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Mr. Ivan Butts

President

National Association of Postal Supervisors
1727 King Street, Suite 400

Alexandria, VA 22314-2753

Dear lvan;

As a matter of general interest, the Postal Service will launch a pilot, Applicant Tracking
System (ATS), in November 2023. The ATS Pilot Program is limited for Mail Handler
Assistant (MHA) candidates within function 1 at the Denver, Colorado P&DC and NDC
Installations.

The Applicant Tracking System is intended to enhance our hiring efforts to help meet the
needs of our ever-growing workforce. The ATS Pilot is in alignment with Delivering for
America.

Training will be provided to non-bargaining employees that will utilize the ATS during the
pilot.

Please find enclosed the drafted PowerPoint Presentations that will be used during the
training.

Sincerel

Bruce A. Nicholson
Director
Labor Relations Policies and Programs

Enclosures

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



Applicant Tracking System
(ATS) & Hiring Process
Changes

External Hiring HRSSC Pilot Training

October 30, 2023
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Learning Objectives

By the end of this training, participants will be able to:
1 I Explain the benefits of hiring process changes and the new ATS
2 I Understand what’s changing for HRSSC Managers/Supervisors and Processors
3 Use reports to support hiring actions, as needed (e.g., text message reminder)

4 Adjudicate Veterans’ Preference for MHA candidates in the new ATS
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Objectives
Hiring process changes and the new ATS help recruit, hire, and retain a skilled workforce.

Update hiring process to streamline, automate, and standardize
hiring across the organization.

Incorporate predictive analytics that anticipate hiring needs:

+ Ability to adjust hiring practices based on real-time hiring
needs by facility and tour
+ Stable flow of employees that are better prepared for the job

Introduce a modern candidate experience that enables expedited
conditional job offers.

QRS Mau Hanaler Asmistnt (Appemanos US)
e

Increase understanding of job expectations with videos, updated | Bl o ianis |

job descriptions, assessments, and screenings. -
T
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“Job Search” landing page
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Benefits

These changes will improve the candidate experience and meet the objectives of the Delivering for America plan.

* Increased automation of processes and access to forms, saving time
and facilitating hiring activities.

« A seamless application process and experience for candidates, that
can be done on a mobile device, resulting in an improved candidate
experience.

« Improved communication and engagement with candidates through
automated emails throughout the hiring process.

« Operational continuity through the organization’s improved ability to
hire for mission critical positions.

» Improved overall candidate experience, bringing the Postal Service
into alignment with the private hiring experience.

* Increased applicant pool due to more engagement throughout the
application process.

=

USPS” Careers

e Chy taner ksviiaet Aaplcwntss

S ISP L

HePote  Jobprcom  dvetieest ders

@ You Have Accoplad a Job Offer! v Jub ot
ity Cammar Aozitant Angin 11
c

ommgdele Voo
fravn

(D) Complete Your Screening

B s g DUE 1N ID4YS
1::.!| s EF U Lheas Medical Questionnaire /1

P wessun
'_@J Provide Fingerprints

“Job Screening” landing page

Enables competitive market hiring practices at USPS to meet the needs of the business
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Pilot Benefits

The Denver, Colorado P&DC and NDC installations are piloting MHA hiring process changes and the ATS before the
nationwide release.

ATS Pilot Participation Benefits

* Receive early insights into the ATS and process improvements.

* Raise your support needs and discuss questions with pilot leaders.

* Provide feedback on your pilot experience to impact future phases.
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Changes and Benefits for HRSSC

There are several capabilities and workflow enhancements that will simplify MHA hiring for HRSSC.

New Capability
J6H poatinae ars aubmatizaly gunaeted using Non-Care(;a:hpostizgslar;e no anger . More time to focus on
templates and hiring needs data by facility and tour. pracessed tnraugh eieetianic ol gesing other employee

request ( eJPR) bots. :
Caa ) service requests

N— | Streamlined

: : part e rocessors no longer manually - :

The ATS automates candidate dispositioning. disposition candidates. Candlda.te processing
saves fime

A candidate for a high-volume requisition is presented

with a conditional job offer after passing the assessment. Eligibility sorting is done in ATS, as opposed Automated emails to

For low-volume requisitions, ATS creates a ranking to eCareer, and offer email is now candidates save time

report and sends conditional offers to high-ranking automated in the ATS.

candidates.
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Changes and Benefits for HRSSC Cont.

