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POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

POSTAL DELIVERY GROUP

GROUP DEFINITION

The Postal Delivery Group incorporates:
= Trainee Postal Delivery Officers
Ll Postal Delivery Officers
» Senior Postal Delivery Officers — all grades
» * Postal Delivery Coordinators — all grades
. Delivery Managers - all grades

GROUP PURPOSE

The Group’s primary purpose is to give customers a quality mail processing and mail
delivery service that meets their needs and achieves Australia Post’s service

standards.

The Group is to meet its service standards through the receipt, processing, delivery
and despatch of mail and by performing other postal and administrative support work,

FEATURES

People occupying positions in the group may perform tasks/activities for which they
have been trained, but their primary responsibilities are to receive, sort, deliver and/or
despatch all mail items entrusted to Australia Post for delivery so that the expectations
of customers are met.

Management and supervisory staff will be involved in planning, leading, team
building, organising and coordinating all delivery, mail processing and associated
activities so as to provide efficient, cost effective services. A Delivery Manager may
be responsible also for some revenue generating activities.

For a Jarge and growing part of the total mail available for delivery, Australia Post has
many competitors. All delivery group staff need to cooperate in:

" ensuring delivery service standards are achieved consistently;

" ensuring that relevant performance standards are achieved consistently;
. giving customers quality service and being responsive to their needs;

. treating mail with care and avoiding damage; and

s ensuring that cost effective delivery services are provided.

A delivery group operates as an autonomous unit and local discretion is exercised as
necessary to ensure these requirements are met.

1 August 2004



POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

TERMS USED

Tvpes of Facility

I.

A Delivery Centre:

. an outlot with its _own; oudgot and dédicz_ited.
‘management focussing fully on.delivery -
- ‘operations.” Iti s manaoed by aDelivery.

" -Mariager who reports’ dlI'ECﬂY to a nominated
:';Area Managerf'( Dehverv) or equlvalent o

. It may be a stand anne fa01hty in self contamed

: a_ny other postal act1v1ty such asa retaﬂ post
- office, busmess centre orArea: Manager s

A: Postal Delivery Out!et':'

A Traditional Post Office:

- Office

any corporate off ice or centrc from Whlch
mail delivery or mail _processing, operates ie.
Delivery Ceritre, Dehvery Annexe or Tradmonal

. ;Post Ofﬁce

an: outlet w1th both Retall and Street Maﬂ
Dehvery housed fhol ‘the. same: premises and with

~ bothifunctions underthe' xmmedlate control of a
Postal Manaoer ‘trad1t10nal"1o not an_ A_rea‘
: N.[anaoer R '
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POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

CREDIT FOR CLASSIFICATION

The followine FTE credits apply when classifving Delivery Supervisor (SPDO 2 or 3,
PDC 1.2 or 3) in traditional Post Offices and small Delivery Centres or Delivery
Manacer (DM 1-4) positions:-

Ordinarv full-time and part-time staff

The actual ordinary weekly hours that each person regularly reports to a particular
supervisor are added to that supervisor’s ordinary weekly hours and the result
expressed as FTE’s. (Note: 1 FTE equates to 36 % hours).

Full-time relief staff:

The delivery supervisor at relief staff’s head station receives Credit of 1 FTE for each
relief position.

Street Mail and Outer Suburban Contractors:

- each contract with up to 400 delivery peints
=0.5FTE

- each contract with over 400 delivery points
=1FTE

Roadside Delivery Contractors:

- Total all points on all such contracts operating out of an outlet,
irrespective of frequency, and apportion on basis of 800 points equals 1
FTE (eg. 400 points, FTE credit = 0.5)

Parcel Deliverv Contracts:

- each contract with weekly average of up to 400 parcels equals 0.5 FTE
- gach confract with weekly average of more than 400 parcels equals 1 FTE

In the case of PDC “Supports” at a Delivery Centre, when justification exists fora 1*
Support position above base (PDO) level, the above mentioned classification credits
for Delivery Supervisor and Delivery Manager are taken into account with the
following two exceptions:

= that staff occupied on night sorting duties attract only (.5 credit for each FTE;

« that relief staff head-stationed at the Delivery Centre attract only 0.25 credit for
each FTE.

3 August 2004



POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

POSTAL DELIVERY OFFICER

DEFINITION

- Located at any Postal Delivery Qutlet

Perform activities associated with postal delivery (including mail collections
from SPB’s and Customers) and/or inward and outward mail processing
(including processing of return mail), and/or “support” assistance 1o the
Delivery Manager, and, as required, perform limited retail activities.

FEATURES

The primary role of these staff is to help provide a quality cost efficient delivery and
mail processing service that is friendly to customers’ needs and that meets Australia

Post’s timetables and standards.

A PDO may perform all non-supervisory work related to receiving, opening, sorting,
preparing for delivery and delivering items entrusted to Australia Post for delivery;
and also inward and outward mail processing; and also “support” assistance to the
Delivery Manager. Outdoor delivery work involves individuals working away from
supervision; on foot, or using a bicycle, motor cycle or other motor vehicle over one
of three allocated rounds.

* Where the time spent on limited retail activities regularly exceeds 30% of their
weekly rostered hours the position should be classified as Postal Services

Officer.

" Where non-delivery driving duties (eg. Mail collection, mail pick-ups, bulk mail
pick-ups from customers) take more than 50% of ordinary weekly hours the
position should be classified as Postal Transport Officer.

4 August 2004



POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

SENIOR POSTAL DELIVERY OFFICER GRADES 2 & 3

DEFINITION
" Located at any Postal Delivery Outlet

Organise and control the work of staff engaged on mail handling and processing
operations or mail delivery operations

Oor

Provide relief for Postal Delivery Officers

AT

CLASSIFICATION

Classification is based on the nmumber of full-time equivalents (FTE’s) including the
SPDO’s own position. The FTE criteria is as follows:

= Relief

- SPDO Grade 2 — no subordinate staft.

