calibrate/align

Teach others to maintain

Supervise maintenance of

\
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IV Stope of Responsibility

1. Level of Responsibility
o

This question appraises the extent to which a job incumbent
is responsible or accolptable for poliCies, methods) results,
and assets. Responsibility, is a measure of quality--of the
degree and complexity of analyticaTability,' judgment, dis-
cernment and timeliness involved in making decisions or taking
action relating to,,policies, procedures, methods, and assets.
This isLealled "responsibility level".

0

Which of the options below best.describes the Responsibility
Level of the job under examinations?

11-
1. Little independent action;. errors minor and easily

.caught and corrected.

2. Work covered by specifit instructions. Work is checked
at later stages and results-- of errors not serious.

0.

3, Work requires interpretation. Errors detected in Later
checks but can be confusing or damaging,'

4. Errors hoteasy to detect and may cause delays or
excess Costs.

.
Decisions affect other activities or employees, Errors

. caught only on inspection or later, reviews.

Work affects.programs and policies and errors in
judgMent may be costly.

7. Responsibility is major and pot under any except
general control..

8. Top-level responsibility for a program, division or
/installation.-

8777
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2., Damage, to Equipment

AL

A competent, fully trained, and careful maintenance man, may
occasionally,cause damage to tools, material, facilities or
equipment. - I,f thii should happen on this fob; what is the
probable extent of the loss which would result from a single
mishap?

$10 or less

Over $10 but under $100,

Over $100 but undef $250

Over $250 but under $500

Over $500 but under. $1,000

Over $1;000

Briefly describe examples of the mishaps which are likely to
occur. 0

2.

3.

88



. Operational Losses

A competent, fully trained, and careful maintenance man may
occasionally operate equipment improperly,. neglect certain
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 h ppen as the result
of a single improper. or careless action? Check those statements
below which best describe the probable or t .cal 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 people 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 .

idled for 3-4 hours.
'0

Would slow down mail processing for two or more shI
.:Fairly,large number of operations people might p.e idled
for one or more shifts.

All or maj'r portions of mail processing.actiqties would
be severly hindered for over twenty-four hours. Would
have to hire large numbers Of temporary employees to,
process mail.

Other.

Briefly desCribe examples of the types of breakdowns which might
occur due to faulty performance of maintenance duties and
responsibilities.

or'
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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 perSohs supervised by in-
cumbents of the 'job position under analysis..

How many persons are supervised by incumbents of the job
position under analysis?

1. None

2. Up to 10

3. Up to 20

4. Up to 50

5. Up to 100'

6. Up to 200

7. Up to sod

8. Up to 1000

9. Over 1000

99



List of job titles, grade, and numbers of persons for each
job position supervised by the job position under examination.
List no more than the ten top grade positions.

Job Title
PFS Numbers
Level Supervised

P

kt

911'
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V Contacts

82

1. This question i quires into the type and level of contacts or
human relations required by the job in meeting and dealing with
people both in ide and outside of the organization. Although it
would seem at the contact with the public should be the more
impo tant consideration, the very operation of the Post Office,
deci dly a service organization, also requires teamwork among
theiindividuals and considerable exchange of information with
the operating unit. Tact, courtesy, public relations were con-
sidered when pr aring the options listed below.

Which one of i1 e below options best describes the type and level
of contacts required of incumbents of the job position under
examination?

1. Only routine internal contacts or specific compliance
with direct order required.

2. Requires routine contacts for giving routine direct
ihformation or courte uslandling in compliance
with well-defined regu ations.

3. Requires contacts with public and other postal crafts
on routine matters but where politeness and tack are
required.

4

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 effe9tive contacts, affecting the basic public.
relations and/or industrial relations.of the Department
or a major installation.

44,
.1

. .
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IV Work:of Other

1. Planning, Directing, Instructing

Journeyman maintenance personnel. are expected to perform without close
supervision, 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 directang the work of
others% Check below those statements which'best describe the responsi-
bilities which go with he job positiodunder examination.

Res.bohsibleS only for own work.

-Responsible for instructing and directing one pr two helpers or ,

general mechanics, or leading small work crew on a fairly simple
'maintenance job t.

s%

Responsible for instructing, directing and/or planning the work
l'for.a small group of journeyman mechanic or a'larger group of

general or apprentice mechanics. May act as a leader for special
maintenance pxo4ects requiring up to five persons.