New Capability

Workforce Planning, Insights, and Analytics (WPA)
deliver reports to HRSSC and OHNA notifying them at
various points of the hiring process where manual
interventions are needed.

The ATS sends data to HCES and HCES automatically
processes Form 50, generates an employee ID, and
updates the candidate record.

The ATS automatically flags candidates claiming
Veterans’ Preference for MHAs. Adjudication process
now takes place in ATS rather than eCareer, and HRSSC
can access candidate’s electronic forms (e.g., DD-214) in
ATS.

Reports are delivered by WPA directly to
HRSSC and OHNA Shared Drives.

HRSSC Processors no longer manually
update new hire information,

unless flagged for additional review.
Processors review new hire information
before EIN is generated.

For high-volume postings, HRSSC conducts
Veterans' Preference Adjudication after an
offer is extended. For low-volume postings,
HRSSC conducts adjudication before an
offer is extended.

Processors can easily
access and review
actions needed on
team Shared Drive

Automated Form 50
process saves time

Easier access to
candidate forms in
the ATS simplifies
processing
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Summary of HRSSC Benefits
The ATS and hiring process changes will deliver the following benefits to HRSSC.

BENEFITS

v Automation of manual processes throughout the candidate hiring workflow (e.g.; automatically dispositioning
candidates, sending conditional job emails etc.) saves time and allows HRSSC to focus on other hiring tasks.

v Automated emails to candidates and, in some cases, job offers, increase engagement.
v Availability of electronic forms in the ATS creates a more modernized candidate experience.

v Easy to use and streamlined solution for adjudicating Veterans’ Preference places all information in one centralized
location, making it easier to track and manage.
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Reports Walkthrough

HRSSC Processors will have access to these updated reports* in their HRSSC Shared Drive daily from the Workforce
Planning, Insights, & Analytics team to help take hiring actions for the MHA pilot.

Pending Veterans’ Preference

Aditidication Text Message Pending Manual Fingerprint Card

Provide a list of candidates that need a
text message reminder at a particular
step in the workflow.

Provide a list of candidates pending
Purpose Veterans' Preference adjudication.

Provide a list of candidates that need a
manual fingerprint card mailed to them.

» Job Record ID « Candidate Name + Job Record ID
» Job Record Name/Title « Candidate Phone Number « Job Record Name/Title
+ Volume (High/Low) * Process Step + Candidate Avature 1D
+ HR Support Area * Time Since Step + Candidate Name
HR Support SubArea * Time Left to Complete « Candidate Mailing Address
Sar_nple of Occ Code
Fields/ . Candidate Avature ID
Information « Candidate Name
Collected Vet Pref Claimed

+ Discharged

*Reports also available for HRSSC Management visibility include NACI Reversed/Rescinded/Resuits Report, EEOC Report, OHNA Assigner/Specialist Report, Pending Fingerprint
Report, and Pending DRAC Report

; UNITED STATES
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Accessing Reports

Once reports are accessed from the HRSSC Shared Drive, the following actions are taken for all reports:

HRSSC Manager/Supervisor

1 Navigate to the Shared Drive folder

2 Access the report

3 Add a new column for processor's name

4 Enter processor's name for action

HRSSC Processor

®) 1

Navigate to the Shared Drive folder

Access the report

Filter by your name

Take action as needed

> UNITED STATES
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New Hire Review and Error Processing Walkthrough

A daily notification email will be sent by HCES to HRSSC Managers regarding candidates that have been flagged in the ATS

and require manual intervention. When this happens, the assigned HRSSC Processor will manually review and determine how
the candidate should proceed.

Application Review Process:

1) When a candidate applies to a posting in the ATS, ATS checks HCES to automatically process the Form 50.

2) If there are any discrepancies, the record will be flagged for review by HRSSC.

HRSSC will review the flagged new hire and follow one of two scenario steps:

OHRSSC Processors review based on current policy eHRSSC Processors review and consult with
if: employment policy if:

» Zip code does not exist in applicant state . Mismatched last name

»oHe bllrth agle die t.o hrioramaloyes % * Multiple candidate profiles using the same
+ Pending future actions (e.g., future hiring Social Security Number

actions, pay increases, etc.) - Bultability Review
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POSTAL SERVICE «




Demo Scenario #1 of
New Hire Review and
Error Processing

Representative(s) from HRT share screen to show steps for accessing New Hire Review and Error Processing and
steps for resolving scenario #1
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Demo Scenario #2 of
New Hire Review and
Error Processing

Representative(s) from HRT and Employment Policy share screen and discuss how to resolve Scenario #2
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ATS Walkthrough

Avature will demonstrate the ATS and explain what HRSSC needs to do in the system to keep candidates moving forward in
the process.

o ACCESSING THE SYSTEM

Identify how you can navigate to the ATS. Review the ATS dashboard and layout
of the system.