= Supervisor {*}
+  Delivery
- SPDO Grade 2 — more than 1 and less than 3
- SPDO Grade 3 - at least 3 and no more than 6
+  Muil Processing
- SPDO Grade 2 — more than 1 and no more than 8
- SPDO Grade 3 — (normal hours) — more than 8 and no more than 15

- SPDO Grade 3 — (outside normal business hours) — more than 1 and
no more than 11

(*} The minimum level of ‘In-Charge’ position in Night Sorting
operations is PDC1 - refer Page 8 of these Standards.

August 2004
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POSTAL DELIVERY GROUP - CLASSIFICATION STANDARDS

SENIOR POSTAL DELIVERY OFFICER GRADES 2 & 3 Cont,

FEATURES

The primary role for these people is to provide a quality cost-effective delivery and
mail-processing service that meets Australia Post’s standards.

A SPDO2 may be a Mail Processing or Delivery Supervisor or a Delivery Relief
Officer. A SPDO Grade 3 may be a Mai! Processing or Delivery Supervisor.

The classification level of SPDO Supervisor positions depends on the FTE’s for
which the position is responsible as outlined above.

SPDO’s in Delivery may, as part of their duties, provide operational or administrative
assistance to a PDC Supervisor or Delivery Manager. There is however no provision
for the SPDO levels to be used for positions that are dedicated solely to support
activities.

6 August 2004



POSTAL DELIVERY GROUP - CLASSIFICATION STANDARDS

POSTAL DELIVERY COORDINATOR GRADE 1-3 & DELIVERY
MANAGER GRADE 1-4 |

DEFINITION and CLASSIFICATION

Located at a Delivery Centre and reporting directly to an Area Manager (Delivery)

Manage the full range of delivery functions and operations where the number of full-
time equivalents (FTEs) including their own position is: ‘

" no more than 10 - PDCGradel

c more than 10 but no more than 19 - PDC Grade 2

= more than 19 but no more than 35 - Delivery Manager Grade 1

L more than 35 but no more than 50 - Delivery Manager Grade 2

. more than 50 but no more than 75 - Delivery Manager Grade 3

= more than 75 - Delivery Manager Grade 4
FEATURES

One who manages a Delivery Centre and is responsible directly to an Area Manager
(Delivery) for all of the delivery operations carried out at the centre and delivery
services provided from the centre. At some locations the PDC/Delivery Manager may
be responsible for some mail processing operations.

At a small delivery facility, the PDC Grade 1 or 2 in charge is responsible for the day
to day operations but would not be expected to undertake complex management
functions. It would be expected, for example, that the PDC would operate to, and
maintain the budget but the budget itself would be prepared in the Area Manager’s
office in conjunction with the PDC. A PDC Grade 1 in charge may be required to
perform a small round.

7 August 2044
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POSTAL DELIVERY GROUP —~ CLASSIFICATION STANDARDS

NIGHT SORTING MANAGER

DEFINITION and CLASSIFICATION

Located at a Postal Delivery Qutlet and reporting to the Postal Manager/ Delivery
Manager

As Delivery Operations Coordinator organise and control the work of staff and

contractors engaged in night sorting and related functions where the number of FTEs

inclnding their own position is:

* more than 1 but no more than 11 - PDC1
x more than 11 but no more than20 - PDC2
u more than 20 - PDC3

Note: The function is regarded as outside normal business hours if the
Coordinator commences ordinary duty before 6.45 am. or
ceases after 7.15 p.m.

FEATURES

One who coordinates a delivery group at a Postal Delivery Outlet with overall
responsibility for pight sorting functions outside normal business hours. The PDC is
directly responsible to the Postal Manager/Delivery Manager for the quality,
efficiency and cost-effectiveness of the night sorting function during the hours he/she

is rostered on duty.

DELIVERY OPERATIONS COORDINATORS

DEFINITION and CLASSIFICATION

Located at a Traditional Post Office and reporting to the Postal Manager and may be
responsible for (a) delivery operations or (b) mail processing operations.

(a) As Delivery Operations Coordinator organise and control the work of staff and
contractors engaged in delivery and related functions where the number of FTEs

excluding their own position is:

= more than 6 but no more than 12 - PDC Grade 1
» more than 12 but no more than 25 - PDC Grade 2
= more than 25 but no more than 35 - PDC Grade 3

8 Augnst 2004



POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

DELIVERY OPERATIONS COORDINATORS Cont.

FEATURES

One who supervises and coordinates a delivery group at a fraditional post office. In
these places the Postal Manager at the Traditionat Pest Office has overall
responsibility for delivery activities including night sorting (where applicable). The
PDC is directly responsible to the Postal Manager for the quality, efficiency and cost-
effectiveness of delivery operations and services during the hours he/she is rostered
on duty. A PDCI1 or a PDC2 with responsibilities for 19 FTEs or less may be
required to perform a small round.

DEFINITION and CLASSIFICATION

(b) Located at a Postal Delivery Outlet and reporting to a Postal Manager/Delivery
Manager.

Supervise a group of mail processing staff in a mailroom at a post office/annexe; or
take control of mail processing operations outside normal business hours, where the
number of FTEs including their own position is:

" more than 15 - PDC1 (normal business hours)

" more than 11 - PDC]1 (outside normal business hours)

FEATURES

One who supervises a group of mail processing staff in a mailroom at a Postal
Delivery Outlet and reports to a Postal Manager/Delivery Manager. These positions
can be responsible for mail processing operations during normal business hours or
outside normal business hours.

Note: The function is regarded as outside normal business hours if
the Co-ordinator commences ordinary duty before 6.45 am. or
ceases after 7.15 p.m.

9 August 2004



POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

TEAM LEADER

DEFINITION and CLASSIFICATION

Located at a Delivery Centre, as PDC1 Tearn Leader exercise line control by
supervising a Delivery processing team to provide a high quality, efficient and cost
effective mail delivery service that meets internal and external customer expectations.
The number of PDO staff in teams should average 12 people but this will depend on
circumstances at the Delivery Centre.

FEATURES

One who provides line control of a detivery team at a Delivery Centre. The PDC1
Team Leader is responsible to the Delivery Manager for providing a cost efficient
mail delivery service to customers.

