STD PGsI TI ON DESCRI PTI ON U S. Postal Service
GROUP LEADER, MAI L HANDLERS, M+ 05
FUNCTI ONAL  PURPCSE

Serves as working | eader of a group of a |least five nmail handlers
in an assigned work unit engaged in separating, piling, |oading,
and unl oadi ng of incom ng and outgoing bul k mails and outsi de
parcel s on post office platforns, and at other points where bul k
mail s are separated, or work units assigned to culling, facing, or
cancel ing pieces of mail.

DUTI ES AND RESPONSI BI LI TI ES

1. Controls and guides a work unit of mail handl ers and
partici pates in the nonschene separation of incomng or
out going bul k mails, the dunping and sorting of incom ng and
outgoing bulk mails at primary handling units, the |oading and
unl oadi ng of notor vehicles and platformtrucks, and the
operation of material s-handling equiprment. Controls
nondi stribution work units requiring mail handl ers, such as the
culling area, facing tables and canceling operation.

2. Assures that bins, skids, or hanpers are available and full
| oads are pronptly noved, that each mail handler is assigned a
fair share of the Ioad, and that each mail|l handl er understands
the work to be done.

3. Receives assignnents and wel | -defined work plans and
instructions on a job-by-job or day-to-day basis; ensures that
work is carried through to conpletion efficiently and
ef fectively.

4. Assigns enployees in the group, as instructed by a supervisor,
to individual tasks, and shifts enpl oyees from one assi gnnment
to another to neet fluctuating workl oads; requires proper
per f ormance of enpl oyees in their assigned duties and
responsibilities in accordance with prescribed nethods,
procedures, and safety practi ces.

5. Resol ves problens of a routine nature arising during the tour
of duty; reports unusual difficulties to supervisor

6. Instructs new enpl oyees in the various aspects of their
assi gnments and assures that adequate on-the-job training is
carried out to pronote enpl oyee efficiency.

7. Provides inmedi ate supervisor with information for personnel
actions affecting nenbers of the group; maintains noral e anong
enpl oyees in the group; provides | eadership necessary to secure
maxi mum i nterest and effort anong enpl oyees, and pronotes
cooper ati on and har nony.
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8. Perfornms nonsupervisory duties identical with those of
enpl oyees in the group.

SUPERVI SI ON

Supervi sor, Distribution Qperations, or 'other designated
super vi sor

SELECTI ON METHOD
Senior Qualified
BARGAI NI NG UNI T

MAI L HANDLER

KEY PCSI TI ON REFERENCE
KP- 0012
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