° ADJUDICATING VETERANS’ PREFERENCE

Review the steps in the ATS that must be followed to review and adjudicate
Veterans' Preference.

° CANDIDATE PROCESS

Walk through a high-level overview of the process candidates will follow when
they apply for MHA jobs.

UNITED STATES
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Accessing the System
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Logging In
HRSSC should follow the steps below when logging into the ATS.

Logging into ATS

+ Use the provided URL link to access the ATS portal via Google Chrome or Microsoft Edge.
» The first time you log in you will need to sign in using your ACE ID and Password.
= Once you have logged in, save the portal as a “Favorite” for future use.

Once you have signed in once, Single Sign On (SSO) will be set up, and you will be automatically signed in when
you navigate to the portal in the future.™

fou will need to sign in again anytime SSO is reset, like other USPS webpages
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Adjudication Process
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Adjudication Process

Candidates who indicate they wish
to claim Veterans’ Preference will
begin uploading supporting
documents for review.

Veterans' Preference

* Have you ever served in the U.S. Military?
(Excluds tours of active duly for iraining as a reservist or guardsman.)

Q Yes w‘ No

* Do you wish lo claim Velerans' Prelerenca?

O Yes | ) No

Have you ever been discha
* honaratle conditions?
(i.e.. Dishonorable, Other Iha
Discharge, Under Honcrable
ehanged {o honorable by a D

) Yes @ No

* Belecl he type of Veterans'

"™ 5-Point

\__/ Preferenca !

To claim 10-poin prelerence,
[cation for 10-Point Veter
partaining to the clalm typa th

You can ieam more about eli
https:www.opm.govifags/QA

* Please select your claim tyj

“, Veleran with Servic
\._/ 10% or mora but la:

@ Veteran with Sarvic
30% ar more)

( ) Widow/Widower (o

Upload Supporting Documents

You gan obtoin mittary service records by roquesting from VA wobsio at

fips: Ve

DD214 Copy 4 Form(s) - For aach period of Active Duty

Browss...  Nofila selecled.

REMOVE
+ Add Anather

SF 1§

] Browse...  No file selecled. ‘

Statament Showing Percentage

| Browss...  Noflle selecled. |

Other

| Browse...  Nofila salected. |

REMOVE
+ Add Another

List All Military Service

Branch of Service

| e “|
From To

| 0a8106/2018 oy} | I 0B/01/2023 (] |
Rank of Discharge Type ol Discharge

| Warrant Cfficar v | l Gonara! Discharge b |
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Adjudication Process

To begin the candidate review e @
process, access the Avature home
page :

Welcome,
Bobby!

UNITED STATES
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Adjudication Process

Access the people list by selecting
the people icon O i

If the list, Adjudication List, is not
readily visible, use the search bar

UNITED STATES
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Adjudication Process

You will be taken to the
Adjudication List, where you will
find all candidates standing on the
Adjudication Pending step

To review the candidates, select
their names or use the search
option (next slides)

UNITED STATES
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Adjudication Process

To search for a specific candidate,
use the magnifying glass to enter the
name of the candidate

|7 | Quick review :j -

] UNITED STATES.
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Adjudication Process

To view more candidate information
while remaining in the list, select the
quick review option

This will allow you to review their
candidate information and
supporting documents. You are also
able to review the documents in full
from the available hyperlinks

[T ] Quick review | < -

Goodman, Saul

Candidats Information

Neme' Saul Gaadman
Parsen 1D 115217

Job Mame: Mall Handir Adsiatas: - KERNERSVILLE #0 - Low

Job 10 508
HighiLow Veluma Low

Supperting Doocuments

DO 214 Copy 4 Fam{s)
DD2%4 Copy 4 Formis)

o8} Dovmigad 00774 Sampla 3 jgs

UNITED STATES
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Adjudication Process

Upon submitting the application and
successfully passing the
assessment, the candidate will be
placed on the Adjudication Pending
step.