SUPPORT POSITIONS

DEFINITION and CLASSIFICATION

Located at a Delivery Centre, provide “support™ assistance to a Delivery Manager.
The occupants of these positions will perform support functions, which are of an
administrative and operational nature.

I* Support position above base (PDO) level:

" over 25 up to 33 FTEs in DC - PDC Grade 1
" over 35 up to 50 FTEs in DC - PDC Grade 2
" over 50 FTEs inDC - PDC Grade 3

2" Support position (where justified) above base (PDO) level:

PDC1 — when 1* Support is a PDCI or PDC2
PDC2 — when 1* Support is 2 PDC3

Note: At smaller Delivery Centres (25 FTEs or less) “support” may be
provided by 2 Team Leaders in conjunction with their other duties or

by having 1 PDC1 Support position and 1 Team Leader.

FEATURES

One who provides “support” assistance to the Delivery Manager/Operations Co-
ordinator. The occupants of these positions will perform support functions, which are
of an administrative and operational nature. The positions may be full-time or part-
time. The hours of duty need to be determined by meecting the business needs of the

Facility.
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POSTAL DELIVERY GROUP — CLASSIFICATION STANDARDS

SUPPORT POSITIONS

FEATURES Cont.

PDCs in support roles perform specific activities on behalf of the Manager or
Operations Coordinator who is the decision-maker. They can help ensure decisions
are properly carried out but are not in a line position and would not normally make
decisions affecting staff and service provision.

CLASSIFICATION UPGRADE

Although the majority of positions will be correctly classified according to the
classification standards, due to significant external responsibilities, there may be a
small number of positions where a management decision may be made to. upgrade the
position of SPDO 3 to PDC1 or PDCI to PDC2. While these significant external
responsibilities may vary according to the facility, some examples of significant
external responsibilities are:

» Remote locality where there is a significant distance from other
management or support staff that would normally provide assislance
and/or support

e Number of communities / localities, particularly remote ones, that are
serviced and where there is a significantly greater number of customer
enquiries and/or an ad hoc requirement to make special arrangements
for delivery of mail to our customers. For example, when floods occur
causing air despatches to be returned to the DC and sometimes
organising a special delivery through other “local” contractors etc.

¢ Community representational role e.g.dealing with groups such as
RFDS, Schootl of the Air, ¢fc

The procedure for an upgrade of a position in these circumstances is:

e written request for an upgrade from the nominal occupant of the
position through their immediate supervisor to the Delivery or Retail
Area Manager as appropriate. The request must give specific reasons
why an upgrade of this particular position might apply due to
significant external responsibilities

e Area Manager to acknowledge request and provide a report together
with the request to the appropriate State Manager

s State Manager to consider the information provided. Where the
request is deemed to have mexit, advise the CEPU of the outcome

» Where appropriate, consultation with the Union should take place in
accordance with the established consultative framework agreed
between the parties

s Advise applicant of outcome of request

11 August 2004
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MAIL PROCESSING

MATIL OFFICER
SENIOR MAIL OFFICER, GRADES 1 AND 2
MAIL PROCESSING CONTROLLER, GRADES 1 TO 4

GROUP STANDARD

DEFINITION’

The work of the Mail Processing .Group in general encompasses
the receipt, processing and despatch of mail for their
particular mail processing facility within Australia Post's
mail network system in accordance with defined standards of
service,

The work can include the leading and controlling of staff
and at the senior levels, planning; allocation and
utilisation of resources as well as financial responsibili-
ties designed to ensure that mail services are provided in a
timely, efficient and cost effective manner.

FEATURES

The Mail Processing Group operates under circumstances which
reqguire:

- customer responsive service and job-oriented
performance;

- awareness of and compliance with the mail processing
facility/network priorities;

- appreciation of overall service standards;

- liaison with other mail processing facilities, delivery
and transport groups on mail volumes and operational
arrangements;

- recognition and identification of resources needed to
meet service requirements; ’

- an overall awareness of the responsibilities of
Australia Post and the needs of its customers;

- development and encouragement of a team approach to the
performance of tasks;

- maintenance of a harmonious industrial relations
climate; and

- adherence to safe work practices and operating
procedures.,

Positions in the Mail Processing Group work within mail
processing facilities that are yenerally autonomous in
nature and where a degree of local discretion on mail
processing requirements is exercised.
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TRAINING, SKILLS AND ATTRIBUTES

A person selected as a Trainee Mail Officer or selected for
higher positions in the Mail Processing Group is required to
have met the relevant recruitment and selection standards as
specified in the Conditions Of Entry And Advancement Manual
and the established selection criteria for the concerned
designations. In summary, the reguirements for the Mail
Processing Group are:-

. Mail Otticer :

- satisfactory completion of the training/induction
programme ftor Trainee Mail Officer.

. Senior Mail Officer, Grade 1 and Senior Mail Officer,
Grade 2

- satisfactory completion of the training/induction
programme for Trainee Mail officer;

- ability to lead and develop a small work group;
and

- knowledge of, and experience and expertise in mail
processing operations. '

. Mail Processing Controller :

- in the case of Mail Processing Controller,
Grades 1 to 3, completion of the Trainee Mail
Processing Controller course or eguivalent
training;

- ‘ability to lead and develcp a work group;

- knowledge of, and experience and expertise in mail
processing or related operations; and

- in the case of Mail Processing Contreoller,
Grade 4, demonstrated management ability to plan,
lead, organise and control.

The career path in the Mail Processing Group is as follows:-

. Mail Qfficer - Senior Mail Ofticer, Grade 1 -
Senior Mail Officer, Grade 2 - Mail Processing
Controller, Grade 1 - Mail Processing Controller,
Grade 2 - Mail Processing Controller, Grade 3 -
Mail Processing Controller, Grade 4 - Shift Manager -
Mail Centre Manager.

