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Mr. Ivan Butts

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear lvan:

Certified Mail Number
9589 0710 5270 0888 3000 91

As a matter of general interest, the Postal Service is revising Handbook EL-312, Employment and
Placement Chapter 7, sections 71,72 and 76 Assignment, Reassignment, and Promotion.

The intent of the revisions is to provide clarity on the Postal Service’s policies, new structure and
hiring responsibilities. Clarification was also provided for leadership roles and responsibilities.

Enclosed are copies of the revised changes to Handbook EL-312 sections 71,72 and 76, one with
and without cjranges identified. Please contact Paulita Wimbush at extension 4042 if you have

any question's concerning this matter.

Sincerely,

Director
Labor Relations Policies and Programs

Enclosures

475 L'ENFANT PLAZA SW
WASHINGTON, DC 20260-4101
WWW.USPS.COM
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Organization

Most Postal Service positions are filled by qualified career employees
(excluding new hires) through assignment, reassignment, and/or
promotion. This chapter focuses on the policies and procedures governing
in-service placement and qualification standards, as follows:

a. 72 — Bargaining Positions.

b. 73 — Reserved.

C. 74— Nonbargaining Positions (including Executive and Administrative
Schedule {[EAS};]. Management Pay Band, Technical Pay Band,
Inspection Service Law Enforcement ([ISLE)] and Attorney
Compensation System [ACS] positions).

75 — Supervisor Selection Process.
e. 76 — Bargaining Pesitien-Job-Qualification Standards.
f. 77 — Employment Restoration After Military Service.

Equal Employment Opportunity and-Affirmative-
Employment-Policy

The following is Postal Service policy:

a. Selections for positions to be filled by assignment, reassignment, or
promotion will;

(1) Comply with the provisions of applicable collective bargaining
agreements; and

(2) Be based on merit and the relevant experience, training,
knowledge, skills, and abilities required for the positions being
filled.

b. All employees and applicants for employment will be afforded equal
opportunities in employment without regard to race, color, sex
(including pregnancy, sexual orientation, and gender identity, including
transgender status), national origin, religion, age (40 or over), genetic
information, disability, or retaliation for engaging in EEO-protected
activity as provided by law. As part of its program of equal employment
opportunity, the Postal Service prohibits discrimination or harassment
based on any of these categories.
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c. The Postal Service also prohibits discrimination or harassment based
on political affiliation; marital status; status as a parent; and past,
present, or future military service.

Exclusions and Limitations

Exclusions
The provisions of this chapter specifically exclude:
a. Postal Career Executive Service (PCES) positions.

b. Restricted poSiﬁons. The provisions on filling positions restricted to
preference eligibles do not apply to in-service placements of career
employees. (See 232.52, "Positions Restricted to Applicants Eligible
for Veterans’ Preference-).”)

c. Veterans’' pFPreference. Does not apply to the internal placement of
career employees. However, veterans’ preference does apply to
external applicants.

Limitations

Eligibility for consideration to some positions is limited to employees in
specific levels, occupations, geographic areas, or organizations.

Selection: Definitions and Philosophy

Definitions
The following definitions clarify and standardize the terms used in the
selection process:

a. Requirements. The knowledge, skills, abilities, experiences, and_
physical and other conditions that pertain to a specific position or
duty assignment._The following apply:

(1)

Not all these requirements are appropriate for every position;
only theserequirements that an individual needs to
successfully perform the duties of a position upon entry are-
usedapply.

Employees fully meet the physical requirements of a position
if they are physically able to perform the essential functions of
the position, with or without reasonable accommedation
where appropriate, and without posing a direct threat of harm
to themselves or others. (See Handbook EL--307,
Reasonable_Accommodation, An Interactive Process.)

b. Qualifications. The knowledge, skills, abilities, experience, and
physical and other conditions that pertain to the applicant or
bidder. The following apply:

(1)

Applicants and bidders must meet the requirements, which
means that they must possess the qualifications (e.g., the
knowledge, skills, and abilities) that are required for the
position.



(2) Bidders must demonstrate that they possess each of these_
qualifications at a level that is sufficient for satisfactory (as
opposed to unsatisfactory) performance in the position.

(3) The timing for meeting the requirements for senior qualified
positions is discussed-described in 727.5, “Timing and
Sequence of Evaluation.”

Special conditions. Conditions that apply only to nonbargaining
positions. They describe the circumstances under which the work is
performed. Being able to meet a special condition is essential to
satisfactory performance at entry. Often conditions pertain to the
willingness of the applicant to perform certain duties or tasks (e.g.,
willingness to travel frequently, or to work irregular hours).

Special requirements. Requirements that apply only to bargaining
positions. These are stated as knowledge, skills, or ahilities required
for a specific job assignment. Special requirements may be added
locally and used in addition to the qualification standard for the
position.

Qualification standard. The official document that identifies the
requirements of a bargaining position that are needed at entry.
Qualification standards do not necessarily contain a complete list of
requirements for continued satisfactory performance in a specific
position.

Desirable qualification. Qualification that applies only to best qualified
positions. Alt is a knowledge, skill, or ability that is not a mandatory
requirement of a position, but one that would be beneficial in
performing the duties of a specific job. (This aApplies only to best
qualified positions.)

Factors. A cluster of related knowledge, skills, and abilities evaluated
as a single requirement. Factors apply only in postmaster selection.
. Job posting (bid posting). A posting for the-filling ef-a senior qualified-
bid bargaining position. A job—-posting announcement contains one of
the following:

{Bh—Alistof requirements for entry-to the position;
2—TFhe-qualification-standard-number-or

@ fioati _

(1) Job title and pay grade;

(2) Occupation code;

(3) Functional purpose;
(4) Job duties and responsibilities (description of the work); and

(5) Qualification standards.

Vacancy announcement. An announcement for the-filling efentrance
positions, best qualified positions, or nonbargaining positions. A
vacancy announcement contains one of the following:

A list of : F .
{5)—The-qualification-standard-number;-or
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{8—An-attached-qualification-standard-
(1) _Job title and pay grade:

(2) Occupation code;

(3) Functional purpose;

(4) Job duties and responsibilities (description of the work): and

(5) Qualification standards.

Vacancy announcements do not necessarily contain a complete list of
requirements for continued satisfactory performance in a position.

Philosophy

The philosophy underlying all selections is that a person placed into a
position must be qualified — that is, must meet the requirements of the
position. For senior qualified positions, selection is based on a determination
of whether the senior bidder is qualified. For best qualified and
nonbargaining positions, selection is based on a determination of who is best
qualified based on-the-basis-of total qualifications.

Reasonable Accommodations in the Selection Process
Reasonable accommodation for qualified applicants with disabilities can take -
many forms. (See Handbook EL-307, Reasonable Accommodation, An
Interactive Process.) Accommodations that may be needed during the
selection process include, but are not limited to providing the following:

a. WPreviding-written materials in accessible formats.

b. SPreviding-sign—-language interpreters.

c. Ensufingthat-Accessible locations for recruitment, interviews,
performance testsexaminations, and other components of the
process-are-held-in-accessible-locations.

d.—Providing-or-redifying-egtipment or devices.

e-d. Adjusting-or-medifying-applicationsEquipment or devices that

accommodate the applicant’s disability or have been modified to
accommodate the applicant’s disability.

e. Applications and employment questionnaires_that have been adjusted or

modified to accommodate the applicant's disability.

Use-ofUsing Penalty Mail for Applications

Only current bargaining pestal-Postal Service employees may forward job
applications and job bids by penalty mail if the application or bid is in
response to an official Postal Service job announcement.

Positions Filled Temporarily
General

When a career employee is temporarily absent, his-or-herthat employee’s
position may be filled by temporary assignment, reassignment, or
promotion. The applicant must understand the terms of such an assignment
— specifically, that when the absent employee returns, the applicant returns



to the position he-ershethe applicant occupied prier-tobefore the temporary

assignment. (Ssee 716-23 - Conditionsof the Temporar/
Prometion)-716.34, "Conditions of Temporary Promotion.”)

Examples of temporary absences of an incumbent that justify filling a
position temporarily include the following:

a. Serving active military duty.

b. Serving as a national officer of a postalPostal Service employee
organization.

c. Being temporarily assigned and/or promoted to another position.

d. Being appointed as an officer-in-charge.
716.12 Temporary Assignments
716.21 _General

Temporary assignment is the placement of an employee into an established
position for a limited time period-ef-time to perform duties and
responsibilities other than those contained in the employee's rormalregular
position description. A formal reassignment and/or promotion personnel
action is not required.

716.4422 Temporary Bargaining Assignments

Unless stated in the relevant collective bargaining agreement, employees in
temporary bargaining assignments must meet the qualification standards for
the positions to which they are assigned. When the relevant collective
bargaining agreement contains specific provisions regarding higher--level
bargaining assignments, these provisions must be followed.

716.4223 Temporary Assignments to Nonbargaining Positions

The following general policies apply to temporary assignments to nonbargaining

positions:

a. Temporary assignments to nonbargaining positions are made only for
the shortest practical time limits and may be used to meet emergencies
caused by abnormal workload, a change in mission or organization, or
unanticipated absences.

b. When a nonbargaining employee is absent (except a postmaster),

every effort must be made te-have-the duties-abserbed byfor other

employees of the same or higher level to absorb the absent employee’s
duties.

c. The appeintingselecting official or designee may temporarily
assign any qualified employee to meet service needs.

d. Nermally;-Typically, consideration is given to unassigned
employees (i.e., employees whose positions have been
abolished).

e. Atemporary assignment may be terminated at any time;-either at
management's discretion or at the employee’s request.

f.  Temporary assignment of an employee to a position at the same or
lower level should not exceed 90 calendar days, unless extended by the
next higher level of management above the detailed position. (See




716.143716.253 through Z16-145716.255 for time limits on temporary
assignment to a higher-level position.)

Temporary assignments must be documented using PS Form 1723,
Assignment Order.



Exhibit 716.1223

Temporary Assignment Duration Approvers

Temporary Assignment

Duration Approver Reference

Up to and including 29 AppointingSelecting official or designee. 16-42(c)716.

days 23(c)

30 days or more involving | Next higher-level (NHL) manager over the manager of the position®.* | 716442

travel or higher-level pay 716.252
F-154-1.2.1

90 days or more involving | NHL of management above the detailed position*.* 716-143716.2

higher-level pay 53

120 days or more If the detailee is not a candidate for the position to which detailed, #16-144716.2

involving higher-level pay

NHL manager over the manager with the vacancy can approve the 54
extension™.” If the detailee is a candidate for the position to which

detailed, the assignment must be terminated before the 1215t day.

Exceeding 1 year

Prior written approval in advance and-in-writingfrom the vice -Gt
president of Area Vice-PresidentRetail & Delivery Operations, vice 716:255
president of Regional Processing, or vice president of Logistics (for F-152-2.1.2

field detail assignments}). or the functional officer (for detail to a
Headquarters and Headquarters Field position)-with-netification-to-
the-Vise-President). The approving manager must notify the vice
president, Controller.

*Exception: If the detail assignment was originally approved by a PCES manager, further approval is not necessary.

716.4324 Temporary Assignment to Higher Level — Bargaining

See 716.22, “Temporary Bargaining Assignments.”

716.4425 Temporary Assignment to Higher Level — Nonbargaining

716.141251

716.142-252

Necessity

No one may be temporarily assigned to a higher-level nonbargaining position
unless such an assignment is abselutely-essential to the effective operations
of the Postal Service, and the person selected assumes the full core
responsibilities of the higher-level position.

Approval is required (Ssee Exhibit 718-12(eeExhibit 716.23 and sSections-
16443 716.253 to 716:145).716.255.)

Higher--Management--Level Approval for Assignments
of More Than 30 Calendar Days

When a temporary assignment or detail requiring travel and related
expenses, or higher-level pay, is expected to last longer than 30 calendar
days, the manager of the position must obtain approval from the next higher-
level manager (unless a PCES manager originally approved the detail
assignment). The request for approval for an extended--duty assignment or
detail requiring extended travel away from the employee’s permanent duty
station must include the following information:

a. Purpose of the assignment or detail;;

b. Cost;

c. Benefit(s) expected;;

d. Consideration of alternatives; and

e. Value to the Postal Service.

See also Handbook F-15, sSections 2-2.1.2 and 4-1.2.1.




716.143253 Higher--Level Assignments Limited to 90 Calendar Days Unless

Extended Temporary assignment to a higher-level position, during the
absence of the incumbent, is limited to a maximum period of 90 calendar
days. The period may be extended with advance approval of the next
higher level of management above the detailed position. Exception: If a
PCES manager originally approved the detail assignment, then approval of
the extension is not required.

See 716-142716.252 for requirements when the temporary position or
detail to a higher-level position also invalves travel away from the
employee's permanent duty station. See 716.254716-144 and 743.16
when the higher-level temporary assignment is to a vacant position.

716.444254 120-Day Time Limit

Temporary assignment to a higher-level vacant position, pending selection
of a person for permanent placement, is limited to a total of not more than
120 calendar days. If the employee on temporary assignment could become
or is a potential candidate for the vacant position, the higher-grade
assignment must be terminated before the 121stday.

If the employee is_not a candidate, the next higher-level manager over the
manager with the vacancy may approve an extension of that employee’s
temporary assignment beyond 120 days, until a selection is made and the
new employee assumes the position.

Exception: If a PCES manager originally approved the detail assignment,
then approval of the extension is not required. See 743.16, Exceptionsto-
the120-Calendar-Day Limit,"Exceptions to the 120-Calendar-Day Limit," for

exceptions.

716.145255 Temporary Assignments Exceeding 1 Year

716.23

716:31

Temporary assignments exceeding 1 year, including those that involve travel
and associated expenses, require advance written approval in-witing-from
one of the following:

a. _The vice president of Area Vice PresidentRetail & Delivery Operations;
b. The vice president of Regional Processing;

c.__The vice president of Logistics (for detail to a field position}); or the

d. The functional officer (for detail to a Headquarters and Headquarters
Field position).

There must be a critical need to extend a temporary assignment beyond 1

year. The approving manager will notify the vice president, Controller, of the

approval to ensure travel reimbursements are handled as required by law.