Shannon Espenlaub #ddsource

Pusition title at company

+ partal user

2 Linked jobs — s

Avature Walkthrough - Mail Handler Assistant - SME ~ ©- > =00 -
| Adjudication Pending v lacay

Forms altached Lo this person-job relationship
Offer Detalls Form Editad 00 13-un-20023 by System Administrator EdI View form
ModemHire Respanse Etfited un 13-Jun- 2023 by Avalure Cusiomer Service EdIt View farm

mare...
Warkflow History

UNITED STATES
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Adjudication Process

Within the Adjudication Pending
step, access the forms dashlet to
begin reviewing the File and
Adjudication Form.

= Forms

il

USPS Application

Q@

Are you one of the following: a United Stated Citizen, a lawful permanent resident alien, a citizen of

Amerlcan Samoa or any other territory owing allegiance to the United States? Yes

Have you been awarded a contract with or da you work for a contractor of the US Postal Service? No

Arg you a male born after December 31, 19597 (Males born after December 31, 1959 must be
registerad with Selactive Service System.) No

Have you ever been fired from any job for any reason? No

Have you aver quit a job after being notified that you would be fired? No

Added on 13-Jun-2023 by shannon espeniaub
DEl Form

Added on 13-Jun-2023 by shannon espenlaub
EEO Form

Added on 13-Jun-2023 by shannon espenlaub
Adjudication Form

Added on 13-Jun-2023 by shannon espenlaub

File Form

Edited an 13-Jun-2023 by shannon espenlaub, added by System Administrator

UNITED STATES

POSTAL SERVICE «




Adjudication Process

First review the File Form to check
the uploaded supporting documents.  Ffiefom

Vet Pref - DD 214 Copy 4 Form(s)

DD214 Copy 4 Form(s)
2 L ‘ji I

Vet Pref - SF15
> J

bl
Vet Pref - Statement Showing Percentage
2 |

¥
Vet Pref - Other
Vet Pref - Other
3 : LL

Edited on 13-Jun-2023 by shannon espenlaub, added by System Administrator
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Adjudication Process

Upon reviewing the supporting Adjudication Form =[2] :

documentation, access the i
Yes
Adj u d icati 0 n FO rm . :):-syou wish to claim Veterans' Preference?

Military Discharge
No

Vet Pref - Claim type
10-Paint Preference
Military Status

TO 0 pe n a n d ed it, Se I eCt th e pe n Ci l CPS - Veteran with Service-Connected Disability (compensation rated 30% or more)

Adjudication Fields
icon . Adjudicated

No

Military Service Fields

Military Service
Unlabeled Unlabeled Unlabeled °  Unlabeled Unlabeled
Army 07-04-2018 05-03-2023 Sergeant General Discharge

Added on 13-Jun-2023 by shannon espenlaub

] UNITED STATES
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Adjudication Process

If additional information is needed

from the candidate, select the send &
icon, then select email. chForm  Link  Send v Calendarv  Export -
B Email = L
=] Form completion request
) Portalacc:ss URL q st e
E Contact Info AR f @ N
& Record Data  a

UNITED STATES
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Adjudication Process

The compose email screen will

Compaose Email

Template || Use an email template

appear, where you will select "Use
an email template." N e i et .o N v

To } "Gregory Sparks" <GSparks@mail.com>,

= & Select Email Template
W Attach ~
B i U T- T-A 5‘ ‘SC-arch by name N
Select or search for the template to :

be used- Upon Selecting it, you Wi“ ~  Applyto hire - Pre Job Offer Disposition Email (4.0.5) ﬂ

g' OHNA Assigner Email 5

4.0.9.5 - Email - Vet Pref Adjudication - Provide Following Documentations
l ' I T
be b ro u g h t ba C k to th e CO pose 7 4.0.9.4- Email - Vet Pref Adjudication - Preference Request Remaved
|| Request return receipt ¥
= 4.0.9.3 - Email - Vet Pref Adjudication - Failed to Qualify g

ema | I screen Gl  4.0.9.2-Email - Vet Pref Adjudication - Provide Unofficial DD214 or Similar
.

4.0.9.1 - Email - Vet Pref Adjudication - Attached Documents Pieced Togeth...

4.0.9 - Emall - Emall to be sent by Vet Pref adjudicators (Not Legible)

Browse library

Cancel

—
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Adjudication Process

Enter the candidates email

information and review the template | "™

Template  4.0.9.2 - Email - Vet Pref Adjudication - Provide Uncfficlal DD214 or Similar change reset

to make sure no edits are needed. oo [l 9

To

Show cc and bee

Subject | Request for time sensitive Information. Your Submitted Decuments are Not Legible

@ Awach ~
Upon review completion, select i e

send.

