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Vacancy Announcement

District Complaints & Inquiry Clerk
Issue Date:  12/4/2020
Closing Date: 12/14/2020
LOCATION:  Grand Rapids Post Office, 225 Michigan St, District Consumer Affairs Department
TITLE:   Complaints & Inquiry Clerk          POSITION ID: 95635315
GRADE:  P7-07
OCCUPATION CODE:  2345-23XX
HOURS:  Monday – Friday  800am to 4:30pm – 30 minute Lunch -  N/S  Saturday & Sunday 
PERSONS ELIGIBLE TO APPLY:   All qualified clerk craft employees are eligible to apply for this position.   
Note: This is a Best Qualified Position and open to Career - Clerk Craft only. PREVOUS APPLICANTS DO NOT HAVE TO REAPPLY.

FUNCTIONAL PURPOSE:
Receives, classifies, and processes customer complaints and inquiries relative to mail service. Applies a broad knowledge of postal regulations and local policy to effect resolutions.


This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to satisfactorily perform the tasks of the position. Applicants must demonstrate that they possess a sufficient level of each KSA, to include at least minimum competency for best qualified positions to enable them to perform these tasks satisfactorily. Applicants demonstrate these levels by describing examples of experience, education, or training, any of which may be non-postal. Ratings are based on the demonstration of the level of possession of each of the KSAs. Failure to demonstrate any KSA is disqualifying.
  

1. Knowledge of mailing requirements and service standards.
2. Ability to maintain records and prepare reports and correspondence.
3. Ability to plan and execute work activities without direct supervision, accomplishing tasks to meet deadlines.
4. Ability to work cooperatively and interact positively with customers and co-workers, exercising courtesy, discretion, and self-control.
5. Ability to communicate orally sufficient to express spoken ideas or facts clearly and logically when answering questions, giving directions, and providing information.
 
EXAMINATION REQUIREMENTS:
 
Applicants must demonstrate verbal ability. This must be demonstrated by successful completion of Postal Service Test 720.
 
Applicants must demonstrate basic computer skills. This must be demonstrated by successful completion of Postal Service Test 718.
 
PHYSICAL REQUIREMENTS:
 
Applicants must be able to perform the physical requirements of the position with or without reasonable accommodation. 
HOW TO APPLY: Employees must complete and submit Form 991, Application for Promotion (Pages 1 and 2), plus a statement of qualifications for each requirement (can be brief and does not require a separate page for each requirement) to the application address for receipt on or before the closing date.  Employees are encouraged to include the ZIP + 4 in their mailing list.  The United States Postal Service is an equal opportunity employer.  The United States Postal Service provides reasonable accommodation to qualified individuals with disabilities.  If you need a reasonable accommodation for any part of the application, bidding, interview, and/or selection process, please contact the office identified on the vacancy announcement.  The decision on granting reasonable accommodation will be on a case-by-case basis
MAIL TO:

ATTN: Janelle Kamp

G.M.D. Manager, Consumer & Industry Contact

PO Box 999631
Grand Rapids, MI, 49599-9631