See Handbook F-15, sSection 2-2.1.2, for approval requirements;and
notification requirements, and tax consequences of detail assignments
exceeding 1 year.

Temporary Promotion and Promotion to a Temporary
Position

General

In this section, "temporary promotion” refers to both temporary promotions
to a nonbargaining position, and promotion to a temporary nonbargaining
position.

Temporary promotion to a nonbargaining position whichthat has no time
limitation is limited to situations wherewhen it is impractical to fill a higher-




level position by other temporary means. Such situations include, but are
not limited to the following:

{a.}.-Llong-term absence of the incumbent; or

{b.) -Aa need to defer-the permanently filling ef-a vacant position for a
lengthy peried-ef-time_period.

Promotion to a temporary nonbargaining position is limited to situations

wherewhen the position is authorized for a specific limited duration to

serve a temporary or transitional need.

In-this-section—temporary-promotion” refers-to-both-temperary-prometions-
e ining-positi ; | =

716.2132 Selection Procedures

Competitive procedures are used to fill a position through a temporary
promotion. The vacancy announcement must clearly indicatestate that the
appointment will not exceed a stated period. When the position is filled
permanently, competitive or noncompetitive procedures may be used
(see 743). An employee who has-served in a position through competitive

_temporary promotion is eligible to recompete _for the position, regardless
of the duration of the temporary promotion.

716.2233 Appointment Duration

A temporary promotion may be made for a limited period, usually twe2 years
or less, depending upon need. If the employee's services are still needed in
the assignment after the initial period expires, the employee may continue to
serve, but it must be determined whether the situation is still temporary or
whether the position should be filled permanently. A temporary promotion:
a. May not exceed enel year without approval of one of the

areafollowing:

(1) The vice president {of Area Retail & Delivery Operations;

(2) The vice president of Regional Processing:

(3) The vice president of Logistics (for field detail assignments): or

(4) The functional officer (for a headquartersHeadquarters and
Headguarters Field position).-See

The approving manager must notify the vice president. Controller (see
716.145255 when travel is involved:);

b. Is documented on a PS Form 50, Personnel Action;

¢. Terminates on a specified date, unless extended;
May be terminated at any time based on the needs of the Postal
Service; and

e. Does not make the employee ineligible to compete for the vacancy if
the position is posted.

716.2334 Conditions of-the Temporary Promotion

Applicants for temporary promotion must be informed of the conditions of
the placement, including the expected duration. An employee selected for a
temporary promotion will be required to sign an agreement covering the
terms of the temporary promotion.

The purpose of the agreement will be to avoid any misunderstanding as to
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the conditions of the temporary promotion. The agreement must state that
by accepting promotion to the temporary position, the position becomes the
employee’s position of record;-and. The agreement must also address:

a. The effect on the employee’s salary during the temporary promotion;

b. Relocation benefits, if any;

c. Security clearance requirements, if applicable;

d. The employee’s ability to apply for other positions, including lateral
reassignment at the grade of the position to which temporarily
promoted; and

e. Reassignment to a comparable nonbargaining position at the end of
the temporary promotion:—and.

Fhatifprior-to-the termination-oflf before the temporary promotion is

terminated. the competitive area where the position is located undergoes a

reduction in force (RIF;), the employee’s rights are determined based on that

position, not under the agreement he-orshethat the employee signed.

Positions Filled Permanently

Reassignment

Reassignment is the permanent assignment with or without relocation of an
employee to another established position with the same level in the same
salary schedule, or to a position with an equivalent level in another salary
schedule. The following policies apply to reassignment:

a.  Reassignment to a bargaining position. General policies and
procedures governing reassignments to bargaining positions are
contained in the applicable collective bargaining agreement. (See 72,
‘Bargaining Positions;,” and 76, ‘Bargaining Pesition-Job-
Qualification Standards;,” for detailed policies and procedures.)

b. Reassignment to a nonbargaining position. The following apply:

(1) _Management may reassign nonbargaining employees
noncompetitively (see 743.11).

(2) Employees with saved grade may be considered noncompetitively
for positions up to the level of their former position or at any
intervening level.

(3) Employees who desire reassignment may also apply in the same
way as employees who desire promotion consideration.-
E ; -E-; El 5 ] E
(4) An employee with a disability who desires reassignment should
work through the appropriate Reasonable Accommodation
Committee at the district, area, or headquarters level.

o Mutual exchanges. Career bargaining employees may exchange positions
at the same level, if the exchange is approved by management at the
installations involved, subject to the provisions of the applicable collective
bargaining agreement. An exchange of positions does not necessarily
mean that the employees involved take over the duty assignments of the
positions.

Exclusions: Part-time flexible employees may not exchange positions
with full-time employees, or bargaining employees with nonbargaining
employees, or nonsupervisory employees with supervisory
employees,
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Unassigned Employees

Employees whose positions have been abolished are assigned in
accordance with Employee and Labor Relations Manual (ELLM) section 354,
“Assignment of Unassigned Employees..”

Promotion
General

A promotion is the permanent assignment with or without relocation of an
employee to an established position with a higher level than the employee’s
previous position, or to an established position with a higher than equivalent
level in another schedule (see ELM section 413, “Promotion to
Nonbargaining Unit Positions}"). Restrictions on the promotion, or
recommendation for promotion, of immediate relatives of nonbargaining
employees are set-forthdescribed in Chapter 5. The following policies apply
to promotion:

a. Promotion to a bargaining position. General principles governing
promotions to bargaining pesitions are contained in the applicable
collective bargaining agreement. (Ssee 72, “Bargaining Positions_)-")

b. Promotion to a nonbargaining position. General policies and
procedures governing promotions to nonbargaining positions are
contained in ELM section 350, "Assignment, Reassignment, and
Promotion-.” (See 73 through -75 of this handbook for specific
policies.)

717.3432 Competitive Procedures

717.4

Except as otherwise indicated, competitive procedures apply to all
permanent promotions.

717.33  Exceptions to Competitive Procedures

The following promotion actions are exempted from competitive promotion
procedures:

a. Promotion of an incumbent to a position reclassified at a higher level
without significant change in duties and responsibilities.

b. Promotion and assignment of current nonbargaining employees to
higher—-level nonbargaining positions under the specificconditions
described in 74. This includes employees with retreat rights, those
previously reduced in level, or those serving with saved grade.

c. Promotion of an employee who satisfactorily completes an approved
training program that specifically provides for promotion, if:

(1)_-Tthe employee was selected for the program under competitive
procedures; and

(2)_-Tthe -fact that selection could lead to promotion was made known
to potential candidates for the program.

Change to Lower Level

Management may approve a nonbargaining employee's voluntary request
for change to a vacant nonbargaining position at a lower grade consistent
with section 743.11 and Employee-and-Labor Relations ManualELM
section 354.23(f). An employee with a disability who desires
noncompetitive change to a lower-level nonbargaining position should work
through the appropriate Reasonabie Accommodation Committee at the
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district, area, or headquarters level.

Absent Employees

Not on Active Military Duty

Employees on extended leave, including leave without pay, will also be
considered, provided they are otherwise eligible and have applied for
promotion. If the employee is selected for promotion, the personnel action
is processed upon return to Ppostal_Service duty. The date placed on the
personnel action is the date the promotion would have occurred had the
employee not been absent.

On Active Military Duty

Bidding on Positions

While on active military duty, employees continue to gain seniority and may
bid on positions that become vacant during the employee's absence. A
written or electronic notice must be submitted by the employee to Hhuman
Rresources, or if appropriate, to the manager in charge, such as the
postmaster, indicating the employee’s interest to bid on specific positions.
The following also apply:

a. _The bid must be processed and awarded in accordance with the
appropriate collective bargaining agreement as if the employee is
actively employed. If the position is awarded, a personnel action is
initiated to place the employee in the newly gained position and pay
scale and to assure that seniority is credited as specified by the
appropriate collective bargaining agreement.

b. Unsuccessful bids are retained until the desired position is gained or

the employee resumes active employment upon return from the-
military service._

¢.__Training is deferred until they return for employees who gain a position
for which there is contractually required training-until-they-return. Upon
their return, the-employees will be required, pursuant-toin accordance:
with the respective collective bargaining agreement, to meet the
training requirements. _

d. No personnel action is to be initiated until the employee completes the
training requirement-is-cempleted. In these cases, every effort must be
made to train the employee upon return to work. The employee would
only be awarded the position upon satisfactory completion of the
required training.

€. An audit trail documenting the bid submissions must be maintained.

717.522 Nonbargaining Positions

To be considered for nonbargaining positions, nNonbargaining and
bargaining employees on military duty whe-are-interested-inbeing-
considered for nonbargaining-positions-are required-tomust submit to

Human Resources personnel a completed cCandidate pProfile for
vacancies in desired positions and locations. Human Resources personnel
will treat the profile as if it were an application when there is a vacancy in
the desired position and location. The following also apply:

a. The application is considered in accordance with the area of
consideration noted on the announcement.

b. Applications resulting in a nonselection are reconsidered for cther
vacancies as they occur in the desired position and location, until the
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applicant has been successfully selected.

c. _Applications from employees who are on active duty with the uniformed

services are to be accepted at any time for subsequent consideration
when an appropriate vacancy is announced._

d. _Nonbargaining employees on active military duty may also request

reassignments to lateral or lower-Jevel positions in accordance with the
nonbargaining selection policy.

e. Selected individuals are to be placed in the new position with the

appropriate pay level by initiating a personnel action while in the leave-—-
without--pay (LWOP) status.

f.  AnHuman Resources must establish and retain an audit trail of the

selection activity-must-be-established-and-retained-by-Human-
Resources.

g. _Upon the employee's return from active military service, the
responsibility for submitting bids or applications for nonbargaining
positions reverts to the employee.

Vacancy File

A vacancy file is established for all promotions made under the competitive
procedures. (Ssee 728.26728.27 and #28-36728.37 for bargaining
procedures and 743:-42743.42 for nonbargaining procedures.)-

72 Bargaining Positions

721

722

723

724

Filling Positions

Fheilling-ofFilling bargaining positions through assignment, reassignment,
or promotion is subject to the provisions of the appropriate collective
bargaining agreements. Except for provisions in the agreements covering
excess and ill or injured employees, vacancies must be filled by promotionor
reassignment within the appropriate craft and installation, if qualified bidders
or applicants are available.

Conversion to Full-Time Status

A full-time residual position is filled by assigning an unassigned full-time
employee or a full-time flexible employee. The conversion to full-time of a
qualified part-time flexible employee with the same designation or
occupation code as the vacancy should occur only after unassigned full-time
employees have been assigned. Part-time flexible employees must be
changed to full-time regular positions, if appropriate, within the installation in
the order specified by the applicable collective bargaining agreement.

Area of Consideration

The area of consideration is described in the appropriate collective
bargaining agreement. If necessary, the area may be expanded to eligible
employees in other crafts at the same installation, and then to eligible
employees at other installations.

Position Requirements
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Requirements for individual duty assignments are indicatedincluded in
qualification standards, vacancy announcements, or job postings. These
requirements pertain to assignment, reassignment, or promotion. The
following also apply:

a. A vacancy announcement or job posting may indisateinclude
requirements in addition to those in the applicable qualification standard.
These additional requirements include special requirements or
typingcomputer skills and/or driving requirements that may be added.
(Ssee 725.2, Appropriate-Special Reguirements-"Appropriate Special
Requirements,” and 763.22, Lecal-Options-forBasic-Computer-Skills-
and-Driving-Reguirements)—"Local Options for Basic Computer Skills
and Driving Requirements.”)

b. _Qualification standards are available for most bargaining positions en-

Begnet-Bargaining-Qualifications-onin the MetHuman Resources system

of record. When a qualification standard exists for a specific bargaining
position, its provisions must be followed. (See Z272MNeo—Qualification-
Standards;727.3, "No Qualification Standards,” when a qualification
standard is not available for a position.)

Special Requirements

Identification, Justification, and Documentation

Special requirements must be related to the job; and must be justified to
show that the particular requirement will enable applicants to perform critical
job duties that they would otherwise be unable to do satisfactorily. Sufficient
documentation must be available to show that special requirements are
clearly job-related, and the documentation must be retained in the vacancy
file.

Appropriate Special Requirements

Special requirements for bargaining positions shewldmust be written as
knowledge, skill, or ability statements.

Examples of appropriate special requirements, if justified for a particular
position, include:

a. Knowledge of a language other than English.

b. Knowledge of a particular computer--programming language that
cannot readily be acquired after selection.

Inappropriate Special Requirements

Educational requirements, such as a bachelor's degree, or length of
experience, such as 6 menths'months of experience, are not appropriate as
special requirements and must not be added locally. If education or
experience requirements are listed on a qualification standard, they
maymust not be modified. No testsexaminations may be added, except as
allowed for typingbasic computer-skills requirements.

Other examples of inappropriate special requirements include:

a. A requirement that could readily be met by a brief initial period of
orientation and familiarization in the assignment.

b. A requirement that unduly restricts the number of eligible candidates or
favors a particular candidate.

c. Arequirement not immediately essential to the position, such as one
based on a possible future assignment, except in the case of a trainee
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position where ability and potential to advance to higher levels in the
occupation are required.

Posting Requirements
General

72642

726.23

726.34

All vacant craft duty assignments that are not to be reverted must first be
posted within the craft for filling in accordance with the applicable collective
bargaining agreement. Bidders or applicants must meet all requirements
before being placed into the position. When posting does not result in
successful bidders or applicants, the following may be used to fill the
position:

a. Reassignment.

Change to lower level.

Promotion.

Reinstatement. (Ssee -233.33, "Reinstatement and Reemployment.”).

® o 0 T

Transfer from another federal agency. (Ssee -233.34, “Transfer
From -Another Federal Entity.")-

i Other external appointment.

Entry Positions in PS-5 and Below

Entry-level promotional opportunities to residual vacancies remaining after
exhausting the bidding or application procedures need not be posted._

However, procedures must be developed locally to inform lower--level
employees of promotional opportunities and to arrange for appropriate in-
service examinations for employees who have not already qualified.