Subject to individual ability, application and successful
completion of prescribed training at various levels, the
opportunity exists tor persons at operative levels to aspire
to supervisory, operations support and management positions
in the Mail Processing Group. :
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TERMS USED

Mail Processing Facility:

This includes the Central Mail Exchanges in some capital
cities which process both international and domestic mail,
separate International Mail Centres (where established in
the larger capital cities), metropolitan mail centres,
special processing centres for handling bulk mail, City
Delivery Centres, Parcel Centres, provincial and small
country mail centres and Distributing Post Offices.

Categories of Mail Processing Facility:

The category accorded to a mail processing facility is
established by a national grading system that is applied to
all mail processing facilities except Distributing Post
Offices.

Supervision/Supervise:

Supervision is the exercise of leadership by personally
oversighting the work of others. Implicit in this is the
responsibility to ensure :

- adequate two-way communication processes are
established between supervisory levels and statf;

- statf compliance with corporate policies, instructions
and guidelines in relation to conduct, work practices
and procedures; and

- the attainment and maintenance of a level of
operational performance that accords with pre-
determined criteria.

Accordingly, it is the responsibility of every supervisor to
monitor functions under his/her control with the aim of
identifying and resolving problems in relation to staff
conduct, work practices and procedures or other matters
which impact on the efticient operation of the work area.
This requires' that supervisors at all levels undertake the
following functions, subject to the requirements of
corporate policies and within the limits of authority as
specified in Delegations, work level standards and other
approved documentation :

- undertake staff counselling;
- initiate staff development and training programmés;

- participate in staff selection and report on conduct
diligency and etficiency:

- exercise disciplinary measures;
- deal with industrial representations; and

- develop and encourage harmonious working relations.



Group Control:

This involves the supervision (see above) of a number of
operative staff engaged on the processing of mail and
associated duties. The group may be deployed on a range of
functions over a shift. The primary supervisory emphasis is
on ensuring that work assigned to the group is completed
efficiently, accurately and within time constraints,
Decisions will be required on work priorities and resource
allocation.

Area Control:

This involves operational responsibility for a discrete area
or group of functions. Control of an area involves
production supervision (see below) decisions,

Production Supervision:

This involves the functions of supervision (see above), with
emphasis on the co-ordination and control of maill processing
operations through:

- assessing the work content of mail receipts and
deploying staff resources {including overtime when
necessary) to the best advantage, 1n accordance with
service priorities and processing and despatch
schedules;

- co-ordinating the smooth flow of mail between
processing stages; and

- monitoring the effectiveness (quality control) and
efficiency (output rate) of each processing stage.

Under Regular Direction:

Regular direction is generally only applicable to Trainee
Mail Officers and means that a person recelves operational
instructions regarding routine matters and is subject to
frequent checks on adherence to instructions and progress of
work by means of physical inspections, written and oral
reports.

Under General Direction:

A person under general direction normally undertakes a range
of routine tasks, and receives general instruction for each
task. Discretion in selecting the most appropriate method
and sequence of completing the task is normal. :

Conformity with instructions is measured by means of
physical inspections and satisfactory completion of
allocated tasks.

Al though those working under general direction are expected
to be experienced and competent, there will be variaticns to
the levels of experience which will necessitate some
variation in the degree of general direction.



Under Limited Direction:

A person under limited direction will normally be given a
clear statement of an objective for an activity and will
require little guidance during the performance of the
work, Conformity with instructions is usually measured in
terms of the achievement of stated objectives to agreed
standards.

Those working under limited direction are expected to have
had considerable exposure to mail processing activities
through experience at a lower level or other relevant postal
experience.

Within Broad Guidelines:

A person working within broad guidelines will normally be
given a statement of the most important overall continuing
_results that must be accomplished in a major category of
work. Those working within brgad guidelines are expected to
develop and achieve objectives and standards for specific
functions under their control that will ensure the
attainment of the critical results required by higher levels
of management.

Conformity with the broad guidelines.is measured in terms of
results obtained and the significance of the contribution

to the achievement of critical objectives established by
management.

Leading Hand:

The term ‘*Leading Hand' indicates that an employee who fills
such a position is responsible for both undertaking the
duties assigned to the particular job of work and for
leading/guiding other employees as well,

The important factor to be recognised is that besides
undertaking normal mail processing work, a leading hand

- assigns tasks to staff allocated to the work group
consistent with operational requirements and job
rotation; and ‘

- ensures achievement of work performance levels and that
work assigned to the work group is completed within
prescribed standards.
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6.

The leading hand leads a team by example, guides and coaches
members of the group under his/her control.

The role of the leading hand can be summarised as follows:-

a)

D)

c)

d}

e)

£)

Decision Making:

A leading hand is required to make decisions (that is,
reach conclusions and make judgements) in the course of
a day's work regarding how an assigned job of work
should be undertaken,

Communication:

A'leading hand should pass on to his/her immediate
supervisor any information concerning operational
problems/changes etc. related to the efficient operation
of the work area.

A leading hand is also responsible for communicating
information to staff working under his/her control.

Guiding:

A leading hand is expected to be experienced and
competent in performing the specific tasks and duties
allocated to a Senior Mail Officer position and is also
expected to play an active role in developing, guiding
and instructing those under his/her control.

Safety:

A leading hand is expected to be fully conversant with
existing safety procedures and to require staff to
follow established safe working practices and
procedures at the workplace,

On-the-Job Training:

A leading hand is required to provide on-the-job
instruction to Mail Officers in the course of their
normal duties and to Trainee Mail Officers during their
induction/training period.

staff Relations:

A leading hand is expected to set a good example to
subordinates and to foster the development of a team-—
work approach within the group controlled. A leading
hand is required to assist each group member to achieve
and maintain acceptable standards of performance and
conduct,

Subject to the requirements of corporate policies and
within the limits of authority as specified in
Delegations, Work Level Standards and other approved
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documentation, a leading hand should endeavour to
resolve any problems in relation to conduct, work
practices or procedures with the staff concerned in the
first instance. However, if problems persist or more
significant problems occur, it is the responsibility of
the leading hand to bring such cases to the attention
of the relevant supervisor.

In circumstances where a Senior Mail Ofticer engaged on
detined specialist functions is assisted in the performance
of those functions by a group of staff, the Senior Mail
Officer assumes the leading hand function and role described
above.