B=] | USPS® Careers

[ Request return receipt

coneel

-
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Adjudication Process

In the Adjudication Fields, enter
information in the following fields: }

Adjudication Fields P

ba completed by Adjudicators

1. Adjudicated Vet Pref Claim Type and Value, — taseswrssimmse

CPS - Veteran with Service-Connect ~.~
Adjudication Reason

2. Adjudication Reason.

3. Adjudicated. s PR

Yes RV

Adjudicared 3y

Espenlaub, Shannon

Military Service Fields ~

Select save.

UNITED STATES
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Adjudication Process

Selecting "Yes” in the Adjudicated
field will automatically move the

candidate to the step Adjudication
Complete.

=) Linked Jobs

Avature Walkthrough - Mail Handler Assistant - SME 112 « 5

| Adjudication Completed - ¥

Farms attached to this person-job relationship

Offer Details Form Ecited on 13-Jun-2023 by System Administrator Edit View farm

ModermHire Respanse Edited an 13.m-2023 by Avatire Custo

more...
Workflow History

rmer Service Edit View form

il
kS

UNITED STATES
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Adjudication Process

To confirm any emails have been
sent, or workflow steps have been
updated, scroll to the bottom to
review the journal.

& Journal S A

31 July 2023 | Menday

B:45 AM

8:45 AM

&42 AW

B:42 AM

8:42 AWM

System Administrator

& B From: USPS Careers <recrulting@recrulting.usps gov>
To: GSparks@mail.com
Subject: We've received your application

mare...
B rrom: "USPS Careers” <recrulting@racruiting.usps.gov>
To: *Gregory Sparks” <GSparks@mail.com>
Subject: We've recelved your application

USPS(R) CBreers swressrssssssscsscamen We've received your application! We just wanted to let you know that we've received your
more,..

® (3] Edited AV-Sana Test job Low Volume- Mail Handler Assistant
» Step changed: A Pass ged to A Pending

Shannen Smith

(3 Edited Av-Sana Test job Low Volume- Mall Handler Assiscant
+ Step changed: Assessment Results changed ta Assessment Pass

() Eded AV-Sana Test job Low Volume- Mail Handler Assiszant
# Step changed: Assessment Pending changed to Assessment Results
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Adjudication Process
Demonstration
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Candidate Flow
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Job Workflow

Application Screening

M Assessment

Process  Hisee B 8 B Tasks

2 el Candidate
Candidate [N begins
completes  HENENS screening

: tasks Candidate is
assessment, pESy Candid il : .
system N A accepts g}?er (background [pESSEES hlr_ed and job
evaluates check, is closed
results mt—;-dical
questionnaire,

fingerprints)

Candidate
submits
application

UNITED STATES
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Application Process
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Application Process

The candidate will begin entering in
their personal information, selecting
submit application when finished.

The assessment will then be sent to
the candidate, where they will have
72 hours to complete it.

Step 1: Application Profile

Contact Information

* Your Sirest Address Pieese provide your information and conlact datails

Personal Information

- BHANNON TEST Emall Firsl Home Fhone Edit
[ 1223 E MAIN ST - g T 5 e
I
[ Please Read and Certify the Following
w Vete Alalse or dishones! answer lo any question may be grounds for not employing you or dismissing you after you begin work and may ba punishable by fine of Imprisonment

(US Cods Title 18 Sec. 2001). All information you giva will ba cansidared In reviewing your applicalion and is subject (o Invesligation.

) THE LAW (38 U.5, CODE 1002) PROHIBITS POLITICAL AND CERTAIN OTHER RECOMMENDATIONS FOR APPOINTMENTS, PROMOTIONS, ASSIGNMENTS,

1 TRANSFERS, OR DESIGNATIONS OF PERSONS IN THE POSTAL SERVICES slalemenls relaling salely to characler and residence are permitied, bul every other kind of
stalement or recommendation Is prohibited urlass It either Is requested by the Postal Service and consists solaly of an evaluation of the work performance, abilty, aplilude,

1 and general qualificalions of an Individual or Is requested by a g I gating the individual's loyalty, suftabiity, and characler. Anyone who

' requests or solicils a prohibilad statement or recommendation Is subject to disqualiication from Ihe Foslal Service and anyone in Ihe Poslal Sarvice who gecepls such
slalement may be suspended or removed from offica,