Management must encourage employees to apply;-and. Managers must also
extend every opportunity for promotion to employees who are eligible, qualified,
and available before recruiting from external sources.

Employees on active military duty may leave bids or applications for future
bargaining vacancies with Hhuman Rresources, or an appropriate manager, for
actualization when posting occurs.

Senior Qualified Positions

Senior qualified positions must be posted in accordance with the appropriate
collective bargaining agreement.

Best Qualified Positions
Best qualified positions must be posted in accordance with the appropriate

collective bargaining agreement. The following pestingrequirementsare-
applicablemust be included in job postings for best qualified positions only:

a. Position by title, number, level, and duties.
Location, tour of duty, and scheduled workweek,

c. Existing job requirements. If a qualification standard is available en-
Banetin the Human Resources system of record, it must be used.

d. Birectiens|nstructions regarding where to send applications, the date by
which applications must be submitted, and where additional information
canmay be obtained.

e. Specification that selection will be made from among the best qualified
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applicants who are eligible and available.

f. Craft designation, in accordance with the applicable collective
bargaining agreement.

g. Statement on equal employment opportunity.
h. Statement on prohibition of political recommendations.

Bargaining Selection Procedures
General

72142

727.23

727.34

The goal of bargaining selection procedures, whether for entry or in-service
positions, is to ensure that qualified people are selected to fill the positions.
Eligibles selected, promoted, or reassigned at any level must meet all the
requirements of the position as stated on the qualification standard, and the
vacancy announcement or job posting.

Employees fully meet the physical requirements of a position if they are
physically able to perform the essential functions of the position, with or without
reasonable accommodation where appropriate, and without posing a direct
threat of harm to themselves or others. (See Handbook EL-307, Reasonable
Accommodation, An Interactive Process.)

Qualification Standards

Bargaining qualification standards, available en-Bgnet-Qualification-
Standards,-Bargaining-Positions-on-the-lntranetin the Human Resources
system of record, indicate-include the requirements that all bidders or
applicants must meet to be eligible for placement in the position. The
qualification standards are applicable when filling both entry and inservice
positions.

Additional requirements for positions may be established only as specified in
725, "Special Requirements,” and 76, “Bargaining Job-Position Qualification
Standards.” These additional requirements must be specified on the job
posting or vacancy announcement. Seetion-Subchapter 76 contains further
instructions on the-use-efusing qualification standards.

No Qualification Standards

Some bargaining positions do not have qualification standards.
Requirements for these positions must be developed locally and be included
in the vacancy announcement or job posting. Appropriate documentation
used to develop requirements must be retained in the vacancy file.

When to Evaluate Qualifications

Human Rresources personnel are obligated to ensure that successful
bidders have demonstrated that they meet all the position requirements,
including the following:

a. Bidding for a c€hange in sSchedule. When a bid is to a position of
the same title and level in order to obtain a change in the work
schedule, an evaluation of qualifications is limited to fyping-computer
skills or driving requirements and special requirements, if any, that
may be different from those in the current duty assignment.

b. Bidding to rReturn fo a pPosition pPreviously hiHeld. When a bid is to
return to a position that the bidder previously held, appropriate records
must be reviewed to determine if the requirements for the position are the
same as when the bidder originally obtained the position. The following
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apply:

(1) _If any requirements have changed, the bidder must meet all new
requirements, regardless of how long it has been since the bidder left
the position.

(2) An eligible bidder may be disqualified on a current bid if the bidder
was previously taken out of the same or similar position for not
meeting a job_requirement.

(3) Similarly, a record of pending removal in a previous position may
also be justification for disqualification. In both cases, the amount
of time passed between bidding out and bidding back, and the
bidder's record in the interim must be considered.

Timing and Sequence of Evaluation

Specifications regarding tFime frames and sequences appropriate to the
evaluation process, rdisatedincluded elsewhere in this chapter and in the
collective bargaining agreements, state that while applicants and/or bidders
must meet the requirements of the position, not all the requirements must
necessarily be demonstrated at the same time.

For example, after a senior bidder has been found to meet all other
requirements of a position with training requirements, the bidder is placed
into training and then must demonstrate satisfactory completion of the
training.

Also, an applicant or bidder may be awarded a position pending review of
the applicant's or bidder's driving—history records and the-astualdriver's

license to ensure its validity. (Ssee 516, "Driving History,” and 517.5,
"Driver’s License Review.")

Evaluators, review committees, and selecting officials must take such
sequences into account when evaluating qualifications or requesting that
applicants and bidders demonstrate their qualifications.

Evaluating Qualifications

When qualifications are evaluated, applicants and bidders have-the-
obligationare obligated to demonstrate that their qualifications meet the
requirements.

If there is insufficient information to establish a senior bidder's
qualifications, information from the bidder is requested after the posting
closes-oftheposting.

(Ssee 728.23728:22, "Bidding and Qualifications.")-

If an applicant or bidder does not meet all the position’s requirements-ef-the-
pesitien, including an examination, the person is not qualified and,
therefore, not eligible for further consideration. (See #14-4h-714.1b for an
explanation of meeting the requirements, and #27-4.,727.5 for information
that-coverson when requirements must be met.)

Pertinent Information

In evaluating qualifications, evaluators must consider available pertinent
information that terds-te-shewshows whether the employee does-ordoes-
notpessessmeets the qualifications. Pertinent information may include, but
is not limited to,-amy-of the following:

a. Interviews.

b. Supervisory appraisals.




c. The written application specifying verified experience, education, and
training.

d. Certificates of course completion or transcripts, accompanied by a_
school catalog specifying course content, when requested.

e. Examination results.

f.  Personnel records.

Note: Interviews for best qualified positions must be used as

indicatedspecified in 728-34728.35, “Conducting Interviews.” -For

senior qualified positions, interviews must be used as
indisatedspecified in 728.23d.728.24d.

728 Selection Procedures

728.1 Placement Principles
The following sections-discuss-selestion-ofincludes standards for selecting
employees for placement under the senior qualified and best qualified
procedures-:
a. Senior gQualified pPositions.- Employee placement into positions filled
through senior qualified procedures must be based on the following:
(1) The employee’s eligibility to bid.
(2) The employee's seniority.
(3) The senior bidder's qualifications in-relationshiprelated to the
requirements.
(4) The employee’s successful completion of required training, if any.

b. Best gQualified pPositions. -Employee placement into positions
filled through best qualified procedures must be based on:
(1) The employee's eligibility to apply.
(2) The best qualifications among employees who have met the
requirements.

(3) The employee’s successful completion of required training, if any.

7282 Senior Qualified Positions

728.21 General
Senior qualified bidders; kaving-metwho meet the position requirements given-
enof the qualification standards stated on the-er job posting; are placed into the
position, or into training for the position, in accordance with the appropriate
collective bargaining agreement. Human Rresources personnel are responsible
for ensuring that qualifications are evaluated for bids to all senior qualified
positions (see 7274727.5, "Timing and Sequence of Evaluation.”).

728.224 Documentation of Qualifications

In many cases, there is no need to document the evaluation of the senior
bidder's qualifications. When such documentation is required, the evaluator
must complete PS Form 1796-A, Qualifications Rating Sheet for Senior
Qualified Positions.

728.232 Bidding and Qualifications



Bidders for senior qualified positions submit bids in accordance with the
provisions of the appropriate collective bargaining agreement (—i.e., by
telephone, computer, or in writing) using PS Form 1717, Bid for Preferred
Assignment. Following the close of the posting, the senior bidder's
qualifications should be evaluated through a review of the employee’s OPF
and any other pertinent information available. (Ssee 72737274, “When to
Evaluate Qualifications,” and #274727.5, “Timing and Sequence of
Evaluation.”)-

If there is sufficient information to show that the senior bidder meets the job_
requirements, the senior bidder is presumed to be qualified. Otherwise, the 5
senior bidders must be requested to address the position requirements, -of-

the-pesition-in writing, usingthe following these procedures:

a. TEachofthe 5 most senior bidders is—are each asked to furnish in_
writing his or her qualifications for the position-in-writing; however, ifany
of-the-6-are-currently qualified through previous qualification-they are
not subject to this requirement. (Ssee 727.43b\When-to-Evaluate
Qualifications, "Bidding to rReturn to a pPosition pPreviously hHeld.”)-

b. A copy of the qualification standard;-and-the B-element questions-if-
applicable{see{763-1b, Contents-Appendixf) must be provided to the

bidders. If the position does not have a qualification standard, a copy of
the posting indicatingshowing the requirements must be provided to the
bidders.

c. Bidders are allowed at least 3 days to respond. They must record their
qualifications on PS Form 991, Application for Promotion or
Assignment, and return it by the deadline specified.

d. If atestan examination is required that is rermallyusually given after
the posting closes, the 5 senior bidders — at a minimum — are
scheduled for the testexamination, unless currently qualified.

e. Ifthere are fewerless than 5 bidders for a position, these procedures
apply to all who bid.

728.2324 Evaluating Qualifications
If a-test-an examination is required, any existing test-examination scores are
obtained for the bidders.
A qualification evaluator from Hhuman Rresources considers the senior
bidder's qualifications in-cemparisencompared to the position requirements,
as follows:

a. The evaluator may review the employee’'s ©RPFeOPF and other official
records that contain pertinent information, and, if necessary, contact
the bidder and/or an appropriate supervisor for clarification.

b. If written statements were obtained, the evaluator must complete PS_
Form 1796-A, Qualifications Rating Sheet for Senior Qualified Positions,
for the senior bidder.

c. Only if the senior bidder is found to be not qualified will the next senior
bidder be evaluated, and PS Form 1796-A completed for that bidder.

d. The evaluator may conduct interviews to supplement the written record
to establish whether a bidder meets specific requirements. The-use-of
interviews|nterviews for a senior qualified position must not be used to
rank or selectively choose among bidders.

728.24 728.25  Using PS Form 1796-A
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PS Form 1796-A is used to document that the senior bidder meets all the
position's requirements-ef-theposition.. This form ismust not be used if the
senior bidder is determined to be qualified from the ©RPFeOPF review.
However, if the 5 senior bidders have been requested to address their
qualifications on PS Form 991, the evaluator must complete PS Form 1796-
A to document the evaluation process for the senior bidder as follows:

a. In Column A, “Identification of Requirements..” the evaluator lists the
testexamination requirements-ineluding-the, knowledge, skills, and
abilities, and any other requirements for the position.

b. In Column B, “Demonstration:,” the evaluator must decide whether the
senior bidder has demonstrated each requirement; based on the
information available. If the bidder failed a required examination, the
bidder is not qualified and no additional information is needed on PS_
Form 1796-A. Similarly, if the position requires driving, and the bidder
failed a driver's license checklist review (see 517.5, "Driver’s License
Review);"), the bidder is not qualified, and no additional information is
needed on_PS Form 1796-A.

¢. InColumn C, "Measurements Used-,” the evaluator must indicateexplain
how the determination for each requirement was made. The statements
may be brief, but sheuldmust provide enough information to enable the
evaluator to recall the facts that led to the decision. This column is not
completed for examination requirements.

d. The evaluator completes Section 3, “Finding;.” checking
gualified"Qualified” if the bidder has demonstrated every requirement. If
the evaluator checked #6'No" in Column B for 4one or more
requirements, the bidder is not qualified. (See #27-4Timing-and-
Seguence-of Evaluation 727.5, “Timing and Sequence of Evaluation,”
which explainsincludes information on timing and sequences for bidders
to meet some requirements.)

728.26 __Selecting the Senior Bidder

When the evaluation is completed, the senior bidder is selected for the
position if qualified. An evaluation of the next senior bidder's qualifications is
not necessary when the senior bidder is selected.

728.27 __Vacancy File

Appropriate documentation, including PS Forms 1796-A (if completed), PS_
Forms 1717, Bid for Preferred Assignment; the postings; and written
statements (if obtained) must be maintained with employee bidding
records.

Best Qualified Positions
General

Qualifications help selecting officials determine the relative standing for
selestion-ofselecting career employees who are eligible to apply for such
positions based on applicable collective bargaining agreements. Of those
applicants who meet all ef-the-requirements, the applicant who is found to be
the best qualified en-the-basis-ofbased on total qualifications will be
selected. This determination is made en-the-basis-efa-cemparisen-efbased
on comparing total qualifications among applicants for the position. (Ssee
1728.-36728.37, "Selection of Best Qualified Applicant.”)-

728.3132 Selecting Official



For filling best qualified positions, the selecting official is rermaliyusually the
supervisor or manager with the vacancy. Bargaining employees serving as
acting supervisors may not serve as selecting officials. The selecting official
has numerous options with-regard-teregarding review committees and
interviews—and-these. These options are described in the sections that
follow. If recommendations are made to the selecting official from a review
committee, the selecting official may have access to all information used by
the review committee, including completed PS Forms 1796-B, Qualifications
Rating Sheet for Best Qualified Positions.

728.2233 Documentation of Qualifications

728.331

General

The initial determination of qualifications is documented on PS Form 1796-
B-, Qualifications Rating Sheet for Best Qualified Positions. The review
committee, or in the absence of a review committee; the selecting official,
completes this form for every applicant.

728.321332 Applications and Qualifications

Applicants for best qualified positions are required to describe their
qualifications in writing. (Ssee 765.2, “Best Qualified Positions.") -PS Form
991, Application for Promotion or Assignment, must be used for this
purpose. Applicants must address each eftherequirementsrequirement
listed on the qualification standard or posting, including desirable
qualifications, if any. Applications must be submitted by the deadline
specified._

763-26728.333 Desirable Qualifications

Seme-qualification-standards-contain factors-identified-as-desirable-
qualifications--These-factors-are-used-to-selestapplicants-Desirable
qualifications may be locally added to the posting for best qualified positions.
If used, they must be related to the position and documented on the job
posting. However, tFhey may not be used as a basis for disqualification.

728.322334 Evaluating Qualifications

728.343
728.341

The qualifications of all applicants are compared to the position requirements
stated on the vacancy announcement or job posting. AsAt a minimum,
applicants’ written statements are reviewed by selecticn officials and review
committee members.