Specialist:

"Specialist" mail handling and processing functions are
undertaken at the Senior Mail Oftricer, Grades 1 and 2 and
the Mail Processing Controller, Grades 1, 2 and 3 levels.

A Senior Mail Officer who fills a "specialist" position is
responsible for undertaking the specialist duties assigned
to the particular job of work, provided that, either singly
or combined, the duties constitute at least 30% of weekly
rostered hours. The performance of specialist functions can
involve leading/gquiding a group of statf who provide
assistance in undertaking these functions. Moreover, a
Senior Mail Officer, Grade 1 or Grade 2 may be in charge of
a specialist function. In the case of the Senior Mail
Officer, Grade 2, the group of staff may include Senior Mail
Officers, Grade 1 performing . defined lower level specialist

_ functions (see below) for at least 30% of their weekly

rostered hours.

A Mail Processing Controller, Grade 1, 2 or 3 in charge of a
specialist tunction is responsible for undertaking the
specialist duties assigned to the position as well as for
supervising statf engaged on or assisting with the
specialist functions. Staff supervised by the Mail
Processing Controller may include Senior Mail Ofticers,
Grade 1 performing lower level speclalist functions and/or
Senior Mail Officers, Grade 2 performing defined higher
level specialist functions (see below) for at least 30% of
their weekly rostered hours.

Mail Officer positions may be provided to assist in the
operation of specialist mail handling and processing areas.

Specialist functions tall into two categories as described
below:-

Higher Level Specialist Functions:

In determining higher level specialist functions, the
following responsipilities should be recognised:

- performance of duties in a highly specialised field
and/or which interface with important customers or
agents; and

- a requirement to work organisationally or
physically remote trom supervision.
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Typical higher level specialist functions which may be
undertaken at the Senior Mail Officer, Grade 2 level and at
the Mail Processing Controller, Grades 1 to 3 levels,
dependent upon the number of staff controlled, include:

- customs, shipping, railway or airline liaison
functions;

- operaticns support functions associated with the
processing of overseas mail:

- contrel of bulk mail acceptance;

- the collation and analysis of traffic and work
hours statistics (Note: Basic recording and
collection of statistics are not recognised as
higher level specialist functions);

- preparation and maintenance of staff rosters; and
- timekeeping duties.

Generally, the higher level of specialist functions are
found outside the mainstream of mail processing operations.
Usually, the training requirements for these positions are
additional to those incorporated in the basic Senior Mail
Officer training programmes.

Lower Level Specialist Functions:

Generally, the lower level of specialist functions are
contained within in the mainstream of mail processing
operations. The training requirements for these positions
are usually incorporated in the basic Senior Mail Officer
training programmes.

Typical lower level specialist functions which may be
undertaken at the Senior Mail Officer, Grades 1 and 2 levels
and at the Mail Processing Controller, Grades 1 and 2
levels, dependent upon the number of staff controlled,
include: .

- taxing/rewrap and the detection of underpaid
mail;

- treatment and handling of undelivered and dead
letter mail;

- receipt/despatch duties (where sealed bags are
involved) ;

- control of Security Post and Special Services
functions; and

- control of Bag Room (including ULDs etc.)
activities in large central mail processing
facilities.

For further reference please see the accompanying Work Level
Standards for Mail Officer, Senior Mail Officer, Grades 1
and 2, and Mail Processing Controller, Grades 1 to 3.
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STAFF CONTROL "CUT-OFFS" FCR THE MATIL PROCESSING GROUP

Atter due analysis and taking into account all of the requirements specitied in the
accompanying work level standards for each level in the Postal Ievels Structure mail

processing group, the chart below may be used to confirm the classification of individual
positions in mail processing facilities:

NO. OF STAFF CONTROLLED (EXPRESSED AS FULL~-TIME EQUIVALENTS)

DESIGNATION GROUPR/ SPECIALIST FUNCTIONS MANAGER
LEADING AREA SHIFT LOWER HIGRER DISTRIBUTING
HAND CONTROL . LEADER LEVEL LEVEL POST OFFICE
FUNCTION
Senior Mail No more N/A N/A No more N/A N/A
_Ofticer, Gr 1 than 7 than 4
Senior Mail More than| N/A No more More than No more N/A
" Officer, Gr 2 7, but than 10 4, but no than 4
no more more than
than 14 10
Mail Processing| N/A More than N/A More than More than N/A
Contreoller, 14, put 10, but 4, but no
Gr 1 ne more no more more than
than 65 than 30 10
Mail Processing| N/A More than| More than | More than More than N/A
~Lontroller, 65, but 10, but 30 10, but
ir 2 © no more ne more no more
than 94 than 65 than 30
Mail Processing| N/A More than| More than N/A More than | More than
Contrecller, 94 65 30 19, but no
Gr 3 more than
34
Mail Processing| Shitt Manager at a Category 3 mail processing facility More than
Controller, 34
Gr 4

N/A = Not Applicable




10.

MAIL PROCESSING

MAIL OFFICER
WORK LEVEL STANDARD

DEFINITION

Under general direction, undertake duties associated with
the physical receipt, either by manual and/or mechanical

means, of items-such as: mail bags, containers, Unit Load
Devices (ULDs), bulk mail etc. at a mail processing

facility.

Undertake the sorting of postal .articles by manual, indexing
or mechanical means; perform duties associated with the
despatch of mails by either manual or mechanical means and
related tasks at a mail processing facility.

Maintain related records and docuﬁéhtation. Assist in the
pertormance of specialist functions, e.g. rosters, time-
keeping, statistics, projects, etc.

FEATURES

A Mail Officer may be required to work regular rostered

- shitt duty. Mail Officers will be required to perform all
tasks associated with mail processing and may be deployed
according to operational reguirements. However, consistent
with operational reguirements, deployment will ensure that
Mail officers are given an appropriate variety of work,
rotation and task relief. The duties require extensive
sorting knowledge.

TRAINING, SKILLS AND ATTRIBUTES

A person selected as a Trainee Mail Officer must meet the
relevant recruitment and selection standards as specified in
the Conditions Of Entry And Advancement Manual and the
established selection criteria.

