[image: image1.png]


FINAL KSA LISTING

                                                    CLASS:    MAILING MACHINES OPERATOR II
       NOTE:  Each position within this classification may be required to possess all or some of these knowledge, skills or abilities.

	#
	Knowledge, Skill, Ability



	
	Knowledge of:

	K1. 
	Advanced knowledge of postal regulations (e.g., USPS regulations) related to postage for processing mailing shipments.

	K2. 
	Advanced knowledge of types of mail (e.g., first, standard, parcel, etc.) for processing mailing shipments.

	K3. 
	Advanced knowledge of zip code sorting techniques for processing presorted mailing.

	K4. 
	Advanced knowledge of the operation and maintenance of mailing machines and related equipment for processing mailing shipments.


	
	Ability to:

	A1. 
	Advanced ability to carry out oral and written directions in English and understand at a level required for successful job performance for processing mailing shipments.

	A2. 
	Advanced ability to learn rapidly the operating details of mailing machines and related equipment for processing mailing shipments.

	A3. 
	Advanced ability to perform basic adjustments and maintenance to ensure good operating conditions for equipment.

	A4. 
	Advanced ability to meet deadlines as required by the customer for successful completion of mailing shipments.

	A5. 
	Advanced ability to read, write and understand English at a level required for successful job performance for successful completion of mailing shipments.

	A6. 
	Advanced ability to maintain records by using arithmetic for accurate accounting of postage, material and labor costs.

	A7. 
	Advanced ability to work well with others politely and courteously to maintain an effective work environment.

	A8. 
	Advanced ability to train effectively for successful completion of mailing shipments.

	A9. 
	Advanced ability to evaluate situations accurately and take effective action for successful completion of mailing shipments.

	A10. 
	Advanced ability to work independently for successful completion of mailing shipments.


	
	Special Personal Characteristics:

	SPC1. 
	A mechanical aptitude and interest in machinery; neatness; orderliness; alertness; manual dexterity 

	SPC2. 
	Willingness to follow a prescribed routine 

	SPC3. 
	Ability to stand for long periods of time and work in noisy surroundings

	SPC4. 
	Good eyesight


_____________________________________

Shared/Testing/Job Analysis/Initial KSA Listing – New 10/31/02