The applicants’ ©PFseOPFs and other official records may be reviewed;
however, it is recommended that the selecting official review the ORPFeOPF
of the person to be selected before finalizing the decision. The selecting
official’s decision whether to use a review committee nermallyusually is
based on the number of applicants and the time available to the selecting
official to review the applications.

Review Committees
General

The function of the review committee is to evaluate the applicants’
gualifications and eligibility for the position, to conduct interviews if
appropriate (see 728:34-Condusting-nierviews);728.35, "Conducting
Interviews”), and to make recommendations to the selecting official on the
best qualified applicants. The selecting official may also choose to have the
review committee make-the determination-ofdetermine the best qualified
applicant.




728.334342 Review Committee Structure
All review committee members must be nonbargaining employees.
Normally;Usually a committee will consist of 2 nonbargaining employees
from the functional area of the vacancy, and 1 from outside the functional
area.

A selecting official who asks a review committee to determine the best
qualified applicant may also be a member of the committee. However, a
selecting official who asks a review committee to recommend those who
best meet the requirements of the position maymust not be a member of the
committee.

728.332343 Review Committee Procedures

Review committee procedures follow the principles of independent work and
consensus decision-making. Specific steps are:

a. Each committee member showld-must independently determine if
the applicants have demonstrated each requirement.

b. Members shotdmust discuss their decisions collectively and arrive
at a consensus for each requirement for each applicant.

c. The committee chairperson must complete PS Form 1796-B through
Ceolumn _-B based on this consensus for each applicant. Applicants found
not qualified at this stage are removed from further consideration for this
vacancy. For those applicants who are not qualified, the chairperson
completes Ceolumn D and Ssection 5, and obtains signatures for Ssection 6
of PS Form 1796-B.

d. Forapplicants who are qualified, individual review committee members
shouldmust then determine the level of demonstration of each
requirement by each applicant.

e. Members should then discuss their decisions collectively and arrive at a
consensus on the level of demonstration of each requirement by each
applicant.

f.  The chairperson completes a PS Form 1796-B for each applicant, and
all members sign the form.

g. Ifthe review committee conducts applicant interviews, it selestsmust
select applicants based on the highest point totals on PS Form 1796-B.
There is no set minimum or maximum number of applicants to interview.
Applicants who are tied in point totals must be treated equally. Either all
applicants are interviewed, or no applicants are interviewed.

Note: Applicants found not qualified must not be interviewed.

h. If the review committee makes recommendations to the selecting
official, but does not interview—approximately applicants, about 3—to 5
applicants (there is no set minimum or maximum number), are
recommended based on the highest point totals on PS Form 1796-B.
The following also apply:

(1) _Applicants who are tied in point totals must be treated the same.
Either they are all recommended. or none of them are
recommended.

(2) The review committee must prepare a signed memorandum to the
selecting official indicatinglisting, in alphabetical order, the names of
the recommended applicants.

i. Ifthe review committee interviews applicants and makes



recommendations to the selecting official, appreximatelyabout 3-t0 5
applicants (there is no set minimum or maximum number) are
recommended. The following also apply:

(1) No formal method exists for incorporating the results of the
interview.

(2) The review committee must recommend only those applicants who
best meet the position requirements based on the point totals from
PS Form 1796-B, the interview, and any other pertinent information
reviewed during the evaluation. Thereview-committee-mustprepare-
a-sighed-memorandum-to-the-selecting-officia-indicating—n-
alphabeticalorder-the names-of therecommended-applicanis.

(3) The review committee must prepare a signed memorandum to the
selecting official indieatinglisting, in alphabetical order, the names of
the recommended applicants.

j.  Ifthe selecting official wishesasks the review committee to determine
who is the best qualified applicant, then the committee makes no
recommendations are-made-to the selecting official. In this case, the
review committee must:

(1) lHnterview the potential applicants.-Fhe-review-committee-
determines-who

(2) Determine the best qualified applicant is-based on the point totals
from PS Form 1796-B, the interview, and any other pertinent
information reviewed during the evaluation—and-consideration-of._

(3) Consider any desirable qualifications. Fhereview-committee-must-
HFEPAFE

{1}(4) Prepare a signed memorandum to the manager of Human

Resources indicatinglisting the names of the best qualified applicant
and 2 alternates in rank order.

728.3435 Conducting Interviews
Interviews provide additional information for a-comparingsen-ef-the
applicants’ qualifications. Interviews are mandatory and may be conducted
by the selecting official, the review committee, or both. Interviews maymust
be conducted only after completingen-of PS Forms 1796-B. No
documentation of the interviews is required.

Review committee_memberss must reach consensus on combining the
interview results with the point totals from PS Forms 1796-B (and other
pertinent information) toin-reaching-their finalize their recommendations or
final-determination of the best qualified applicant.

728.3536 Using PS Form 1796-B
PS Form 1796-B documents whether an applicant has demonstrated all the-
position requirements, and, if so, the level of their-the applicant’s
gualifications. Ferm-147968-B-dees|nterviews are not decument
interviews-documented on PS Form 1796-B. The following Hstgives-
specificare instructions for the-correctly usinge-of PS Form 1796-B-.

a. In Column A, ‘Identification of Requirements;,” the review committee or
selecting official lists all the position requirements. These are divided

into-Saminaticr-Reguiremante-Ehyvsicolond-Drving-rog e omens—ane-
Knowledge-Skills,-and-Abilities {that may-be-written-in-B-element




format,-per63-1b-Appendix/-Bgnet)Desirable gualifications-are not-
listed-asreguirements (see 71414

(1) Examination requirements;.

(2) Physical and dPriving rRequirements; and_

(3) Knowledge, sSkills, and aAbilities (that may be written-in- B-element-
format-per 7631 Appendix{-Bgnetgualification
standardsgualification-standards). Desirable qualifications are not
listed as requirements (see 714.1f).

b. In Column B, “Demonstration,” based on the information available, the
review committee determines whether the applicant has demonstrated
each requirement-based-entheinformationavailable-. If the applicant does
not meet all the-requirements —-(i.e., if the evaluator checked #e"No” under
"Demonstrated” for any requirement;). the applicant is not qualified and
Column C is not completed.

Note: If the applicant failed a required examination, the applicant is not
qualified, and no additional information is needed on PS Form 1796-B.

c. InColumn C, "Points;,” information is entered only for those applicants
who meet all the position requirements as established byin Column B.
The review committee or selecting official assigns points to indicate the
level of qualifications demonstrated by the applicant. No points are
assigned for driving or physical requirements.

d. In Column D, "Measurements Used;,” the review committee or selecting
official must indicateexplain briefly how the decision was made. These
statements need not include all facts considered.

e. In Section 4, "Score Calculation;,” the total points in Column C are
averaged and multiplied by 20. The maximum points that canmay be
earned from the evaluation are 100. The examination score, if any, is
then added to this score to obtain the total points.

f. In Section 5, “Finding;,” the results of the evaluation of the applicant's
gualifications are summarized.

728.3637 Selectingen-of Best Qualified Applicant

Selection for the position will be based on total qualifications, considering
the point totals on_PS Forms 1796-B, the results of the interviews, desirable
qualifications (if any), and other pertinent information reviewed during the
evaluation.

728.3738 Selection Oversight

It is imperative that selecting officials, review committee members for best
qualified positions, and evaluators for senior qualified positions, know the
scope of their responsibilities and the-cerrect-application-ofhow to correctly

apply the principles of selection. in-thisregard-tlt is helpful, but not
mandatory, to include a nonbargaining Hhuman Rresources employee on

each review committee for a best qualified position.

728.3839 Vacancy File

The vacancy file must contain full documentation supporting the selection
decision. The file and documentation must be maintained and retained for 5
years. This documentation includes-a:

a.__Acopy of the announcement—the;

b. The qualification standard,-applications;;



C.

Applications;

d.

PS Forms 1796-B-a;

e

The name of the selecting official.

f.

A list of review committee members-; and the

Notes made-bythat individual review committee members made are the
members’ ewn-property, not records-of-the-Postal Service records, and-
they, therefore, are not included in the vacancy file.

73 Reserved

This section reserved for future use.

74 Nonbargaining Positions

* * *

*

75 Supervisor Selection Proeess

* * *

*




76 Bargaining resiien- JOb-Qualification Standards
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763

763.1

Purpose

The purpose of job-qualification standards is to establish selection criteria so
that Postal Service positions are staffed with fully qualified persons whose job
performance will provide effective customer service and efficient Postal Service

operations. Qualification standards stateinclude the minimum knowledge,
skills, abilities, and other requirements that are essential for successful job
performance.

Some qualification standards may also irdieate-include desirable qualification
factors that may be used in selecting applicants for best qualified positions.

Scope
BgreteceontainsBargaining job descriptions contain qualification standards for
use in both entrance and in-service placements for bargaining pesitionsjobs.

Qualification standards may not currently be available for all pesiionsjobs
covered by collective bargaining agreements. (See 727, "Bargaining Selection
Procedures,” when selections are being made for such positions.)

BgnetHuman Resources System of Record and
Contents

General

Current qualification standards are maintained in an-electronicdatabase-
Jeeated@mhe Human Resources svstem of record. ﬁSe!est@nuEvalua#em

Qua#ﬁsat@nsemmy—saeet@n—&valuanen—a#%@eegmmw4%su&
new-and-revised-standards-by-updating-Bgnet. These include:

a. Occupation code. Each bargaining unit job is uniguely identified by an
occupation code. The occupation code identifies the job and connects it
to a specific job title and pay grade.

b. Knowledge Skills and Abilities (KSAs). The gualification standards for each

job are part of the job description and list the requirements for the job.




763.2
763.21

763.22
763.221

: on.C This | fioati ;
arranged numerically by occupation code-

e. -Alphabetical-lndex—This-index-ofgualification-standards-is-
arranged-alphabetically-by-position-title.

—Qualification-Standard-Numberindex-This-index-of qualification-
standards-isarranged-in-order-by-gqualification-standard number:

Contents of Qualification Standards

Knowledge, Skills, and Abilities Requirements

This section of a qualification standard contains the knowledge, skills, and
abilityabilities (KSA) requirements. In-some standards these requirements-may-
be-identified as B-elements-thatreferto-the-elements-in-Appendix1.-Bgret
Ctherregquirements-may simply be numbered-orlettered-consecutively-

Local Options for Basic Computer Skills and Driving Requirements
General

Some positionjob qualification standards do not specify basic computer skills or
driving requirements. However, the ability to use a computer, drive, or both,

may be essential to the-efficientperformance-of some-specificefficiently

performing some duty assignments. When filling any vacant position with no
officially published basic computer skills or driving requirements listed on the
qualification standards, local management may add:_

a. TheExam 718, “Basic Computer Skills Test-748:". and/or_

b. Adriving requirement to operate a motor vehicle or powered industrial
equipment._

Basic computer skills or driving requirements must be reasonably related to the-
efficient-performance-ofefficiently performing the duties of the job, and local
management may only add these requirements when the applicant is expected
to use computer skills or drive en-aregularbasisreqularly in the position.

Local management may not modify or delete existing basic computer skills or
driving requirements in official qualification standards.

763.222 Basic Computer Skills

If yeu-addthe selecting official adds a basic computer skills requirement—nclude
to the qualification standards of the job, the selecting official must include the
following statement on the job posting or vacancy announcement:

“Applicants must demonstrate basic computer skills as demonstrated by
successful completion of Postal Service FestExam 718."

763.223 Driving Requirements

763.23

If you-adda selecting official adds driving as a requirement; for the position, the
selecting official must include one of the following statements on the job posting
or vacancy announcement, as appropriate to the position:

a. 'Applicants must have or be able to obtain authorization to operate a motor
vehicle-."

b. “Applicants must have or be able to obtain authorization to operate
powered industrial equipment:.”

Physical Requirements




Physical requirements are included in some qualification standards. These
requirements are intended primarily for applicants who are entering the Postal
Service. Medical assessments for in-service applicants or bidders are
administered only when the physical requirements for the new positions are
more demanding than those required in the employee’s current position.

All employees must be physically able to perform the essential functions of the
positions for which they are applying, with or without reasonable
accommodation where appropriate, and without posing a direct threat of harm
to themselves or others.

763.24 _Examination Requirements
763.241 General

Examination requirements may include a performance test, a rated
application, or a written examination. The "Examination Requirements”
section of the qualification standard will indicatespecify if an examination is
required.

See 233.12, which describes when substitutions for examination requirements
are permitted.

7683241 763.242 Rated Applications

A rated application is a method of evaluating and rating applicants’
experience and training to determine theirapplicants’ qualifications for
specific positions. The “Examination Requirements’ section of some
qualification standards will indicate-specify that the position is filled by rated
application.

In such cases, the rated application is to be used only for entrance and in-
service application procedures. Rated applications are not used for in-craft
applications. The following situations apply to rated applications:

a. Bid Procedures. When a position is being filled through bid procedures
and the qualification standard for this position specifies a rated
application, the rated application is not used in this instance. However,
any examination specified in the qualification standard is required.
Human Rresources oeffises-must ensure that bidders for these positions
meet all the-requirements indicated-specified in the qualification
standard.

b. Reviewing Qualifications. When a rated application is used for in-service
application procedures, officials are stil-required to review the
applicant's qualifications, and to complete a PS Form 1796-A after
receiving the following:

(1)_-Tthe individual's rated--application score; and

(2)__-Aany other applicable test scores.

763.242763.243  TestExamination Development and Using e-efResults

Except for scheme examinations, testsexaminations are developed by or at the
direction of Selection-Evaluation—and-Recognitien-Organizational
Effectiveness. In cases where a written testexamination is required, the results
of that testexamination must be used according to the terms of the applicable
collective bargaining agreement. Applicants or bidders who have previously
qualified on a written testexamination are not retestedrequired to retake the
examination.




763243 -Substitution-of Typing Examinations

763.25

Substitut : : P ; R
An-applicantwho-bids-a-pesition-that requires Test 713-need-nottake that
test-if-the-apphicant-has-qualified-within-the 2 years-pricr-to-application-on-
Test 712 -orthe-applicant currently holds-a-position-requiring-regularuse-of-
No-typing-testis-allowed as-a-substitutionfor Fest 714-

Experience Requirements

Many qualification standards contain experience requirements. These are
minimum requirements that all applicants must meet. The-substitution-
efSubstituting education or training for experience is appropriate only as
indicated in the gualification standard.

