UNITED STATES
7 POSTAL SERVICE

NOTICE OF VACANT POSITION
SALT LAKE CITY, UT BID CLUSTER
Current Career Clerk Employees
Announcement Number: 24 - 07

OPENING DATE: November 18, 2024 CLOSING DATE: November 27,2024 4:30 PM
POSITION: Position ID 71798133 Complaints & Inquiry Clerk, Pay Level-07
OCC-CODE: 2345-23XX HOURS OF DUTY: 0800-1630, 30L
BEST QUALIFIED NON-SCHED DAYS: Sun/Mon

LOCATION:

Vacated by: Kyle Petersen
Vacated on: 11/30/2024

Salt Lake City, UT District Office

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

DUTIES AN

D RESPONSIBILITIES:

1.

Accepts and reviews telephone, written, or in-person customer complaints regarding alleged service
irregularities or employee conduct. Assembles all pertinent existing data and determines type of
inquiry required.

Institutes necessary action to develop case analysis or investigation. Visits areas and confers with
individuals involved, gathering and developing additional information pertaining to investigation.

Develops all pertinent facts for analysis as to what corrective action is to be taken. Presents analysis
and recommendations to supervisor and employees involved in order to preclude a recurrence of a

complaint.

Prepares correspondence to complaints and inquiries after investigation and complete information
has been obtained.

Contacts customers in order to resolve complaints.
Reports unusual or repetitive complaints which indicate development of a trend; prepares and
submits weekly and quarterly complaint summations and analysis of the data along with

recommendations for improvement in service.

Performs other job related tasks in support of primary duties.

QUALIFICATIONS: This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to

satisfactori

ly perform the tasks of the position. Applicants must demonstrate that they possess a sufficient level

of each KSA, to include at least minimum competency for senior-qualified positions to enable them to perform

these tasks
or training,

satisfactorily. Applicants demonstrate these levels by describing examples of experience, education,
any of which may be non-postal. Ratings are based on the demonstration of the level of possession

of each of the KSAs. Failure to demonstrate any KSA is disqualifying.



1. Knowledge of mailing requirements and service standards.
2. Ability to maintain records and prepare reports and correspondence.

3. Ability to plan and execute work activities without direct supervision, accomplishing tasks to meet
deadlines.

4. Ability to work cooperatively and interact positively with customers and co-workers, exercising
courtesy, discretion, and self-control.

5. Ability to communicate orally sufficient to express spoken ideas or facts clearly and logically when
answering questions, giving directions, and providing information.

EXAMINATION REQUIREMENTS:
Applicants must demonstrate verbal ability. This must be demonstrated by successful completion of Postal
Service Test 720.

Applicants must demonstrate basic computer skills. This must be demonstrated by successful completion of
Postal Service Test 718.

PHYSICAL REQUIREMENTS: Applicants must be able to perform the physical requirements of the position with
or without reasonable accommodation.

HOW TO APPLY: It is the responsibility of the Applicant to submit a completed PS 991 (include a personal email
address on your PS 991) to Melissa Stark by 16:30 by November 27, 2024. You may submit it one of three ways:
via mail to 1760 West 2100 South, Salt Lake City, UT 84199-9420, via email to melissa.stark@usps.gov or fax to
the ATTN: Melissa Stark 801-974-2929. Supervisor evaluations are not needed.

ALL APPLICANTS WILL BE CONSIDERED ON THE BASIS OF QUALIFICATIONS REGARDLESS OF RACE, COLOR,
RELIGION, SEX, NATIONAL ORIGIN, AGE OR PHYSICAL HANDICAP.


mailto:melissa.stark@usps.gov