Responsible for directing, planning and accomplishment of main -
tenanbe work by a group of up to ten persons or twenty percent
'of the maintenance force for a shift. cInstructional duties may
cover the more complex mail processing and building equipments.

Responsible for directing, planning and accomplishment of main-
fenance work by approximately twenty personsor,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.

Briefly describe examples of responsibility for others which may
Occur.

<3
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2. Supervision by Others

a. To whom do incumbents of the job position normally report?

b. Describe briefly the nature of the supervision received by
or guidance provided to incgmbents Of this position.

.



VII Safety of Others .

Ali workers have a responsibility for performing their work in such
a way As to avoid or prevent injury to others. However, competent
and careful maintenance personnel occasionally may cauSe,injury to
others through improper actions or momentary carlessness. Check
those statements below which best describe the consequences of a
single itjuryiproducing accident by persons in this job, -

, (

Accident would cause\only very minor injury am would not
result in loss of work-time by person injured. Only one
or two persons would normally be affected.

.eq

Accident coUld cause a minor cut, bruise, sprain, etc.,
whi,ch might cause a- work-time loss of one or two hours,
Not more than fouror five persons would normally be injured.

Accident could cause a fairly serious gut, bruise, sprain,
burn, etc., which might result in a work-time loss of one
to five days and could affect up to ten or twelve persons.

k
Accident could cause a.'very serious injury such as a
broken,bone, loss of a limb or eye, internal injuriese
.extensivp burns, etc., which might result in a work -time
lOts of ong to six months, and could involve many persons.

ft

Accident could result irk the, death or permanent ancapa-
citation of the person injured.

.

Describe briefly three types of injury-producing accidents which
are apt to be causbd by persons in the job, position being described. .

)

z.

3.

Ss,

Q.

gab

S

95 85
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Work Effort

VIII Physical 'Demands

1

Select that statement bblow which describes best the usual Or
normal physical requirements of this job.

.

occasional light physical effort similar to office'work

sustained light physical effort,

occasional heavy phgsical,effort

frequent heavy physical effort

constant or extremely heavy physical effqrt

Briefly describe the,physical requirements for this job.

u

86

On occasion unusuafly Strenuous physical ddmands may be placed
on'incimbents of this job. Briefly 'describe these.unnsual- demands
and euimate their frequency and duration.

I

a.

411

b.

P

,



Job Conditions

IX Working Condit4ons

. 0

Which of the five statements below best describe the'typical working.
conditions in which this job is performed'?

4

0

Normal office working, conditions.

Normal floor. working \qpndi;idias.

Somewhat ditagreeable working conditions lime to exposure
-to noise, 'dust, gfosase, oil, steam-or similar elements.

.

Contihuous exposure to several disugreeabre conditions
or to oneteendition whicR is particularly disagreeable.

. . .

Continuous and..ibtensive ekposure tq severarextr ely
disagideeable elements,

-
I

,

0

I

t`

Jvt

V N.

n

97.
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a

.

a

0'

The extent of'exposure to disagreeable working conditions varies,
widely among jobs. Indicate with a check the specific disagreeable
working:conditions encountered 'on this job and the normal estimated
daily exposure.'

Harmful fumes, gatt
smoke and odors

Dirt, dust & grease

Oil

Acids

°Harmful weather
conditions- ,.outside

Heat

Cold .

Humid

?ratio

Water

Noise

Vibration

Ohips*,&.AhavingS

!Special clothes.,

goggles, respirators.,

Eye strain,

Illumination

Excellent

*Fair

Poor

urrotintings

Crowded

Order*,

Other

,Other,,

,Other

. .88 .

. "RS.
O

'Other

.

0:Nohe. One Three Six Eight
gone hr hrs ,hrs hrs-7

Fs,

r



Unavoidable Ha'zards.

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

. Accident or health hazards negligible.

Accidents tmprobable, 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. Some exposure to occupatiorial,

disease, not incapacitating in nature.

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

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

Examples of unavoidable unusual hazard in this job are:

1.

2.

3.