6 Dedivabile-Ciaalifleat
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Some-qualification-standards contain factors-identified-as-desirable-
tione T o Hicfion.

Using Qualification Standards to Fill Vacancies

Vacancies to be filled by bid or application are posted in accordance with the
applicable collective bargaining agreement and 72, "Bargaining Positions.” The
qualification standard appropriate for the particular position must be included
in the announcement. No additions, deletions, or modifications are permitted,
except as provided by 725, "Special Requirements,” and 727.3, “No
Qualification Standards.”

Selection Decisions

Senior Qualified Positions

For bargaining positions filled enthe-basis-efbased on senior qualified, the
senior bidder's qualifications are compared to the published qualification
standard. The senior bidder is selected if qualified. (Ssee 72, “Bargaining
Positions.”)-

Best Qualified Positions

For bargaining positions filled en-the-basis-ofbased on best qualified, all
applicants are required to describe their qualifications based on relevant
education, training, or experience. This description must address the
requirements given-on the qualification standard. Where-applicable-applicants-
should-consultthe B-element-questions-given-in-Appendixt\Where |f there is
no appreciable difference in qualifications, seniority is considered, except if it
will be the determining factor as required by a collective bargaining

agreement.

Waiver of Qualification Requirements

Actions PriertoBefore Requests for Waivers

Applicants for positions for which standards have been published must fully
meet the specified requirements. If a_selectingn-appeinting official determines
that there is no qualified employee available for consideration in the rermal-
usual area of consideration, the following alternative courses of action must be
taken priertobefore requesting a waiver of the specified standard for the
position:




a. Expand the area of consideration for internal applicants.

b. Conduct an extensive external recruitment effort aimed at the applicant
pool for the position.

766.2 Approving Authority and Procedures
When there is valid reason to request a variation from a published standard, the
following procedures is-usedare followed:

a. The appeinting-selecting official must request, in writing, a variation of 1 or
more items of a qualification standard through rermal-usual channels of
communications to the managerdirector of Selection—Evaluation—and-
RecognitionOrganizational Effectiveness.

b. Requests for variation must include appropriate evidence to support
the request. Such requests must be responsive to the following
questions-as-well-as, and include any other pertinent information:

(1) Have adequate recruiting efforts been made to secure a fully
qualified applicant (i.e., expansion of area of consideration,
advertising, contacts with professional community groups, and use
of employment services, etc.)?

(2 What is the impact of the variation on the equal employment
opportunity policy of the Postal Service?

(3) Does the variation seek to lower an established educational
requirement?

(4) Does the variation seekto-establish a new education requirement
where none has been required? (Mandatory education requirements
should not be necessary for most bargaining positions.)

c. Requests must be for qualification standards for the position only, never
for an individual. If the waiver is approved, the selection process must
begin again, usingand the revised standards for that particular-position_
used. All newly eligible applicants must be given consideration for the
job.

d. The qualification requirement waiver applies only until the jebposition is
filled. Subsequent vacancies for the same position must be posted using
the published qualification standard.

e. Nermally;Usually an employee may be selected for a position that
has the requirements waived only once in any 12-month period.

766.3 Documentation
The written request for variation from a qualification standard must be
addressed as specified in 766.2a; and mustinclude the spesific-
information shewnspecified in 766.2b. The request must provide
approving officials with the information necessary to reach a decision
and provide employees with a record of an approved variation. The
request will also serve as a record of the variation for inclusion in the
vacancy file.
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Organization

Most Postal Service positions are filled by qualified caresr employees
(excluding new hires) through assignmeant, reassignment, and/or
promotion. This chapter focuses on the policies and procedures governing
in-saryvice p!acament and qualification standards, as follows!

a
b.
¢

e,

f.

{3 — Regerved,

74— Nenbargaining Positions (including Executive and Administrative
Schedule [EAS], Managemsnt Pay Band, Technical Pay Band,
Inspection Service Law Enforcermnent [15LE] and Attomey
Compensation System [ACS] positions).

75— Bupstvisor Selection Process,
78 - Bargaiﬂing Jobﬂualiﬁmtimn Stancﬂar‘ds

Equal Employment Opportunity Policy

The following is Postal Service policy:

&,

D.

.

Selections for positions to be filled by assignment, reassignment, or

promotion wilk

(1) Comply with the provisions of applicabie coliectiva bargaining
agreements; and

(2) Be based on merit and the relevant experience, training,
knowladge, skills, and abilitles required for the positions being
filled.

Al employees and applicants for employment will be afforded equal
apportunities in employment without regard to race, color, sex
(inciuding pregnancy, sexual orlentation, and gender identity, inciuding
transgender status), national origin, religion, age (46 or over), genetic
information, disability, or retaliation for engaging in EEQ-protected
activity as provided by law. As part of its program of egual employmant
opportunity, the Postal Service prohibits discrimination or harassment
based on any of thase categories.

The Postal Service alse prohibits discrimination or harassment based
on pelitical affiliation; marital status; status as a parent; and past,
prasant, or llure military service,
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Exclusions and Limitations

Exclusions
The pravisions of this chapter specifically exciude:
a. Fostal Career Executive Service (FCES) positions.

b. Restricted positions. The provisions on filling positions restricted to
preference eligibles do not apply to in-service placements of caresr
amployess. (See 232 52, "Positions Restricted to Applicants Eligible

P

for Veterans' Preferancea.”)

c. Veterans' preference. Does not apply to the internai placerment of
carser employess, However, veterans' preference does apply o
axternal applicants,

Limitations

Eligibility for considaration to some positions is limited to employees in
specific levels, occupations, geographic areas, or organizations.

Seiection: Definitions and Philosophy

Definitions
The following definitions ¢larify and standardize the terms used in the
selection process:

a.  Requirements. The knowledge, skifis, abilities, experiences, and
physicai and other conditions that periain o a spacific position or
duty assignment. The following apply:

{1 Notall these reguiremenis are appropriate for every position;
only requirements that an individual needs to successfully
perform the duties of a position upon entry apply.

(2} Employees fully meet the physical requirements of a position
if they are physically able to perform the essential functions of
the position, with or without reasonable accommaodsation
where appropriate, and without posing a direct threat of harm
ta themselves or others. (See Handbook FL-307, Reasconabla
Accommaodation, An inferactive Frocess.)

b Qualifications. The knowlsdge, skills, abilities, experience, and
physical and other conditions that pertain to the applicant or
bidder. The following apply:

{1} Appiicants and bidders must meet the requirements, which
means that they must possess the qualifications {e.g., the
knowledge, skills, and abilities) that are requirad for the
position,

(2) Bidders must demonstrate that they possess gach of these
qualifications at g leve! that is sufficient for satisfactory (as
opposed to unsatisfactory) performance in the position.

(3} The timing for mesting the requirements for senior qualified
positions is described in 727.5, "Timing and Sequence of




Evaluation.”

¢, 8pecial conditions. Conditions that apply only to nonbargaining
poesitions. They describe the circumstances under which the work is
performed. Baing able io meet a special condition is essential fo
satisfactory performance at entry. Often conditions pertain to the
willingness of the applicant to perform certain duties or tasks (e.q.,
willingness to travel frequently, or to work irregular hours).

d. Special requirements. Requirements that apply only to bargaining
positions, These are stated as knowledge, skills, or abilities required
for a specific job assignment. Special reguirements may be added
iocally and used in addition to the qualification standard for the
position.

e. Gualification standard. The official document that identifies the
reguirements of a bargaining position that are needed at entry.
GQualification standards do not necessarily contain a complete list of
reguirerments for continuad satisfactory performance in a specific
position.

f. Desirable gualification. Qualification that applies only lo best qualified
positions. 1 is a knowledge, skill, or ablity that is not a mandatory
reguirement of & pasition, but ona that would be beneficial in
parforming the duties of a specific job. (This applies only to best
aualified positions.)

g. Factors. A cluster of ralated knowledge, skills, and abilities svaluated
as a single regquirement. Factors apply only in postrnaster selection.

h. Job posting (bid posting). A posting for filling a senior qualified bid

bargaining poesition. A job-posting announcemeant contains one of the
following:

1 Job title and pay grade;

Qccupation code;

Funclional purpose;
@ Job duties and responsibilities {desgcription of the work); and
(5 Qualification standards,

i Vacanoy announcement. An announcement for filling entrance

positions, best quaiified positions, or nonbargaining pogitions. A
vacancy annouincement containg one of the following:

(h Job title and pay grade,
(2 Occupalion code,

(3 Functional purpose,

4 Job duties and responsibiiities {description of the work); and
{5 Duslification standards.

Vacancy announcements do not necessarily contain a complete list of
requirements for continued satisfactory performance in a position.
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Philosophy

The philosophy underlying ait selections is that a person placed info a
position must be qualified — that is, must meet the requirements of the
position. For senior qualified positions, selection is based on a determination
of whether the senior bidder is gualified. For best gualified and
nonbargaining positions, selection Is based on a determination of who is best
gualified basad on fotal qualifications,

Reasonable Accommodations in the Selection Process
Reasonable accommodation for gualified applicants with disabilities can take
miany forms. (See Handbook EL-307, Reasonable Accommodation, An
Interactive Process.) Accommodations that may be needed during the
selection process include, but are not limited to providing the foilowing;

a. Written materials in accessible formats.
b. Sign-langusge interpreters.

C. Accessible locations for recruitment, interviews, performance
examinations, and cother components of the process.

4. Eguipment or devices that accommodate the applicant’'s disability or have
been modified to accommaodate the applicant's disability.

& Applications and employment questionnaires that have been adiusted or
modified to accommodate the applicant's disability.

Using Penalty Mail for Applications

Only current bargaining Postal Service employess may forward job
applications and job bids by panalty mail if the appfication or bid is in’
response to an offictal Postal Service Iob announcement,

Positions Filled Temporarily
General

When a career employee is tamporarily absent, that employee’s position
may be filed by temporary assignment, reassignment, or promotion. The
appitcant must understand the terms of such an assignment — spacifically,
that when the absent employee returns, the applicant returns to the position
the applicant occupied hefore the temporary assignment. (See 716.34,
“Conditions of Temporary Promotion.”)

Examples of femporary absences of an incumbent that justify filling a
position temporarily inciude the following:

a. Berving active milttary duty,

b.  Serving as a national officer of a Postal Service employees organization.
¢ Being temporarily assigned and/or promoted to ancther position.

d. Being appointed as an officer-in-charge.

Temporary Assignments

General

Temporary assignment is the placement of an employee into an established
position for a limited time period to perform duties and responsibilities other
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716.23

than thosa contained in the employee's regular position dascription, A
formal reassignment and/or promotion personnel action is not required.

Temporary Bargaining Assignments

Unlews stated in the relevant collective bargaining agreement, employees in
temporary bargaining assignments must meet the qualification standards for
the positions to which they are assigned. When the ralevant caliective
bargaining agresment containg specific provisions regarding higher-lavel
bargaining assignments, thesa provisions must be foliowed.

Temporary Assignments to Nonbargaining Positions

The following general policies apply to temporary assignments to nonbargaining

pogitions: ‘

a. Temporary assighinents to nonbargaining positions are made only for
the shortest practical time limits and may be used to meet amergencies
caused by abnormal workload, & change in mission or organization, or
unanticipated absences.

b, When a nonbargaining employee is absent (except a postmaster),
avery effort must be made for other employees of the same or higher
level fo absorb the absent employee's dutiss,

¢. The selecting official or designee may temporarily assign any
qualified employee to mest service needs.

d. Typicslly, congideration is given to unassigned employees (i.e.,
empioyass whose positicns havea baert abolished).

e.  Atemporary assigoment may be terminated at any time at
managemeant's discretion or at the emplovee’s reguest.

f. Temporary assignment of an employee to a position at the same or
lowar level should not exceed 90 calendar days, unless extended by the
next higher level of management above the detziled position. (See
716253 through 716,255 for time limits on temporary assignment o &

higher-tevel posgition.)

g. Temporary assignments must be documented using P8 Form 1723,
Assignment Order.
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Exhibit 716.23

Temporary Assignment Duration Approvers

Temporary Assignment

Duration Approver Reference
Up to and including 29 Selacting official or designse. 716.23(¢)
davs

30 days or more involving | Maxt higher-level (NHL) manager aver the manager of the position.* 746,252
travel or higher-tevel pay F16 4-1.2.1
80 days or more invalving | NHL of management above the defailed position. * 718.263
highar-level pay

120 days or mors If the detallee is not a candidate for the position 1o which detailsd, 116,254

involving higher-level pay

NHI managar over the manager with the vacarncy can approve the
axtansion.” f the detailes is a candidate for the position to which

detailed, the assignment must be terminated before the 121% day.

Exceeding 1 year

Prior written approval in advance from the vice president of Area 7
Relgll & Delivery Operations, vice presidant of Regional Processing, F
or vice president of Logistics (for field detail assignmenis). or the
functional officer (for detail to a Headquarters and Headquarters Field
position). The approving manager must notify the vice president,
Controliar,

" “Exoeption: If the detaif assignment was orfyinatly approved by a PCES managsy, further approval is not nacessary.

716.24 Temporary Assignment to Higher Level - Bargaining

716.25 Temporary Assignment to Higher Level — Nonbargaining

T16.25

1 Necessity
No one may be temporarily assigned to a higher-level nonbargaining position
unless such an assignment is essential to the effective operations of the
rostal Service, and the person selected assumes the full core responsibiiities
of the higherdevel position,

716.252 Higher-Management-Leve! Approval for Assignments of More

716.253

Than 30 Caiendar Days

When a temporary assignment or detall requiring travel and related
expenses, or higher-level pay, is expected to last longer than 30 calendar
days, the manager of the position must obtain approval from the next highsr-
ievel manager (Unless a PCES manager originally approved the datail
assignment). The request for approval for an extended-duty assignment or
detail requiring extended travel away from the employee's parmanant duty
gtation must inciude the following information:

Furpose of the assignment or detail;

Cost,

Benefil(s) expected;

Consideration of alternatives; and

Value to the Postal Service,

See also Handhook F-15, sections 2-2.1.2 and 4-1.2.1.