A person selected as a Trainee Mail Officer is required to
undertake the prescribed training programme, covering
procedures, speed and accuracy in manual mail sorting,
equipment operation, and where required, letter indexing.
Training will consist of both classroom and on-the-job
instruction in accordance with the standards specified in
the Trainee Mail Officer training course.

on completion of the specified stage of the training course,
a Trainee Mail Officer may be employed on all aspects ot
Mail Officer work, providing regular direction as specified
in the training course is maintained.

Advancement to the level of Mail Ofticer will be dependent -
on successful completion of the training course. Performance’
and suitability will be monitored over the six months ‘
training period and regular reports prepared by sSupervisory
staff. '
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TYPICAL DUTIES

The duties listed below are typical of this work level,
subject to the performance of work within reguisite time and
accuracy standards as established 1n training, and adherence
to safe working procedures:-—

. Undertake manual sorting duties using geographical
knowledge, postcode and other sorting cues of mail for
intrastate, interstate and, in some cases, overseas
destinations or private boxes, private bags and Postal
Delivery Officers' rounds.

. Operate mail processing equipment, eg. letter
preparation lines, letter indexing/sorting equ1pment
and postmarking machines and parcel processing
equipment, eg. parcel sorting machines; clear minor
mail blockages in this equipment that do not
necessitate the use of tcols or access to internal
mechanisms.

. Perform duties necessary for operation of letter
indexing eguipment including keying, loading, stacking
and clearing of PIAP letter indexing desks.

. Assist in the operations of associated HMI-3 letter
sorting machines.

. Load and unlcad mail conveyances, including motor
vehicles which carry containers, ULDs, letter trays,
mail bags, etc and internal mail handling eguipment.

. Operate mail handling egqguipment, including conveyors,
loading and lifting devices and upon successful
completion of specified training, fork 1lift trucks.

. Operate parcel handling equipment, including conveyors,
loading and lifting devices, bag chains, tipping
devices and upon completion of specified training, fork
lift trucks.

. Receive and open mails including the handling of
special enclosures and articles, ie. priority paid,
special delivery, etc.

Assist in the provision and maintenance of mail
processing records and documentation.

. Process, circulate and distribute mail carrying
receptacles.

. Operate mail weighing and statistical recording
equipment of non on-line capabilities.
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Prepare and assemble mail for despatch, including the
tie-off of mail and provide assistance in despatching
mails. »

Assist in specialist procedural work associated with
underpaid mail, special services, bulk mail lodgements,
dead letter office, bag room (including ULDs etc)
activities, etc.

Face up and prepare mail for distripution to processing
points.

Assist in the provision of on-the-job training for
Trainee Mail OQfficers.

Assist in the provision of customer service.
Undertake general duties such as the preparation of bag

racks, bag labels, stores and document distribution,
etc.
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MAIL PROCESSING

SENIOR MAIL OFFICER, GRADE 1
WORK LEVEL STANDARD

DEFINITION

Under limited direction, and working as a leading hand,
oversight the work of a group of staff engaged on mail
handling and processing operations at a mail processing
facility, provided that the planned total ordinary weekly
hours of employment of the group on duty is no more than the
equivalent of seven full~-time positions. For short periods
only, to cater for operational flexibility or unforeseen
overload, the number of staff oversighted may exceed seven
but should not exceed twelve.

OR
Under limited direction, and in conjunction with mail
processing duties, pertorm lower level specialist functions
and oversight the work of a group of stait engaged on
"specialist™ mail handling and processing activities,
provided that the planned total ordinary weekly hours of
employment of the group on duty is no more than the
equivalent of four full-time positions.

FEATURES

A Senior Mail Otficer, Grade 1 may be required to perform
defined specialist functions, leading hand functions as a
working unit in a mail processing team, or general mail
processing functions.

The specialist functions, either singly or combined, will
constitute at least 30% of weekly rostered hours. The
performance of specialist functions can involve oversight of
staff who provide assistance in undertaking these functions.
Because of their nature, specialist positions cannot always
pe involved in a staff rotation scheme and special rostering
arrangements may be necessary. The performance of specialist
functions does not preclude Senior Mail Officers, Grade 1
from undertaking other mail processing functions as
reguired.

A Senior Mail Officer, Grade 1 leading hand position would
normally report to a Mail Processing Controller, Grade 2 or
above. However, this does not preclude a Senior Mail
Oorficer, Grade 1 undertaking specialist mail processing and
related functions reporting to a Senior Mail Ofticer,

Grade 2 or to a Mail Processing Controller, Grade 1 or
apove. :

TRAINING, SKILLS AND ATTRIBUTES

A person selected tor a Senior Mall Ofticer, Grade 1
position is required to have met the relevant selection
standards as specified in the Conditions Of Entry And
Advancement Manual and established selection criteria. In
summary, a person at this level must have:
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- successtully completed the training programme tor
Tralnee Mail Ofticer;

- ability to lead and develop a small work group;
and

- knowledge of, and experience and expertise in mail
processing operations.

The above will be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed pelow are typical of this work level:-

. As a leading hand, oversight the work of a group of
staff engaged on mail handling and processing
operations.

Perform lower level specialist mail processing and
related functions applicable to this level (as
detined - refer pages 7 and 8).

. Provide on-the~-job training for Trainee Mail Otticers,
Mail Officers and, as appropriate, other Senior Mail
Officers.

. Ensure that sate working procedures are adhered to.

. Develop and encourage a team approach to the
performance of tasks. .

. Perform, as reguired, general mail processing duties.
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MAIL PROCESSING

SENIOR MAIL OFFICER, GRADE 2
WORK LEVEL STANDARD

DEFINITION

Under limited direction, and working as a leading hand,
oversight the work of a group of staff engaged on mail
handling and processing operations at a mail processing
facility, provided that the planned total ordinary weekly
hours of employment of the group on duty is more than the
equivalent of seven full-time positions and no more than the
egquivalent of fourteen full-time positions. For short
periods only, to cater for operational flexipility or
unforeseen overload, the number of staff oversighted may
exceed fourteen but should not exceed twenty-four.