89
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APPENDJX C

U.S. POST OFFICES SURVEYED

Preliminary Survey
, March 1968

City

Buffalo,

Chicago

Cincinnati

Denver,

Detroit

Los Angeles

Louisville

Memphis

Miami

Nashville

/New OrleanS'

/ Omaha

Portland

Sacramento

Washington, D.C.

100

Validation Survey
January 1969

City

Buffalo

Chicago

Cincinnati

Denver

Detroit

Houston

Los Angeles

'Miami

New Orleans

Omaha

Portland

Sactamento

Washington, D.C.



APPENDIX D

JOB EVALUATION QUESTIONS AND JOB RATING TABLES

0-1. Educational Requirement

This question 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
through special courses, self- education, or training programs in technical

11/4

or special fields. .

Which one,of the options below best describes the educational require-
Ments of the job under analysis?

1. None

2. Grade School

3. High School;or Equivalent

4. High School plus Technical Training or its Equivalent

5. 2 Years of College or its Equivalent

6. 4 Years of 'College or its Equivalent

Q-2. Work Experience Requirement

In addition to formal and/or trade school training, a jobincumbent
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 below best describes the work-experience re-
quirement for the job under analysis?

1. Up to 6 Months

2. Up to 1 Year

3. '1 to 3 Years

4. 3 to 5 Years

5. 5 to 7 Years

6. 7 to 10 Years

.7. Over 10 Years

91.
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Q-3. Responsibility Level

This question appraises the extent to which a job incumbent is respon- .

sible or accountable for policies\ methods, results, and assets, Respon-
sibility is a measure of quality - of the degree and complexity of
analytical ability, judgment, disce ent and timeliness involved in
making deci'sions.or taking action re ating to policies, procedures,'methods,
and assets. Thig is called "respons ility level."

Which of t options below best de cribes the Reslibnsibility Level of
the job undei-Vkaminatibn?

1. Little independent acti
and corrected.

2. Work covered by specifi
later stages and result

3. Work requires interpret
checks but can be confu

4. Errors not easy to dete
costs.

5. Decisions affect other
caught only on inspect

6. Work affects programs
may be costly.

7. Responsibility is maj
control.

n; errors minor and easily caught

instructions. Work is checkgd at
of errors not serious.

tion. Errors detected in later
ing or damaging.

t and mdy cause delays orexcess'

activities or employees. Errors
on or later reviews.

nd policies and errors in judgment

r and not under any except general

8. Top-level responsibi ity for a program, division or
installation.

Q-4. Supervision

Responsibility can be related o the number'' of individuals that are
dependent upon a supervisory or eading position for final decision,
judgmeht, or organization. This question inquires into the number of
persons supervised by incumbents of the job position under analysis.

How many persons are supervi ed-by incumbents of the job pbsition
under analysis? '

92

1.

2.

None

Up °to 10 7.

8.

6.

3. Up to,26

4. Up to 50

5.. Up to 100

;9.

Up to 200

Up to 500

Up to 1000

Over 1000



47
Q-5. Contacts

- This question inquires into the type and level of contacts ar 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 w4tH 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 specific compliance with
direct order required.

'2. Requireb routine contacts for giving routine direct infor-
mation or courteous handling in compliance with well-
defined regulations.

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

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

S. 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.

Q-6. 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" Df a fob.

Which of the below options best describes the working_ conditions of the
job under examination?

1. Normal office conditions

2. Normal floor conditions

3. Some Noise, Dirt, Outside working conditions

4. Chiefl Noise, Dirt, Outside working conditionS

S. Extrem Hazard or Disagreeable working conditions

93
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Q-7. Effort ,

The effort and strength requirements for a job are indicative of the
amount of physical work required of incumbents of that job. When answer-
ing the question below consider the amount of lifting,,the weight of the
materials lifted, and the frequency of such actions.

' Which of the below options best describes the work or effort require-
.

ments of the job under analysis?