T o0 T oe

Higher-Level Assignments Limifed to 30 Calendar Days Unless Extended
Temporary assighmant to a higher-tevel position, during the absence of the
incurnbent, is limited 1o a maximum period of 90 calendar days. The period




may be extended with advance approval of the next higher level of
management above the detailed position. Exception if a PCES manager
originally approved the delail agsignment, then approval of the extension is
not required

higheewlevel position also mvoives travel away from the mﬁpioyee 5
permanent duty station. Sees 716,254 and 743,16 whan the h;gher—lwel
temporary assignment i$ to & vacant position.

716,254 120-Day Time Limit

Temporary assighmant to a higher-leval vacant position, pending selection
of & person for permanent placement, is limited to a total of not more than
120 calendar days. If the employee on temporary assignment could become
of 18 & potential candidate for the vacant position, the higher-grade
assignrent must be terminated before the 121 day.

If the employee Is not & candidate, the next higher-level manager over the
manager with the vacancy may approve an extension of that emplovea's
temporary assignment bayond 120 days, unii! a selection is made and the
new employee assumas the position. '

Excepz‘mn' if & PCES managtar or'ginally approved the detaii aﬁsig'nment

the 120-Calendar-Day Limit,” for exeeptlons

718.265 Tamporary Assigaments Excesding 1 Year

716.3

716.31

Temporary assignments exceading 1 year, including thoge that involve travel

and associated expanses, require advancs written approval from one of the

following:

a.  The vice president of Area Retail & Delivery Operations;

b. The vice president of Regional Processing;

¢ The vice president of Logistics (for detail to a fisld position); or

d. The functiona! officer {for datail to a MHeadquarters and Headquarlers
Fisld position).

Thers must be a critical nead to exiend a temporary assignment beyond 1

yeat. The approving manager will notify the vice president, Confroller, of the

approval 1o ensure travel reimbursaments are handled as required by law,

See Handbook F-18, section 2-2.1.2, for approval and notification

requiremeants, and tax consequences of detall assignmants exceeding 1
year.

Temporary Promotion and Promotion to a Temporary
Position -

General

in this section, "temporary premotion” refers 1o both temporary promoticns
to a nonbargaining position, and promotion to a temporary nonbargaining
position.

Temporary promotion to a nonbargaining position that has no time limitation
s limitad to situations when it is impractical to fill & higher-level position by
other lemporary means. Such situations include, but are not limited to the
following:

& Long-term absence of the incumbent; or
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b, Aneed to defer permanently filing a vacant position for a lengthy time
period.

Prometion fo a temporary nonbargaining position is limited to situations

when the position is authorized for a specific imited duration to serve a

temporaty or transitional need.

Selection Procedurss

Competitive procedures are used to fill a position through a temporary
promoetion. The vacancy announcement must clearly state that the
appointment will not excesd a stated period. When the puosition ig filled
permanently, competitive or noncompatitive procedures may be used
(sea 743). An employee who served in a position through competitive
temporary promotion is eligible 1o recompete for the position, regardiess
of the duration of the temporary promotion.

Appointment Duration

Atemporary promotion may be made for a limited period, usually 2 years or
less, depending upon need. If the employee's services are still needed in the
assignment after the initial period expires, the employee may continue to
serve, hut it must be datermined whether the situation is still temporary or
whether the pasition should be filled permanently. A temporary promotiorn;

a  May not exceed 1 year without approval of one of the following:
(1) The vice president of Area Retail & Delivery QOparations;
(2) The vice president of Regional Processing,
{3) The vice president of Logistics (for figid detail assignments); or
)

{4) The functional officer (for a Headquarters and Headguarters Field
position).

The approving rmanager must notify the vice president, Controller {see

b. s documented on a PS Form B0, FPersonnel Action;

c. Terminates an a specified date, unlass extendead;
May ba terminated at any fime based on the needs of the Postal
Service; and

¢ Does not make the employee ingligible to compate for the vacancy if
the position is posted. '

Conditions of Temporary Promotion

Applicants for temporary promotion must be informed of the conditions of
the placement, including the expected duration. An employee selected for a
temporary promotion will be required to sign an agresment covering the
terms of the temporary promotion.

The purpose of the agreement will be to avoid any misunderstanding as to
the conditions of the temporary promaotion. The agreement must state that
by accepting prometion to the temporary position, the position becomes the
amployes’s position of record. The agreement must also address:

&, The effect on the employes's salary during the temporary promotion;
b. Relocation benefits, if any;
¢ Becurity clearance requirements, if applicable;

d. The employee's ability to apply for other positions, including lateral
reassignment at the grade of the position to which temporarily
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promoted; and

@. Reassignment to a comparable nonbargaining position at the end of
the temporary promotion.

if before the temporary promotion is terminated, the competitive area where
the position is located undergoes a reduction in force (RIF), the employee's
rights are determined based on that position, not under the agreement that

the employee signead,

Positions Filled Permanently

Reassignment

Reassignmeant is the permanent assignment with or without relocation of an
employes to another establishad position with the sams level in the same
salary schedule, or to a position with an equivalent level in another salary
schadule. The following policies apply o reassignment;

a.  Reassignment to a bargaining position. General policles and
proceduras govaming reassignmants (o bargaining positions are
contained in the applicable collective bargaining agreement. (See 72,
‘Bargaining Positions,” and 78, "Bargaining Job-Qualification
Standards," for detailed policies and procedures.)

o, Reassignmen! to a nonbargaining position. The following apply:

(1) Management may reassign nonbargaining emplf}yew
noncompelitively (see 743.11).

(2) Employess with saved grade may be considered noncompetitively
for positions up to the level of their former position of at any
intervening levst,

(3) Employeas who desire reassignment may aiso apply in the samae
way as emplovess who desirg promotion consideration,

(4) An emploves with a disability who desires reassignment should
work through the appropriaie Reasonable Accommodation
Commitiee at the district, area, or headquarters lavel.

& Mulual exchanges. Career bargaining employees may exchange positions
at the same levsl, if the exchange is approved by management at the
nstallations Involved, subject 1o the provisions of the applicable collective
hargaining agresment. An exchange of positions does not necessarily
mean that the employees invoived take over the duly assignments of the
nogitions.

Excluslons: Part-time flexible employees may not exchange positions

with full-time employees, or hargaining employees with nenbargaining

amployees, o nonsupervisory emp!oyees with supervisory

amployees.

Unassigned Employess

Employses whose positions have been abolished are assigned in
accordance with Employee and Labor Refations Manual {(FELM) section 354,
*Assignment of Unassigned Employesas.”

Fromotion

Gieneral

A promotion is the permanent assignment with or without relocation of an
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emplovee to an established position with a higher leve! than the smployee's
previous position, or to an established position with a higher than equivalent
level in another schedule (see ELM section 413, “Promotion io
Nonbargaining Unit Fositions”). Restrictions on the promotion, or
recommendation for promotion, of immediate relatives of nonbargaining
employees arg described in Chapter 8. The following policies apply to
promotion:

a.  Promotion o a bargaining position. General principles governing
promotions o bargaining positions are contained in the applicabls
collective bargaining agreement. {See 72, "Bargaining Positions.”)

b, Frorotion fo a nonbargaining position. General policies and
procedures governing promaotions to nenbargaining positions are
contained in £LM section 350, "Assignment, Reassignment, and
Fromotion.” (See 73 through 75 of this handboolk for specific
policies.)

Gompetitive Procedures

Except as otherwise indicated, competitive procedures apply to all
permanent promotions.

Exceptions o Competitive Procedures

The following promotion actions are axempted from competitive promotion
procedurss:

g Promaotion of an incumbent to a position reclassified at a higher leve
without significant change In duties and responsibilities.

b, Promotion and assignmant of current nonbargaining employees to
highar-level nonbargaining positions under the conditions describad
in 74. This includes employees with refreat rights, those previously
reduced in level, or those serving with saved grade.

¢.  Promiction of an employee who satisfactorily completes an approved
training program that specifically provides for promotion, if:

(1) The employes was selectad for the program under competitive
pracedures; and

(2) The fact that selaction could lead to promotion was made known to
potential candidates for the program.

Change to Lower Level

Management may approve a nonbargaining employee’s voluntary request
for change to a vacant nonbargaining position at a lower grade consistent
disability wh;"c-iggiﬂr"e& noncompetitive change 1o a lowar-level
nonbargaining position should work through the appropriate Reasonable
Accormmadation Committee at the district, area, or headguarters level.

Absent Employeges

Not on Active Military Duty

Employees on extended leave, including leave without pay, will also be
considered, provided they are otherwise eligible and have applied for
promotion. If the employes is selected for promotion, the personnel action
is processed upon return o Postal Service duty. The date placed on the
parsonne! action s the dete the promotion would have occurred had the
employee not heen absent.
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717.521 Bldding on Posltions
While on active military duty, employess continue to gain seniority and may
bid on positions that become vacant during the employee’s absence. A
written or electronic notice must be submitted by the employee to Human
Ragourcas, arif appropriate, to the manager in charge, such as the
postmaster, indicating the employee's interast to bid on specific positions.
The foliowing also apply:

a.  Tha bid must be srocessed and awarded in accordance with the
appropriate collective bargaining agreement as if the amployse is
actively smployed. If the position is awarded, a personnel action is
initiated to place the emplioyee in the newly gained position and pay
scale and to assure that seniority is credited as specified by the
appropriate collective bargaining agreement.

b. - Unsuccessiul bids are retained untit the desirad position is gained or
the employee resumes active employment upon return from military
sarvice.

c. Training is deferred until they return for employees who gain a position
for which there is contractually requirad fraining. Upon their return,
employees will be reguired, In ascordance with the respective
collective bargaining agreement, to meet the training requirements.

d.  No personnel action is to be initiated until the employee completes the
training requirement. in these cases, every effort must be made to train
the employea upon return to work. The employes would only be
awerded the position upon satisfactory completion of the required
training.

2. Anaudit trall docurenting the bid submissions must be maintained.

717.522 Monbargaining Posltions
To ba considerad for nonbargaining positions, nonbargaining and
hargaining employees on military duty must submit to Human Resources
nersonnel a completed candidate profile for vacancies in desired positions
and locations, Murman Resources personnal will treaf the profile as if it
were an application whan there is a vacancy in the desired position and
tocation. The following zlso apply:

a. The application is considersd in accordance with the area of
consideration noted on the announcement.

b, Applications resulting in a nonselection are reconsiderad for other
vacancies as they oocur in the desired position and location, unti the
applicant has been successiuily selected.

o.  Applications from employess who are an active duty with the uniformed
sarvices are to bs accepted at any tms for subsequent consideration
when an appropriate vacangy is announced.

d.  Menbargaining employees on active military duty may also request
reassignments to lateral or lower-leve! positions in accordance with the
nonbargaining selaction polisy.

e, Selected individuzls are 10 be placed in the new position with the
appropriate pay tevel by initlating a personnet action whiie in the leave-
without-pay {(LWOR) status.

f. Human Resources must establish and retain an audit trail of the
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selection activity,

g. ilpon the employee’s return from active military service, the
responsibility for submitting bids or appilications for nonbargaining
positions reverts to the employes.

Vacancy File

Avacanay file is estabilshed for all premotions made under the competitive
orocedures. (Sea 728.27 and 728,37 for bargaining procedures and 743,42
for nonbargaining procedures.)

72 Bargaining Positions

721

722

723

T4

Filling Positions

Filling bargaining positions through assignment, reassignment, or prormaotion
is subject to the provisions of the appropriate collective bargaining
agreements. Except for provisions in the agreements covering excess and il
or injured employees, vacancies must be filled by promotion or reassignment
within the apprapriate craft and installation, if qualified bidders or applicants
are avaitabla,

Conversion to Full-Time 5t{atus

A full-time residual position is filled by assigning an unassigned full-time
amployee or a full-time flexible employee. The conversion to full-time of a
qualified part-time flexible employee with the same designation or
nccupation code as the vacancy should ocowr only after unassigned full-time
amployees have baen assigned, Part-time flexible emplovaes must be
changed to full-lime regular positions, if appropriate, within the instatiation in
the order specified by the applicable collective bargaining agreement.

Ares of Consideration

The area of consideration is described in the appropriate collective
bargaining agreement. If necessary, the area may be expanded to eligible
employess in other crafts at the same installation, and then fo eligible
smployeess at other instailations.

Position Requirements

Reguirements for individual duty sssignments are included in qualification
standards, vacancy announcements, or job postings. These requirements
pertain to assignment, reassignment, or promotion. The following also apply:

a.  Avacancy announcement or job posting may include requirements in
addition to those in the applicable gqualification standard. These -
additional requirements include special requiremants or computer skills
and/or driving reguiremedts that may be added. (See 725.2,
“Appropriate Special Requiremants,” and 763.22, “Local Options for
Basic Computer Skills and Diriving Reguirements.”)

b, Qualification standards are available for most bargaining positions in the
Human Resources system of record. When a qualification standard

axists for a specific bargaining position, its provisions must be foliowed.
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(See 727.3, "No Qualification Standards,” when a qualification standard

is not available for a position.)
Special Reguirements

identification, Justification, and Documentation

Special requirements must be related to the job and must be justified to
show that the particular reguirement will enable applicants to perform oritical
job duties that they would ctherwise be unable to do satisfactorily. Sufficient
decurmentation must be available to show that spacial requirements are
clearly job-related, and the documentation must be retained in the vacancy
file. :

Appropriate Bpecial Requirements

Special requirements for bargaining positions must be writlen ag
knowledge, skill, or ability siatements.

Examples of appropriate spacial requirements, if justified for a particular
pasition, includa:

a. Knowledge of 8 language other than English.

b Knowledge of a particular computer-programming language that
cainot readily be acguired after selection.

inappropriate Speclal Requirements

Educationa! requirements, such as a bachelors degree, or langth of
exparience, such as 6 months of exparfence, are nof appropriate as spacial
reguirements and must not be added locally, if education or expstience
reguirements are Hsted on a qualification standard, they must nof be
modified. No examinations may be added, axcept as allowed for basic.
computer-skills requirements.

