

	Position Description

	PD#: AG70558
	 
	Replaces PD#: 

	Sequence#: VARIES

	MOTOR VEHICLE OPERATOR

WG-5703-05

	 
	  


	Servicing CPAC: ABERDEEN PROVING GROUND, MD



	
	Agency: VARIES

MACOM: VARIES

Command Code: VARIES
 

Region: NORTHEAST




	 

	Citation 1: OPM JGS MOTOR VEHICLE OPER, 5703, APR 91
	
	
	

	Citation 2: OPM JGS LABORER, 3502, DEC 96
	
	
	

	Citation 3: OPM PCS MESSENGER SERIES, DEC 73
	
	
	

	Citation 4: OPM PCS MAIL & FILE SERIES, GS-305, JAN 79
	
	
	

	PD Library PD: NO

	COREDOC PD: NO

	 

	Classified By: NECPOC 

	Classified Date: 05/27/1997

	 


	FLSA: NON-EXEMPT
	Drug Test Required: VARIES   
	DCIPS PD: NO

	Career Program: 00
	Financial Disclosure Required: NO   
	Acquisition Position: NO 

	Functional Code: 
	Requires Access to Firearms: VARIES
	Interdisciplinary: NO

	Competitive Area: VARIES
	Position Sensitivity: VARIES
	Target Grade/FPL: 05

	Competitive Level: VARIES
	Emergency Essential:  

   [ ]


	Career Ladder PD: NO

	Bus Code: VARIES
	Personnel Reliability Position: VARIES
	Information Assurance: 

	PD Status: VERIFIED 

	 


	Duties:
AG70558 MOTOR VEHICLE OPERATOR, GS-5703-05

Duties:

Serves as a motor vehicle operator in the central mail distribution unit of APG. Work involves processing incoming and outgoing mail to include delivery, sorting, and metering mail received from all APG organizations and from the US Postal Service (USPS). Must be able to obtain secret security clearance.

1. Operates vehicles with gross vehicle weight of up to 10,000 pounds, to transport personnel, articles, and materials throughout the installation and on public roads, for long and short hauls; loads and unloads materials; assures vehicle is not loaded beyond the rated capacity by checking cargo papers and by visual observation; completes trip tickets and preventive maintenance service records; completes driver's accident reports in case of accident. Performs driver's maintenance in accordance with established rules and regulations. May occasionally drive other types and sizes of vehicles for which qualified and licensed when required by workload or in the absence of others.
60%

2. Performs the following messenger duties:

a. Performs pickup and delivery services for such items as mail, bulk quantities of forms and publications which require heavy lifting, such as filled mail bags and boxes of publications and forms.

b. Collects and delivers mail and publications within buildings for organizational elements sharing building occupancy. Collects and delivers classified mail, registered, insured, certified, and express mail. Signs receipts and obtains receipts when picking up and delivering accountable mail.

3. Performs the following mail clerk duties:

a. Sorts incoming mail by organizational designation, room number, name, etc. Receives, controls, and distributes classified mail. For outgoing mail, weighs, marks and meters, sorts by destination, special handling, etc. Screens outgoing materials to assure that they are addressed in accordance with appropriate regulations, returns or contacts originator or appropriate receiving office to resolve errors or discrepancies.

b. Records daily readings on the meter register; verifies the accuracy of changes made to each account; and performs adjustments resulting from incorrect metering or equipment malfunction. Performs resetting of meter as required and locks meter heads when not in use to prevent unauthorized usage.

c. Performs distribution duties involving receiving, reviewing requested distribution (A, B, E, etc.), to counting documents (flyers, posters, charts, regulations, bulletins, Merit Promotion Announcements, etc.) and distributing to appropriate APG addresses according to distribution schedules cited on document/request.

d. Performs express mail and US Postal Service express mail service. Follows established procedures and processes to ensure packages have the appropriate notations and are accurately documented to facilitate proper delivery.

e. Assists in the records holding area as required.