1. Light Office work .

2. Sustained but light work

3. Occasional heavy work

4. Frequent heavy work

5. Constant or extremely'heavy work

94,

101
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Job Rating Tablet

Factor: KNOWLEDGE

Question
1

Education
Requirements

1. None

2. Grade School

3. High School

4. High School
P,, Technical

5. 2 Years
College

6. 4 Years
Cdllege

Question (12

Experience Requirements

Up to Up to Over
6 Mo. 1 Yr. 1-3 3-5 5-7 7-10 10

25* '55 62 75 100 130 175

55 60 67 80 105 135 180

63 68 75 88 113 143 188

75 80 87 100 125 155 200

J00 105 112 125 150 .180 225

138 143 150 163 188 218 263

Graduate
Degree

175 180 187 200 225 255 300

1
.To°be used with Job Analysis Questions it and 02, or, Questions 1-4
and II-1 of the Job Analysis and Evaluation Form for Equipment MaintenanCe
Job Positions,

96
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Job Rating Table'

Factor: CONTACTS

Question
05

Degree
of Points

Contact

A 20

B 25

C 35

50

70

100

1
To be used with Job Analysis Question 05, or, Question V-1 of the Job Analysis
and Evaluation Formfor Equipment Maintenance Job Positions.

r -

98
108



Job Rating Table];

.Factor: PHYSICAL REQUIREMENTS

Question

Working

QuestiOn #7

Physical Requirements

A

Light
Office

B

Sustained
Light

C

Occasional
Heavy

D_

Frequent
Heavy

E

Constant
of Extreme

HeavyConditions

1.

2.

3.

4.

5.

'Normal Office

Normal Floor

Some Noise, Dirt,
Outside

Chiefly Noise,
Dirt, Outside

Extrethe Hazard or
Disagreeableness

15

19

25

33

45

19

23

29

37

49

. 25

29

35

43

ss.

33

37

43

50

. 63

45 .

49

55

63

75

#6

1
Tp be used with Job Analysis Questio #6 and #7, or, Ouestions VIII and IX of the
Job Analysis and Evaluation Form f Equipment Maiptenance Job Positions.
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APPENDIX E

CONVERSION ANY'RECLASSIFICATION GUIDE FOR MPE MECHANICS

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

1. a.pattern for the development and promotion of mail processing
equipment mechanics from helper ttechnccian or supervisory positions during
a typical employment career.

2. equal pay for equal work, skill, knowledge, and responsibility

3. realistic, 'mandatory qualification standard for all positions

4. an improved training system to support career development in
direct relationship to initiative and application of the individual mechanic.

0
Only in a few cases will mail processing equipment maintenance 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 thit
system establishes mandatory standards which must be met, primarily Wy the in-
itiative and personal efforts of all involved. The basic guidelines which wi 1
protect the individual and'permit an orderly conversion to the new system
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 probationary 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 authorize an additional periOd of training, if an
MPE equipment cannot he'learned in the prescribed six months period. An ex-
tension may be granted once, only, for a three month period for any equipment.

4. Failure to meet satisfactorily mandatory prerequisites after an
appropriate conversion period will result in reclassification to general me-
chanic, PFS-S or, as appropriate, clerk or mail handler.

S. Promotion to PFS-7, 8 and 10 will be contingent upon attaining
a passing grade in the appropriate test following normal or probati nal duty
in the next lower grade.

6. A conveyor Mechanic may enter the apprenticeship trai
for up to one year of training, Study and duty to meet standards f
to PFS-7, Mechanic, MPE.

7. Mail Processing Equipment Maintenance personnel who h
of satisfactory performance may be retained in theiroriginal sten
indefinitely, but will not be considered for promotion unless the
position qualifications are met.
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8. New..etployeea in the 1VPE maintenance function.must meet the.time
elements and.mandiator ..standards tcl be retained in the MPE career developtiient
structure.

9. The Direc or, Office of Maintenance, will review qualifications of
the MPE maintenance force and assign personnel-to learn specified types of MPE

provide optiinum flexibility' and adaptability: Personal desires of-the mem-,
bers of the maintenance forde ,wi 1 I 'be considered to the extent' possible when
training assignments are made. However';' a balanced-skill .maintenance force 2ias
the -higher prior'ity in assigning pe'rsonnel to training.

10. A p'assing score in thg Apprentice Test may be waived in case
of -employees"who have demonstrated satisfactory performance prior-to, implement-
ing the career system..

.
11. All promotions except PFS-5to PFS-6 after satisfactory'completion

of phase. one of the Apprenticeship Training Prugram will be on the best quali-
fied basis.

12. The best qualified gletermination will be based upon a composite
evaluation including test scores 'above mandatory minimum and supervisory
evaluation. ;
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