Other axamples of inappropriate spacial requiremants include:

a.  Arequirement that could readily be met by a brief initial period of
orlentation and familiarization in the assignment.

b, Arequirement that unduly restricts the number of ellgible candidates or
favors a padticular candidate.

o Arsguirament not immeadiately essential to the position, such as one
tased on a possible future assignment, except in the case of & rainse
position whare ability and potential to advance to higher levels in the
cecupation are required,

Posting Requirements
Ganeral

All vagant oraft duty asgignmenis thal are not (o be reverted must first be
postad within the oraft for filling in accordance with the appilcable collective
bargaining agreament. Bidders or applicants must meet all reguirements
bafora being placed into the position. When posting doas not result in
successiul bidders or applicants, the following may be used to fil the
position:

a.  Reassignment.

h.  Change to iower lavel,

¢

Promotion,
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From Another Federal Entity.”)
f. Other external appointment,

Entry Positions in P85 and Below

Entry-level promotional opportunities to residual vacancies remaining after
exhausting the bidding or application procedures need not be posted. However,
proceduras must be develepad locally o inform lower-level employees of
promoetional opportunitize and {0 arrangs for appropriate in-service
examinations for employees who have not afready qualified.

Management must encourage employees to apply. Managers must also exiend
every opporiunity for prometion to employees who are efigible, qualified, and
available before recruiting from external sources.

Employees on active military duty may leave bids or applications for futura
bargaining vacancies with Human Resources, or an appropriate manager, for
actualization whan posting occurs.

Senior Qualified Positions

Senior qualified positions must be posied in accordance with the appropriate
coliective bargaining agreement.

Best Quaiified Positions

Best qualified positions must be posted in accordance with the appropriate
collective bargaining agreement. The following must be included in job postings
for bast qualified positions anly:

2. Position by title, number, leval, and duties,
B, Location, tour of duty, and scheduled workweek.

¢.  Existing job reguirements. If g qué!ificat%on standard is available in the
Human Resources sysiem of record, it must be used.

d.instructions regarding where to send applications, the date by which
applications must be submitted, and where additiona! information may
be oblained.

e. Specification that selection will be made from among the best qualiied
appilcants who are eligible and available,

£ Creft designation, in accordance with the applicable collective
bargaining agreament.

g. Statement on equal ermployment opportunity,

b, Slatement on prohibition of pofitical recommendstions.

Bargaining Selection Procedures
General

The goal of bargaining selection procedures, whether for entry or in-service
positions, 1 to ensure that qualified peopie are selected to fill the positions.
Eligibles salected, prormoted, or reassigned at any level must meet alf the
requiraments of the position as stated on the qualification standard, and the
vacancy announcamsant or job posting.

Empioyvess fully meet the physical requirements of a position if they are
physically able to perform the essential functions of the position, with or without
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reasonable accommedation where appropriate, and without posing a direct
threat of harm 1o themselves or others. {(Bee Handbook EL-307, Reasonabls
Accommodation, An Inferactive Process.)

Gualification Standards

Bargaining qualification standards, available in the Human Resources
system of record, include the requirements that all bidders or applicants
must meet to be eligitle for placement in the position. The gualification
standards are applicable when filling both entry and inservice positions.
Additicmai requirements for positions may be established only as specified in
'gi-éndarcisa.“ These additional requirements must be specified on the job
posting or vagangy announsement. Subchapter 78 contains further
ingtructions on using qualification standards,

No Qualification Standards

Some bargaining positions do not have qualification standards.
Requirements for these positions must be developed locally and be included
in the vacaricy announcement or job posting. Appropriate documentation
used to develop requiraments must be retainad in the vacancy file.

When fo BEvaluate Qualifications

Human Resources parsonnel are obligated to ensure that successiul
bidders have demonstrated that they maet all the position requiremants,
including the following:

a.  Bidding for a change in schedule. Whan a bid is to a position of the
samsa title and level in order to obtain & change in the work schedule,
an avaluation of qualifisations is limited to computer skills or driving
requiremants and special requiremants, if any, that may be differant
from those in the current duty assignment,

b, Bidding to return 1o & posifion previously held. When g bid is to return to a
position that the bidder previously held, appropriate records must be
raviewead {0 determine if the requiraments for the posltion are the same as
whan the bidder originaily oblained the position. The following apply:

(1) if any requirements have changad, the bidder must meet all new
requiraments, regardless of how long it has been since the bidder left
tha position.

(2) An eligible bidder may be disquatified on a current bid if the bidder
was previously taken out of the same or similar position for not
meeting a job requiremant,

(3) Similarly, a record of pending removal in & previous position may
also be justification for disqualification. in hoth cases, the amount
of fime passed between bidding out and bidding back, and the
bidder's record in the interim must be considered.

Timing and Sequeance of Evaluation

Spacifications regarding time framas and seguences appropriate to the
avaluation pracess, included elsewhere in this chapter and in the collective
bargaining agreements, state that while applicants and/or bidders must meet
the requirements of the position, not all the reguiremants muat necessarily
be demonstrated at the same time,

Far example, after 2 senior bidder has been found to meet all other
reguirements of a position with training requiremenis, the bidder is placed
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into training and then must demonsirate satisfactory completion of the
fraining.

Ajso, an applicant or bidder may be awarded a position pending review of
the applicant’s or bidder's driving-history records and driver's license to
ensure ifs validity. {See 516, “Driving History,” and §17.5, "Driver's License
Review.") Evaluators, review committees, and selecting officials must take
such sequences into account when evalualing quaiifications or requesting
that applicants and bidders demonstrate their qualifications.

Evaluating Qualifications

When gualifications are evaluated, applicants and bidders are obligated to
demaonstraie that their gualifications meet the requiremants. If there iz
insufficient information to establish a senior bidder's qualifications,
information from the bidder is requested after the posting closes. (See

if an applicant or bidder does not meet all the position’s requirements,
including an sxamination, the person is not gualified and, therefore, not

the requirements, and 727.5 for information on when reguirements must be
met.} :

Fertinent iInformation

in evaluating gualifications, evaluators must consider available pertinent
information that shows whether the employee meets the qualifications.
FPartinent information may include, but is not _!imited to, the following:

g  Interviews.
b, Supervisory appraisals.

¢, The written application specifying verified experience, education, and
training.

d. Certificates of course completion or transcripts, accompanied by a
school catalog specifying course content, when reguested.

2. Examination results.

f.  Fersonnal regords.

Hote: Interviews for best quaiified positions must be used as spacified
in 728 385, "Condusting [nterviews.” For senior gualified positions,
interviews must be used as specified in 725.244.

Selection Procedures

Placement Principles

The following includes standards for selecting employses for placement

under the senior qualified and best qualified procadures:

a.  Senior qualified posiifons. Employvee placement into positions filted
through senior qualified procedures must be based on the following:

(1} The employee’s aligibility {o bid.
{2) The emplovee’s seniority.
(3) The senior bidder's qualifications related to the requirements.
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{4) The employee’s successful complation of required training, if any.

h. Best qualified positions, Employes placement into positions filled
through best qualified procedures must be based on:

(1) The employee’s eligibility to apply.

(2) The best quaiifications among employess who have met the
requirarnsits.

(3) The employee’s successful corpletion of required training, if any.

Senior Qualified Positions

728.21 {Zaneral

72822

728.23

Senior qualified bidders who mest the position requirements of the qualification
standards stated on the job posting are placed into the position, or into training
for the nosition, in accordance with the appropriate collective bargaining
agresment. Human Resources personnel are responsible for ensuring that
gualifications are gvaluated for bids to all senior quaiifled positions (see 727.5,
“Timing and Seguence of Bvaluation,”).

Documentation of Quaiifications

In many cases, there is no need (o dosument the evaiuation of the senior
bidder's qualifications. When such documentation is required, the evaluator
must complete PS8 Form 1796-A, Qualifications Raling Sheet for Senior
Qualified Positions.

Bidding and Qualifications

Bidders for senior gualified positiong submit bids in accordance with the
provisions of the appropriate coliective bargaining agreament (i.e., by
telephone, computer, or in writing) using P8 Form 1717, Bid for Preferred
Assignment, Following the ciose of the posting, the senior bidder's
guaiifications should be evaluated through a review of the employee’s OPF
and any other partinent information avallabie. (See 727.4, “When to Evaluate

If there is sufficient information o show that the senior bidder meets the job
raquirgments, the senior bidder is presumead to be gqualifled, Otherwise, the &
seniar bidders must be requested to address the position requirements, in
writing, following these procedures:

a.  The & most senlor bidders are each asked to furnish in writing his or her
gualifications for the position; howaver, any currently qualified through

“Bidding to refum o & position previously held.”)

b, Acopy of the qualification standard must be provided to the bidders, If
the position dess not have a qualification standard, a copy of the
posting showing the requiraments must be provided to the bidders,

¢ Bidders are allowad at least 3 days o respond. They must record their
gualifications on P8 Form 991, Application for Promotion or
Assignment, and return it by the deadiine specified.

d. if an examination is required that is usually given afier the posting
closes, the b sanior bidders ~ al & minimum - are scheduled for the
axamination, unless currently gualified,

@, if thers are less than 5 bidders for a position, these procedures apply to
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72824 Evaluating Qualifications
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if an examination is raquired, any existing examination scores are obtained for
the bidders,

A gualification evaluator from Human Resources considers the senior

hiddar's qualifications compared {o the position requirements, as follows:

a.  The evaluator may review the ermployee's eOPF and other official
records that contain pertinent information, and, if necessary, contact
the bidder and/or an appropriate supetvisor for ciarification.

b, I written statements were obiained, the evaluator must complete PS
Form 1798-A, Qualifications Rating Sheet for Senior Gualified Positions,
for the sanior bidder, ' '

¢ Only if the senior bidder fs found to be not quaiified will the next senior
bidder be evaiuated, and PS5 Form 17926-A completed for that bidder.

¢, The evaluator may conduct interviews to supplement the written record
to establish whether a bidder meels specific requirements. Inferviews for
a senfor qualified position must not be used o rank or selectively
choose among bidders.

Using PS8 Form 1796-4A

PS Form 1796-A is used to document that the senior bidder meets all the
position’s requirements. This form must nof be usad if the senior bidder is
determined to ba gualified from the eQOPF review. However; if the 5 senior
bidders have been requested to address thelr qualifications on P8 Form 891,
the evaiuator must complete PS Form 1788-A to document the evaluation
process for the senior bidder as foliows:

a. in Column A, "ldentification of Requirements,” the evaiuator lists the
examination requirements, knowledge, skills, and abilites, and any
other requirements for the position.

b, in Column B, "Demaonstration,” the evaluator must decida whether the
senior bidder has demonstrated each requirement baged on the
information avsilable, If the bidder failed a required examination, the
bidder is not qualified and no additional information is needed on PS
Form 1796-A, Similarly, if the position requires driving, and tha bidder
failed a driver's license checklist review {see 517.5, "Driver's License
Raview"), the bidder is not quaiified, and no additional information is
naaded on PS Form 1728-A,

¢ InGolumn C, "Measurements Used,” the evaluator must explain how the
determination for each requirement was made. The statements may be
brief, but must pravide enough information to enable the evaluator 10
recall the facts that led to the decision. This column is not completed for
examination requirements.

d. The evaluator completes Section 3, “Finding,” checking “Qualified” if the
bidder has demonstrated every requirement. If the evaluator checked
“No” in Column B for one or more requirements, the hidder is not

inciudes information on timing and sequences for biddars 1o meet some
requiremsnts.)

Selecting the Senior Bidder
When the evaluation is completed, the senior bidder is selected for the
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position If qualified. An evaluation of the next senior bidder's qualifications is
not necassary when the senlor hiddet is selected.

Vacancy File

Appropriate documentation, inciuding PS Forms 1786-A (If completed), PS
Forms 1717, Bid for Preferred Assignment; the posting; and written
statements (if obtained) must be maintained with employee bidding
records,

Best Qualified Positions
Generai

Qualifications help selecting officials determine the relative standing for
salacting carser employees who are sligibla to apply for such positions
bassed on applicable collective hargaining agreements. Of those applicants
who maet all requiremants, the applicant who is found to be the best
qualified based on total qualifications will be selected. This determination is
made based on comparing total qualifications among applicants for the

.. ol r il

Selecting Official

For filling best qualified positionsg, the selfacting official is usually the
supatrvisor or manager with the vacancy. Bargaining emplovess serving as
acting supervisors may not serve as selecting officlals, The seleciing official
hag numerous oplions ragarding review committees and interviews. These
aptions are described in the sections that follow. If recommendations are
made to the selscting official from & review committes, the selecting official
may have access to all information used by the review committes, including
completed PS Forms 1796-B, Qualifications Rating Sheet for Best Qualified
Positions.

Bocumentation of Qualifications
General

The Initial determination of gualifications is documentsd on PS Form 1786-8,
Qualifications Rating Sheet for Best Qualified Positions, The review
commitiee, orin the absencea of & review committee the selecting official,
complatas this form for every applicant,

Applications and Qualifications
Appiicants for best qualified positions are required to describe their

891, Appiication for Promaotion or Assignmant, must be used for this
purposs, Applicants must address each requirement listed on the
gualification standard or posting, including desirable gualifications, if any.
Applications must be submitied by the deadling spacified.

Desirable Qualifications

Dasirable qualifications meay be locaily added to the posting for best qualified
positions, If used, they must be related to the position and dosumented on
the jab posting. Howaver, they may not be used as a basis for
disqualification,

Evaluating Qualifications

The qualifications of all applicants are comparad 0 the position reguirements
stated on the vacancy announcement or ich pesting. At 2 minimum,
applicants’ written staternants are reviewed by selection officials and review
committee mambers,
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The spplicants’ eOPFs and other official records may be reviewed, howaver,
it Is recommended that the selecting official review the eQPF of the person to
be selected before finalizing the decision, The selecting official's decision
whether to use a review committee usually is based on the number of
applicanis and the lime available fo the seleciing official to reviaw the
applications,

Review Commiltees
General

The function of the review committee is to evaluate the applicants’
uualifications and eligibility for the position, to conduct intervisws if
recommendations o the selecting official on the best qualified applicants.
The selecting official may alse choose 10 have the raview comimitiee
determine the best quslified applicant.