* Cartification Slatement

Ethr ) I certify that all of the statements made In Inis applicalion are lrue, complete, and camect to th best of my knowledge and bellsf and are in

good faith.
Submit Application

: UNITED STATES
|| POSTAL SERVICE




Application Process

When the position is offered, the

. . . . o )
candidate will receive an email,

LITTLE ROCK, Arkansas PENDING

Great News, Here is Your Job Offer:

Wh ere they Ca n Iog in to th e po r-tal Note: You have a limited amount of time to accept your offer

- Job Title
a n d rev I eW_ Avature Walkthrough - Mail Handler Assistant - SME
WORK LOCATION SALARY HOURS NON-SCHEDULED DAYS
United States, §17.32/hr Varies @ Monday - Friday
Arkansas, LITTLE

ROCK, 4700 E
MCCAIN BLVD, 72231

OCCUPATION CODE ~ FLSA DEBIGNATION  JOB DESCRIPTION

. . 2315-0085 Exempt [ View Full Job
he candidate will then selec
# @ MHASs hold y | s for periods not-1 d 360 days. Subsequent appointments after a 5-day break inservice may be
A Cce pt I h I S J O b o I I e r offered bul are not guaranteed and should not be expected because the use of MHAs Is discretionary and subject to business needs.
"

MHAs can be scheduled any haurs. The positien is intended to be very flexible, including weekends and holidays as needed. MHAs
must be available io work when needed. Work location may alsa vary g on b or naeds,

Accept This Job Offer Declina This Job Offer

UNITED STATES
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Application Process

They will be brought to the accept

. Please Review to Accept the Offer:
Offer page, Where they Can reVIeW Tzséc::ﬂ:rlucnndtllenlla:?n:y‘ut:zn:rﬂ:n:n:mlmllliu:abllllry,ge'ne';alrt::nlublll\lynnd | land rity p h . Please do
the job details, agree, and accept

amployment. Howaver, your employment may begin befare wa have finished Ihose reviews, and employment remaina conditloned on successfully
meeting (he requirements noted above.
G7TD JOB DESCRIPTION
e 0 e r- FUNCTIONAL PURPOSE:
U8 Pastal Service

MAIL HANDLER ABSISTANT (M4-04) OCCUPATION CODE: 23150085

Lovadts, unloisds, and moves bulk mail and performs athar duties ineldental 1 the maovenment and provessing of meil

OFERATIONAL REQUIREMENTS:

This neeupation eode s to ba used pursuant to the provislon of Article 7.1.C of the USPS and the National Postal Mall Handlers Unlon Agreement.

DUTIES AND RESPONSIBILITIES:

1. Unlosds mall from trucks, Soparates sl mail rveeived from tusks and conveyon for dispaich to other conveying unils and separates and delivers mail for delivery 1o disiribution
e,

2. Pluces empty aucks or pouches an racks, lubels them where proarranged or where racks are plalaly marked, dumps mull from sacks, cuts ties, faces letter mail, carries mail o
distributons foc processing, places procesacd ol into sacks, remaves filled sucks end pouches from micks and clases and locks sacks and pouches. Picks up sacks, pouches, and autside
pieces, separuies outgoing bulk mails for dispatch and Inads mall anto trucks.

3, Hundles und wecks erply equipment; inspects empty equipment for mail and rstiings sacks,

. Cancels stumps ou parcel post, operuies cancelling machines, und carrics mall from suseelling muching to distribution ures.

3. Assiats in supply and slip rooms and operates copy maching and retated office cquipment.

6. Tov ndiuhons, wimy pezforin nay of the folluwing duties: make eoensiene) sinugle distibotion of parcel post mmil that requines B schermw kiiowbalpe; aperate eheciric fork lifs; rewrap
dnmaged purvels: weigh iocoming yocks; cleun nod swesp work are, offices rest roums, and ks whers wark is oot pesformed by @ wgular eaver.

