


POSITION:	MAIL CLERK, GS-305-4








0  1  2  3  4	1.	Receive and process all outgoing official mail for the installation 


		selecting the most appropriate type of class for it to be mailed.


0  1  2  3  4	2.	Knowledge of postal directives (Domestic and International) 


		governing the operating of outgoing official mail.


0  1  2  3  4	3.	Search and provide information to the customers concerning postal 


		regulations, mailing restrictions, classes of mail, and other matters 


		involving postal transactions.


0  1  2  3  4	4.	Meters all mail by class required by regulations.


0  1  2  3  4	5.	Knowledge of proper addressing, packaging, and sealing 


		requirements.


0  1  2  3  4	6.	Operate a computer-based mail/accounting system capable of 


		organizing the various activities involved in the processing of mail.


0  1  2  3  4	7.	Performs bundling and sacking of outgoing mail according to class 


		of mail and destination.


0  1  2  3  4	8.	Prepare various forms, applications, and reports.


0  1  2  3  4	9.	Performs postal file function, determining applicable retention and 


		disposal authorities, screening and preparing files for retention and 


		disposal on an annual basis.