Performs other duties as assigned.

Skills and Knowledges

Skilled in operating vehicles with a gross vehicle weight up to 10,000 pounds, including pick-up trucks, carryalls, automobiles, jeeps, ambulances and vans. Skilled in handling controls for starting, stopping backing, and driving the vehicle, in judging overhead and side clearances, turning radius, braking distance, and safest distance to be maintained from preceding vehicle. Basic knowledge of the functions and organizational structures of serviced units and a knowledge of mail processing and control procedures to sort mail to major distribution points, most of which have subordinate elements, requiring knowledge of functions performed within the subordinate elements in order to properly sort based on incomplete address. Knowledge of postal equipment to include metering devices and related components (i.e., meter heads, etc.). Ability to maintain and operate such equipment. Knowledge of procedures and regulations for the control and processing of various types of mail (registered, certified, insured, express, classified, etc.), and for preparation and dispatch of various kinds of outgoing materials with differing processing procedures.

Responsibility

Receives instructions from a dispatcher, supervisor, or trip ticket indicating type of vehicle to be operated, destination and purpose of the trip. Responsible for safe conduct of cargo; follows safety regulations; driving carefully to prevent damage to vehicle, assuring proper loading of materials. Work involves performance of several related duties (sorting and metering mail, post-wide distribution, etc.), requiring determination of appropriate procedures or actions for each duty. Purpose of work is to provide fast and efficient pickup, processing, and delivery of a variety of unclassified and classified materials on behalf of a number of organizations with different missions and functions. Contacts are with a variety of different personnel at all levels within the units serviced. Contacts are also made with other postal employees and personnel within administrative units.

Physical Demands

Work requires long periods of standing, walking, bending, recurring lifting and carrying of packages, bags, etc. Capable of lifting and handling objects and tilled mail bags, bulk quantities of forms and publications weighing approximately 70 pounds. Physically able to push a loaded All Purpose Container with a maximum weight capacity of 1200 pounds. Physically able to climb at least three flights of stairs with mail.

Working Conditions

Required to work outside and is occasionally exposed to bad weather conditions while loading and unloading vehicles. Drives in all types of weather and traffic.

Exposed to possibility of serious accident and subject to cuts, bruises, and broken bones as a result of accidents while driving or when loading and unloading vehicles.

Use of appropriate safety gear is required.
Evaluation Statement:

I. References:

a. OPM JGS for Motor Vehicle Operator, WG-5703, Apr 91.
b. OPM JGS for Laborer, WG-3502, 12/96.
c. OPM PCS for Messenger Series, GS-302, Dec 73 and Aug 59.
d. OPM PCS for Mail and File Series, GS-305, May 77.
e. OPM Introduction to the Position Classification Standards, Section IV: Determining Coverage by the GS or FWS

II. Series Determination: Position performs work in the GS and WG occupations. Highest level of work performed is the operation of motor vehicle for the purpose of pickup and delivery of mail throughout the installation. In addition, work involves sorting and metering mail; messenger services; and substantial physical strength (lifting in excess of 70 pounds), which, in addition to MVO work is exempt from the Classification Act, per reference d. Position is therefore placed in the FWS and is allocated to the highest skill occupation which is WG-5703.

III. Grade Determination: Comparison is made to above references, as follows:

a. Para 1 is compared to reference 1a and equated to WG-05.
b. Para 2 is compared to reference 1c and equates to GS-2.
c. Para 3 is compared to reference 1d and equates to GS-04.
d. Laborer duties are compared to reference 1b and equate to WG-02.

	Conclusion: WG-05 based on the overall highest level of work performed.

IV. Job Classification: Motor Vehicle Operator, WG-5703-05.

V. FLSA Determination: Nonexempt, per 5 CFR. 551.103 (does not meet any of the exemption criteria included in 5CFR 55 1 Subpart B).
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