* I have read all the detalls of the offer and acoepl the job offar

I Back I Accept Job Offar

UNITED STATES

POSTAL SERVICE «




Application Process

The candidate will find the following
pending tasks to begin completing:

@® You Have Accepted a Job Offer! View joh Ofer
Avaturs Walkthrough - Mall Handler Aasistant - 8ME LITTLE ROCK, Arkansas

Oriet Acceples Gomplets Youe Wall for Your Gonltrm Your Propare Your Firt

1 " B a Ckg ro U n d C h eC k . (D Complete Your Screening

Please completa aach lask bafare the spaciiied dua data. Maintain your currant mployment during this periad,

>, Medical questionnaire. @ e —

Background Check Consent Medical Questionnalre
Forms

3. Fingerprints. Eas

® Provide Fingerprints

: UNITED STATES
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Application
Demonstration
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Polling Questions

1. What step are candidates standing on in order for you to begin the process?

A. Adjudication Pending
2. What dashlet contains the information you need to review?
A. Forms
3. T/F Selecting “yes” automatically move the candidate to the next step in the process?

A, True

UNITED STATES
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Questions &
Final Thoughts
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Applicant Tracking System (ATS)
& Hiring Process Changes

Field HR Training

Gail Hendrix, Sr. Dir. Field HR Ops
Joseph Bruce, Sr. Dir. National HR
James Davey, Dir. Field Human Resources

October 31, 2023
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Learning Objectives

By the end of this training, participants will be able to:

1 I Recap Alignment to Delivering for America 5 I Discuss Other Actions Needed for Reporting
and Orientation Scheduling
2 I Review Objectives & Benefits 6 I Provide Next Steps

3 l Mention Pilot Benefits

4 Discuss Changes & Benefits for Field HR
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ATS Alignment to Delivering for America Recap

Continued investments in new tools and technology help meet the needs of our workforce, as outlined in Delivering for
America, and support DPMG/CHRO strategic goals.

g Lead the transformation of the USPS culture by aligning the organization’s
) strategy and structure to improve line-of-sight, drive operational efficiencies, and
improve organizational performance

first 90 days and through collective bargaining FOR AMERIC

Our Vision and Ten-Year Plan & -
to Achleve Financlal Sustainability S

Better equip our front-line supervisors to manage our pre-career employees Nk S
) through training and on-the-job support to create a culture of engagement,
performance, and accountability within respective operational areas

* Stabilize our non-career workforce by improving the employee experience in the DELIVERING

£

) Negotiate collective bargaining agreements with four key unions and manage
pay consultations with management associations

Y

Strengthen succession planning to build a talented, diverse pipeline of
() candidates ready to lead the organization, starting with front-line supervisors
through critical executive and officer roles
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Objectives
Recruiting and hiring process changes and the new ATS help recruit, hire, and retain a skilled workforce.

« Update hiring process to streamline, automate, and standardize
hiring across the organization

+ Incorporate predictive analytics that anticipate hiring needs: | T T — e |
Ability to adjust hiring practices based on real-time hiring | e e o e | D
needs by facility and tour | P — T -

+ Stable flow of employees that are better prepared for the job | e — )
Introduce a modern candidate experience that enables expedited | ﬁ o ] -
conditional job offers | L e v | TR

| m Mo Herter Ansiwaat (Aopomatios. U3 | o]
+ Increase understanding of job expectations with videos, updated | e —— |

job descriptions, assessments, and screenings

“Job Search” landing page
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Benefits

These changes will improve the candidate experience and meet the objectives of the Delivering for America plan.

 Increased automation of processes and access to forms, saving time
and facilitating hiring activities

+ A seamless application process and experience for candidates, that
can be done on a mobile device, resulting in an improved candidate
experience.

+ Improved communication and engagement with candidates through
automated emails throughout the hiring process

« Operational continuity through the organization’s improved ability to
hire for mission critical positions

+ Improved overall candidate experience, bringing the Postal Service
into alignment with the private hiring experience

* Increased applicant pool due to more engagement throughout the
application process

a USPS® Careers Seaty USFS Caners

e

Q Dves  MyFios  Jebdppicssoes  Aumusen

s o (@)

* oy arar At deyiow sy

© You Have Accepted a Job Offer!  view sob orir
oy Bavries Assistant 2epen S

(@ Complete Your Screening

Fithid E6r0sHe 8120 108 Diford 0 30600 G0 G0k, MM 0ur oo TR/ it Gt 1 st

DUE M IDAYS
@ Medical Questionnaire  O/1

Fz0  vEssmns
Provide Fingerprints

L=a

‘Job Screening” landing page

Enables competitive market hiring practices at USPS to meet the needs of the business
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Pilot Benefits

Denver, Colorado P&DC and NDC installations are piloting MHA* hiring process changes and ATS before the nationwide

release.

ATS Pilot Participation Benefits

Receive early insights into the ATS and process improvements.
Raise your support needs and discuss questions with pilot leaders.