728.342 Review Cominittee Structure

All reviaw commitiee members rmust be nonbargaining employess, Usually a
cornmitiee will consist of 2 nonbargaining employses from the funciions!
area of the vacancy, and 1 from oulside the functional area.

A selecting official who asks a review commiliee to defermine the best
qualified applicant may also be a member of the committes, Howeaver, a
selecting official who asks a review committee to recommend those who
best meet the requirements of the pogition must not be a member of the
committes.

728.343 Raview Commities Procaedures

Review commities procedures follow the principles of independent work and
consensus decision-making. Speacific steps are:

a. - Each committes mamber must independantly determine if the
applicants have demonsirated sach requiremeant.

b Members must discuss their decisions collectively and arrive at a
cansensus for each requirement for each applicant,

¢. The committee chairperson must complete PS Form 1796-8 through

Column B based on this consensus for each applicant. Applicants found not

qualified at this stage are remaved from further consideration for this
vacancy. For those applicants who are not quslified, the chairperson
compietes Column D and Section §, and obtains signatures for Section 6 of
RS Form 1768-8. - g -

d. For applicants who are guailified, individual review committee members
must then determine the lavel of demonstration of each requirement by
each applicant,

& Members should then discuss thelr decisions collectively and arrive at a
consensus on the level of demonsiration of ach requirement by gach
applicant.

f. The chairperson completes a PS Form 1796-B for each applicant, and
alt members sign the form.

g. if the review committee conducts applicant interviews, it must select
applicants based on the highest point totals on PS Form 1798-B. There
is no set minimum or maximum number of applicants to interview,
Applicants who are fied in point totals must be treated equally. Either all
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applicants are inferviewad, or no applicants are interviewed.
Note: Applicants found not qualified must not be interviewed.

If the review committes makes recommendations to the selecting
official, but does not interview applicants, about 3 1o 5 applicants (there
is ne get minimum or maximum number), are recommendad based on
the highest point totals on P8 Form 1786-B. The following also apply:

(1) Applicants who are tied in point totals must be treated the same.
Either they are all recormmended, or none of them are
recommended,

{2) The review committee must prepare a signed memorandum to the
selacling official listing, in aiphabetical order, the names of the
racornmanded applicants.

If the review committes interviews applicants and makes
recommendations to the selecting official, about 3 to 5 applicants (there
i& no set minimum or maximum number) are recommendad. The
following also apply:

(1) Mo formal method exists for incorporating the resuits of the -
interview.

(2) The review committae must recommend only those applicants who
hest maet the position requiremants based on the point toials from
PS Form 1796-8, the interview, and any other pertinent information
reviewed during the evaluation,

{3) The review committes must prepare a signed memorandum to the
sedecting officlal listing, in alphabatical order, the names of the
recommendead applicants.

If the selecling official asks the review commitiee to determine who is
the best aualifisd applicant, then the committee makes no
recommendations o the selecting official. In this case, the review
scomimiites must;

(1) Interview the polential applicants.

{2) Determing the besi qualifled applicant bassed on the point totals from
285 Form 1796-8, the Interview, and any cther pertinent information
reviewed during the evaluation,

(37 Consider any desirable qualifications,

#4) Prepars a signed memorandum to the manager of Human
Resources listing the names of the best quelifisd applicant and 2
alternates in rank order.

Gonducting Interviews

Interviews provide additional information for comparing applicants’
quaiifications. Interviews are mandaiory and may be conducted by the
selecting official, the review comimities, or both. Inferviews must be

conducted only after completing P& Forms 1726-B. No documentation of the

inferviews is raguired,

Review commiltes members must reach consensus on combining the

interview results with the point fotals from PS Forms 1796-B (and other
nertinent information) to finalize thelr recommendations or determination of
the best quatified applicant. '
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Using P8 Form 1748-B

PS Form 1796-B documents whether an applicant has demonstrated all
position reguirements, and, if so, the fevel of the applicant's gualifications.
Interviews are not docurnanted on PS Form 1796-8, The following are
instructions for correctly using PS Form 1796-8:

a.  In Column A, "ldentification of Reguirements,” the review commitiee or
salacting official lists all the position requirements. Thase are divided
nto:

(1) Examination requirements;
(2) Physical and driving requirements; and
{2) Knowledge, skills, and abifities {(gualification standards). Desirable

b, In Column B, "Demonstration,” hased on the information available, the
review committes detenmings whether the applicant has demonstrated
gach requirement, If the applicant does not meet all reguirerments (Le., i
the evaluator checked "No” undar "Demonstrated” for any requirement), the
applicant is not qualified and Column C is not completad.

Nofe: If the applicant failed a required examination, the applicant is not
qualified, and no additional information is nasded on PS Form 1798-8.

¢ In Column C, "Points,” information is entered only for those applicants
whe meet all the position requirements as established in Golumn B, The
raview comimitiee or selecting official assigns points to indicate the level
of qualifications demonstrated by the applicant. No points are assigned
for driving or physical requiremants.

d. In Column B, "Measurements Used,” the review committee or selecting
official must explain briefiy how the decision was made. These
statements need not include all facts considered.

e In Section 4, "Score Calculation,” the total poirds in Column G are
averaged and muitiplied by 20. The maximum points that may be
earmed from the evaluation are 100. The examination score, if any, is
then added to this score to obtain the tofal points.

f. In Section §, "Finding,” the resulls of the evaluation of the applicant's
gualifications are summarized.

Selecting Best Qualified Applicant

Selection for the position will be based on total qualifications, considering
the point totals on PE Forms 1796-B, the results of the interviews, desirable
qualifications (if any), and other pertinent information reviewed during the
avaiuation. . :

Selection Oversight

itis imperative that sslecting officials, review commitiee members for best
gualified positions, and evaluators for senior qualified positions, know the
scope of their responsibiliies and how 1o correctly apply the principles of
selection. It is helpful, but not mandatory, to include a nonbargaining Human
Resources empioyee on gach review commities for a best qualified

position,

Vacancy Flle

The vacancy file rmust contain full documentation supporting the selection
decision. The fils and documentation must be maintained and retained for 5




years. This documentation includes:

a.  Acopy of the announcement;

b, The gualification standard;

G Applications;

d. P83 Forms 1796-8;

@ Alist of review committee members,; and
f The name of the selecting official.

Netes that individus! review sommittee members mads ars the members'
property, not Postal Service records, and, therafore, are not inciuded in the
vacancy file.

713 Reserved

This saction reserved for future use.

74 Nonbargaining Positions
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Purpose

The purpose of lob-gualificalion standards is to establish selection criteda so
ihat Postal Service positions are staffed with fully qualified persons whose job
parformance will prc;vridfe effective customer service'and afficlent Postal Service
oparations. Qualification standards include the minimum knowledge, skills,
abilities, and other requirements that are essential for successful job
performance,

Some qualification standards may also include desirabie gualification factors
that may be used in selecting applicants for best qualified positions.

Scope

Bargaining job descriptions contain qua!tf:oatnon standards for use in both
entrance and in-service placemeants for bargaining jobs. Qualification standards
may not curmntiy :»e available for all jobs coverad by collective bargaining

heing made for siich po:sitionss.)

Human Resources System of Record and Contents

General

Current qualification standards are maintained in the Human Resources

system of record, These include: 7

a.  Occupation code. Each bargaining unit job is uniguely identified by an
occupation code. The occupation code identifies the job and connects il
to a spacific job title and pay grade.

b, Knowledge Skills and Abilities (KSAs). The qualification standards for each
job are part of the job description and list the requirements for the job.

Contents of Qualification Standards

Knowledge, Skills, and Abilities Requirements

This section of a quafification standard contains the knowledge, skills, and
abilities (KSA) requiremants.

Local Options for Basic Computer Skifls and Driving Requirements
General

Some job qualification standards do not specify basic computer skills or driving
requirements. However, the ability to use 8 computer, drive, or both, may be
essential to efliciently performing some duty assignments, When filling any
vacant posiion with no officially published basic computer skills or driving
requiremnents listed on the qualification standards, local management may add:

a. Exam 718, "Basic Computar Skills Test™ andfor

b, Adriving requirement to operate @ motor vehicle or powered industrial -
aguipment.

Basic computer skilis or driving requiremants must be reazonably related to
efficlently performing the duties of the job, and local management may only add
these requirernents when the applicant is expected to use aamputer skills or
drive regularly in the position.




Local management may not modify or delele existing basic computer skills or
driving requirements in official quaiification standards.

763.222 Basic Compuier Siklils

If the selacting official adds & basic computer skills requirement to the
gualification standards of the job, the selecting offictal must include the
following statement on the job posting or vacancy announcemeant:

“Applicants must demonstrate basic computer skills as demonstrated by
successiul completion of Posial Service Exam 718,

763,223 Driving Requirements

763.23

763.24
763.241

If & selecting official adds driving as a requirement for the position, the selecting
official must include one of the following statements on the job posting or
vacancy announcement, as appropriate to the position:

2. “Applicants must have or be able to obtain authorization to operate a motor

yehicie ”

b. “Applicants must have or be ablg to obtain authorization to operate
pewerad industrial equipment.”

Physical Requirements

Physical requiremants are included in some qualification standards. These
reguirements arg intended primarily for applicants who are entering the Postal
Service. Medical assessments for in-service applicants or bidders are
adminigterad only when the physical requirements for the new positions are
more dermanding than those reguired in the employee’s current position,

All empioyees must be phiysically able to perform the essential functions of the
positions for which thay are applying, with or without reasonable
accommodation where appropriate, and without posing a direst threat of harm
to themselves or others.

Examination Requirements
General
Examination requirements may include a performance test, a rated

application, or a written examination. The “Examination Requiremeants”
section of the qualification standard will specify if an axamination is

requirements are parmittad,

763.242 Rated Appiications

A rated application is a method of evaiuating and raling applicants’
exparience and training to determine applicants’ qualifications for specific
positions. The "Examination Regquirements” saection of some qualification
standards will spacify that the positian is filled by rafed application.

in such cases, the rated application is to be used only for entrance and in-

service application procedures. Rated applications are not used for in-crafi

applications. The following situations apply to rated applications:

a. Bid Procadures. When a position is being filled through bid procedures
and the qualification standard for this position spacifies a rated
application, the rated application is not used in this instance. However,
any examination specified in the qualification standard is required.
Muman Resources must ensure that bidders for these positions meet all
recuirements specified in the qualification standard.




b,  Reviswing Qualificalions. Whan a rated application is usad for in-service
application procedures, officials are required to review the applicant's
gualifications, and to complete a P8 Form 1786-A after receiving the
following:

(1) The individual's rated-application score; and

(2)  Any other applicable test scores.

763.243 Examination Davelopment and Using Hasulis

763.25

764

7652

766
756.1

Except for scheme examinations, examinations are developed by or at the
direction of Organizational Effactiveness. in cases where a written examination
is required, the resulis of that examination must be used according to the terms
of the applicable coliective bargaining agreement, Applicants or bidders who
have previously qualified on & written examination are not required to retake the
axamination.

Experience Requirements

Many qualification standards contain experience requiremeants. These are
minimumi requirements that all applicants must meet. Substituting education or
training for experience is appropriate only as indicated in the gualification
standard.

Using Qualification Standards to Fill Vacancies

Vacancies o be fiillad by bid or appiication are posted in accordance with the
applicable collective bargaining agreement and 72, "Bargaining Posifions,” The
gualification standard appropriate for the particular position must be included
in the announcement. No additions, deletions, or modifications are permitied,
axcept as provided by 725, “Special Requirements,” and 727.3, “No

yre PLi L e

Qualification Standards.”

Belection Decisions

Senior Qualified Positions

For bargaining positions filled based on senior gualified, the senior bidder's
qualifications are compared to the published gualificalion standard. The senior
hidder is selected if qualified. (8ee 72, “Bargaining Positions.”)

Best Qualified Positions

For bargaining positions filled based on best gualified, all applicants are
required © describe thelr qualifications based on relevant education, training,
or experience. This description raust address the requirements on the
gualification standard. If there is no appreciable difference in qualifications,”

. seniority is considered, except if it will be the determining factor as required by

a collestive bargaining agresment.

Waiver of Qualification Requirements

Actions Before Requests for Walvers

Applicants for positions for which standards have been publishad must fully
meet the specified requirements. If a selecting official determines that there is
no qualified employee available for consideration in the usual area of
consideration, the following alternative courses of action must be taken hefore
requesting a waiver of the spacified standard for the position:

a. Expand the area of consideration for internal applicants,




b, Conduct an extensive external recruiimant affort aimed at the applicant
pool for the position.

766.2  Approving Authority and Procedures
When there is valid reason 1o request & variation from a pubiished standard, the
following procedures are followed:
a.  The selecting official must requeast, in writing, a variation of 1 or more
tams of a gualification standard through usual channsis of
communications to the director of Organizational Effectiveness,

k. Requests for variation must include appropriate avidence to support
the request. Such requests must be responsive to the following
guestions, and include any other pertinent information:

() Have adeguate recruiting efforts bean made 1o secura a fully
qualified applicant (i.e., expansion of area of conglderation,
advertising, contacts with professional community groups, and use
of employment services, etc.)?

(& Whal is the impact of the variation on the equal employment
opportunity policy of the Postal Service?

(3 Does the variation sesek to iower an established educational
requirament?

@ Does the variation estabiish a new education requirement whera
none has been required? (Mandatory education reguirements
should not be necessary for most bargaining positions.)

¢ Reguests must be for quaiification standards for the position only, never
for an indlvidual. If the waiver Is approved, the selection process must
bagin again, and the revised standards for that position vsad. All newly
eligible applicants must be given consideration for the job.

d.  Tha qualification requirement waiver appiies only unti! the position is
filled. Subsequent vacancies for the same position must be posted using
the published gualification standard.

e, Hsually an employee may be saelected for a position that hag the
requiremenis waived only once in any 12-month period.

766.3 Documentation
The written request for variation from a qualification standard must be

necessary to reach a decision and provide employees with a record of an
approved variation. The request will also serve as a record of the variation
for inctusion in the vacancy file.
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