OR
Under limited direction, and in conjunction with mail
processing duties, take control of the operations of a mail
processing facility as a shitt leader where the planned
total ordinary weekly hours of employment of subordinate
staff on duty is no more than the equivalent of ten full-
time positions.

OR
Under limited direction, perform lower level specialist
functions and oversight the work ot a group of staff engaged
on "specialist"™ mail handling and processing activities,
provided that the planned total ordinary weekly hours of
employment of the group on duty is more than the equivalent
ot four full-time positions and no more than the equivalent
ot ten tull-time positions.

OR
Under limited direction, perform higher level specialist
functions and oversight the work of a group of staff engaged
on "specialist" mail handling and processing activities,
provided that the planned total ordinary weekly hours of
employment of the group on duty is no more than the
equivalent of tour full-time positions.

FEATURES

A Senior Mail Officer, Grade 2 may be required to perform
detined specialist tunctions, leading hand functions as a
working unit in a mail processing team, or general mail
processing functions.
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The specialist functions, either singly or combined, will
constitute at least 30% or weekly rostered hours. The
pertormance of specialist tfunctions can involve oversight of
statt who provide assistance in undertaking these functions.
Because ot their nature, specialist positions cannot always
be involved in a staft rotation scheme and special rostering
arrangements may be necessary. The performance ot
specialist functions does not preclude Senior Mail Officers,
Grade 2 from undertaking other mail processing functions as
reguired.

In normal circumstances, where a Senior Mail Officer,

Grade 2 leading hand position is established, a Senior Mail
Officer, Grade 1 leading hand would not be allocated within
the same group of statf. However, this does not preclude a
Senior Mail Officer, Grade 1 specialist reporting to a
Senior Mail Officer, Grade 2.

A Senior Mail Officer, Grade 2 leading hand position would
normally report to a Mail Processing Controller, Grade 2 or
above. However, this does not preclude a Senior Mail
Otficer, Grade 2 undertaking specialist functions reporting
to a Mail Processing Controller, Grade 1 or above.

Leading hand positions and positions involving the
pertormance of specialist functions in conjunction with mail
processing duties which would normally warrant Senior Mail
Ofticer, Grade 1l classification may be classitied at Senior
Mail Otticer, Grade 2 level in circumstances where the
occupant is required to rotate with positions of Senior Maill
Otticer, Grade 2 on other shifts.

A Senior Mail Ofticer, Grade 2 required to take operational
control of a mail processing facility with a small number of
start on duty would undertake production supervision.
Accordingly, as a shift leader in the absence of the Manager
or Shift Manager, a Senior Mail Officer, Grade 2 is expected
to take all appropriate decisions relating to the normal
operations of a mail processing facility.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Senior Mail Officer, Grade 2
position is required to have met the relevant selection
standards as specified in the Conditions Of Entry And
Advancement Manual and established selection criteria. 1In
summary, a person at this level must have:

- successtully completed the training programme for
Trainee Mail Ofticer;

- ability to lead and develop a small work group;
and

- knowledge of, and experience and expertise in mail
processing operations.

The above will be supplemented by additional training
relevant to this level.
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TYPICAL DUTIES

The duties listed below are typical of this work level:-
As a leading hand, oversight the work of a group of
staff engaged on mail handling and processing
operations.

. As a shift leader take operational control of a small
shift in a mail processing tacility.

. Perform lower and higher level specialist functions (as
defined - refer pages 7 and 8).

. Provide basic skills training for Trainee Mail Officers
as appropriate.

. Provide on-the-job training for Trainee Mail Officers,
Mail Officers and, as appropriate, other Seniocr Mail
Officers. .

. Ensure that safe working procedures are adhered to.

. Develop and encourage a team approach to the performance
of tasks.

. Perform, as required, general mail processing duties.
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MAIL PROCESSING

MAIL PROCESSING CONTROLLER, GRADE 1
WORK LEVEL STANDARD

DEFINITION

Under limited direction, supervise a group ot staft engaged
on mail handling and processing operations at a mail
processing facility where the planned total ordinary weekly
hours ot employment of staff on duty to be supervised is
more than the equivalent of tourteen full-time positions and
no more than the equivalent of sixty-five full-time
positions.

OR

Under limited direction, pertform lower level specialist
functions and oversight the work of a group of staff engaged
on "specialist" mail handling and processing activities,
provided that the planned total ordinary weekly hours of
employment of the group on duty is more than the equivalent
of ten full-time positions and no more than the equivalent
of thirty full-time positions.

OR

Under limited direction, perform higher level specialist
functions and oversight the work of a group of staff engaged
on "specialist"” mail handling and processing activities,
provided that the planned total ordlnary weekly hours of
employment of the group on duty is more than the equivalent
of four full-time positions and no more than the equivalent
of ten full-time positions.

FEATURES

A Mail Processing Controller, Grade 1 may be required to
exercise a combination of group control and area control.
The production supervision element will pe significant where
area control is exercised and less significant where group
control is exercised. The control of an area may encompass a
variety of mail processing tasks and will reguire assessment
of work content and decisions on optimum deployment of
statf.

Mail Processing Controller, Grade 1 positions established to
undertake group or area control would not normally require
assistance from lower level leading hand positions. However,
this does not preclude specialist Senior Mail Officer,

Grade 1 and Senior Mail Otficer, Grade 2 positions reporting
to a Mail Processing Controller, Grade 1 or above.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Mail Processing Controller, Grade 1
position is required to have met the relevant selection
standards as speciried in the Conditions Of Entry And
Advancement Manual and the established selection criteria.
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In summary, a person at this level must meet the following
requirements:

- completion of the Trainee Mail Processing Controller-
course or eguivalent training;

- ability to lead and develop a work group; and

- knowledge of, and experience and expertise in mail
processing or related operations.

The above will be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of this work level:-

. Supervise the work of a group ot staff engaged on
mail handling and processing operations.

Take control ot an area or group of functions in a
mail processing facility.

Perform lower and higher level specialist functions
(as defined - refer pages 7 and 8).