Provide feedback on your pilot experience to impact future phases.

* External MHA candidates within Function 1.
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What is Staying the Same
Below highlights what is staying the same for Field HR in the ATS and other process changes.

Field HR will continue to...

* Access the Workforce Planning, Insights & Analytics (WPIA) dashboard to view
progress of candidates through the hiring process.

+ Follow up with MHA candidates who have not completed fingerprinting.

+ Help MHA candidates who call specific locations to schedule fingerprinting
appointments, and/or arrive at locations needing to complete fingerprinting.

* Receive candidate forms requiring District Reasonable Accommodation Committee
(DRAC) review sent via emails to Local Services.

* Schedule orientation for new hires based on selected start date.

: UNITED STATES
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What is Changing
Below highlights what is changing for Field HR due to the ATS and other process changes.

1 Field HR will no longer disposition candidates who do not complete their fingerprint scans,
the ATS will automatically do this.

Field HR will no longer receive a “to-do” list for candidate processing.

Field HR will receive a WPIA report listing candidates pending DRAC review in the Local
Services mailbox. Field HR uses this report to easily identify which candidates need additional review.

After HRSSC OHNA makes their determination for DRAC referral, an email is sent from ATS to Local
Services mailbox (and up to 3 DRAC representatives) for review.

A OQWON
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Benefits of Changes for Field HR

The ATS and hiring process changes will deliver the following benefits for Field HR.

1. Automated Form 50 processing will help hire
candidates more efficiently.

2. Reduced manual tasks will allow more time to focus on
other recruiting and hiring activities.

] UNITED STATES
p POSTAL SERVICE =



Reports Walkthrough

Reports are emailed by Workforce Planning, Insights, and Analytics to Field HR daily via Local Services Mailbox*.

Pending Fingerprint Report Pending DRAC

Provide a list all of candidates that need to Provide a list all candidates that were referred to District

Purpose complete fingerprinting. Reasonable Accommodation Committee (DRAC).
« Job Record ID « First Name
» Posting Close Date » Middle Name
- Job Record Name/Title « Last Name
- Candidate Avature ID = Avature Person ID
« Candidate Name * Phone
Sample of + Candidate Mailing Address + Email
Fields/ Candidate Phone Number = Avature Job ID
p « Candidate Email Address » Position Job Title
Information | " iion of Fingerprint Position Job Location
Collected

HR Support District Name
HR Support Area Name
Date sent to DRAC
Candidate Status

* LocalServicesWestpacRetailAndDeliveryArea@usps.gov and localservicesco-wydistrict@usps.gov
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Accessing Reports
The following actions are taken for both reports:

1 Receive reports via email from Workforce Planning, Insights, and Analytics

2 Access the report from Local Services Mailbox

@ 3 Filter report column by candidate’s name

4 Act as needed
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Screenshots of DRAC Decision Email Form Completion

DRAC representative(s) locate the OHNA Referral email, click “Complete the form” in the body of the email, then either
select “candidate cleared” or “disposition candidate,” and submit.

Subjust AT Cedicate OHNA Medizol Alefonal fo DRAC

s ,‘:%I,f&ﬂ,?.?,%i OHNA Referral
D-RAC Medical Review Feedback Form

The CHNA team is ratarring the followiag candidaie 1a yaur D-NAG.
5 * Set Medical Status
Afar reviswing tha Candidata, pleasa complers 19is farm.

Pizase Se'ect

Pleasa roview for the
Candidaly Cleared
First Name: Joel
Middle Name: Marvin Disposition Caroidate
Last Name: Dosr

Phore Number; 555-535-3555
Emall: joeldoerZ@emoil.com

-
a

r tho lollowing job;

Jah 1D: 1234587

Applying for: Mall Handler Assistant
Location: 123 Main S1, Anylown, ST 12346
HR Support Aroa: 1234667

HR Support Sub-Area: 1234567

Status: New
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Orientation Process Walkthrough
During the pilot, Field HR will schedule orientation for new hires based on selected start date.

1. HCES emails report of new hire effective dates to Local Services Mailbox.

2. Workforce Planning Personnel will communicate daily if there are any new hires needing
orientation scheduling to Employee Development.

3. Employee Development reaches out to the new hire to schedule the best
orientation date.
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Next Steps

1 Receive training slides following today’s session.

2 Share feedback and questions with Field HR Manager and Director of Field HR.
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Questions &
Final Thoughts
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