COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  POSTAL TECHNICIAN III

	TITLE CODE:  9072
	GROUP:  CLERICAL AND OFFICE MACHINE

	SELECTION METHOD:  100% QUAL               REV. 12-99  

NO. TEST QUESTIONS:  

SELECTION ID:  8730                             EXAM NO.:  
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  VARIES

	PRIMARY USER AGENCY:  FINANCE AND ADMINISTRATION CABINET

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	May serve as first-line supervisor over postal service employees and/or oversees postal service area in absence of supervisor; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  High school graduate.

	

	EXPERIENCE:  Must have four years of postal experience.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  Additional education will substitute for one year of the required experience.

	

	EXPERIENCE:  None

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

Must have a valid driver’s license.

POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
Must maintain a valid driver’s license for the length of employment in this classification.


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Oversees the work of Postal Services employees.  Supervises assigned postal operations in the absence of  supervisor.  Evaluates job performance of work group and assists in conducting performance evaluations of individuals of that group.  Maintains time and attendance records.  Handles requests for additional mail stops.  Periodically updates contact list of current customers.  Performs non-routine duties in operating postal equipment (inserts, presort bursting, trimming, folding, labeling and electronic postage meters).  Sets up equipment for various types of jobs, maintains operator awareness of maintenance responsibilities, makes adjustments and performs minor repair should malfunctions occur.  Alerts supervisor for service when needed.  Assists in metering.  Prepares mail for processing.  Checks account numbers for accuracy, proper classification of mail, affixes proper amount of postage using a remote electronic accounting system, getting mail ready for pickup or delivery to United States Post Office.  Sorts messenger mail and United States Post Office mail to agencies.  Completes assigned mail runs, doing pickup and delivery and sorting mail on runs.  Answers questions on mail runs to agencies outside of office on correct procedures for mail preparation and other related materials and information.  Trains new employees on mail runs.  Accountable for handling checks, I.D. cards and other sensitive client-related documents.  Completes job tickets, meter log (book) and other forms as necessary.  Provides information to agencies outside of office 
on correct procedures for mail processing based upon well-defined rules, regulations, methods, procedures and policies of the United States Post Office and departmental requirements.  Trains new employees to operate postal machines and sort mail.  Operates various office machines such as computer, fax machine, calculator and copiers.  Performs various functions using mail management system, computing daily billing charges and monthly billing reports, Maintains United States Post Office forms and supplies.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Must have the ability to lift up to 70 pounds, move mail carts weighing up to 800 pounds, operate machinery which requires standing, walking and lifting above head.  Daily travel is typical to pick up and deliver mail.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  10/16/1999
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