. Provide basic skills training for Trainee Mail
Officers as appropriate.

. Provide on-the-job training for Trainee Mail
Officers, Mail Officers, Senior Mail Officers and, as
appropriate, other Mail Processing Controllers.

. Develop and encourage harmonious working relations.

. Respond to industrial representations or where
appropriate refer to the next level of supervision.

. Ensure safe working procedures are adhered to.

. Perform, as required, the mail processing functions
of subordinate staft.
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MAIL PROCESSING

MAIL PROCESSING CONTROLLER, GRADE 2
WORK LEVEL STANDARD

DEFINITION

Under limited direction, at a Category 1, Category 2 or
Category 3 mail processing facility undertake area control
of mail handling and processing operations where the planned
total ordinary weekly hours of employment of statf on duty
to be supervised is more than the equivalent of sixty-five
full-time positions and no more than the equ1valent of
nlnety four full-time positions.

oR

Under limited-direction, take control of the operations of a
mail processing facility as a shift leader where the planned
total ordinary weekly hours of employment of subordinate
staft on duty is more than the equivalent of ten full-time
positions and no more than the equivalent of sixty-five
full-time positions.

OR

Under limited direction, perform lower level specialist
functions and oversight the work of a group ot stakft engaged
on "specialist" mail handling and processing activities,
provided that the planned total ordlnary weekly hours of
employment of the group on duty is more than than the
equivalent of thirty full-time positions.

OR

Under limited direction, perform higher level specialist
functions and oversight the work ot a group ot statf engaged.
on "specialist" mail handling and processing activities,
provided that the planned total ordlnary weekly hours ot
employment of the group on duty is more than the equivalent
ot ten rull-time positions and no more than the equivalent
of thirty tull-time positions.

oR

Under limited direction, prepare and present training
sessions associated with the Trainee Mail Officer Programme
and assist in assessing the progress of Trainee Mail
Officers, during the programme. Assist, as required, in the
establishment of training needs, the development and conduct
of the Senior Mail Officer training programmes and other
local training programmes for staff in the Mail Processing
and Postal Delivery Groups.
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FEATURES

A Mail Processing Controller, Grade 2 may be required to
exercise production supervision. The production supervision
element will be significant where area control 1is exercised.
The control of an area may encompass & variety of mail
proce551ng ‘tasks and will regquire assessment of work content
and decisions on coptimum deployment of staff.

Group control and area control positions in Category 1,
Category 2 or Category 3 mail processing facilities which
would normally warrant Mail Processing Controller, Grade 1
classification may be classified at Mail Processing
Controller, Grade 2 level in circumstances where the
occupant is required to rotate with positions of Mail
Processing Controller, Grade 2 on other shifts.

As shift leader, in the absence of the Manager or Shitft
Manager, a Mail Processing Controller, Grade 2 is expected
to take all appropriate decisions relating to the normal
operations of a mail processing facility.

A Mail Processing Controller, Grade 2 (Trainer) will be
required to work within a mail processing facility. The
occupants of these positions will be required to
successfully complete a prescribed Trainer Training Course.
The tenure of statf promoted or transferred to these
positions should be three years with an option to extend on
a year by year basis, subject to staffing requirements,
operational effectiveness and individual career development
considerations.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Mail Processing Controller, Grade 2
position is required to have met the relevant selection
standards as specified in the Conditions Of Entry And
Advancement Manual and the established selection criteria.

In summary, a person at this level must meet the following
requirements:

- completion of the Trainee Mail Processing Controller
course or eguivalent training;

- ability to lead and develop a work group or group of
trainees; and

- knowledge of, and experience and expertise in mail
processing or related operations.

The above will be supplemented by additional training
relevant to this level. :
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TYPICAL DUTIES

The duties listed below are typical of this work level:-

Take control of an area or group of functions in a
Category 1, Category 2 or Category 3 mail processing
facility.

Take operational control of a shift in a mail
processing facility and exercise production
supervision to direct, co=-ordinate and control mail
handling and processing operations. In the absence of
the Manager or Shift Manager, take control of the
mail processing facility.

. Perform lower and higher level specilalist functions
(as defined - refer pages 7 and 8).

Provide basic skills training for Trainee Mail
Officers as appropriate.

Provide on-the-job training for Trainee Mail
Ofticers, Mail Officers, Senior Mail Officers and, as
appropriate, other Mail Processing Controllers.

. Develop and encourage harmonious working relations.

Respond to industrial representations or where
appropriate refer to the next level of supervision.

. Ensure safe working procedures are adhered to.

. Perform, as required, the mail processing functions
of subordinate staff.

. As a Mail Processing Controller, Grade 2 (Trainer):

- manage a training group and assist in the
administration of the group:

- prepare lesson plans, rescurces material and
associated training aids;

- conduct theory and practical training sessions;

~ prepare, conduct and evaluate tests:; and

- provide Mail Centre Managers/Shift Managers/
shift Leaders with advice and service on the
development and conduct of training programmes
for mail processing and delivery staff.
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MAIL PROCESSING

MAIL PROCESSING CONTROLLER, GRADE 3
WORK LEVEL STANDARD
DEFINITION

tnder limited direction, at a Category 1 or Category 2 mail
processing facility undertake area control of mail handling
and processing operations where the planned total ordinary
weekly hours of employment of statf on duty to be supervised
is more than the equivalent of ninety-four full-time
positions.

OR

Under limited direction, take control of the operations of a
mail processing facility as shift leader where the planned
total ordinary weekly hours of employment of subordinate
statrf on duty is more than the equivalent of sixty-five
full-time positions.

OR
Under limited direction, perform higher level specialist
functions and oversight the work of a group of staft engaged
on "specialist" mail handling and processing activities,
provided that the planned total ordinary weekly hours of
employment of the group on duty is more than the equivalent
of thirty full-time positions.

OR

Within broad guidelines, manage the total mail handling

and processing operations and, as appropriate, delivery
operations at a Distributing Post Office where the planned
total ordinary weekly hours of employment of subordinate
stati on duty over the tull span of shifts is more than the
equivalent ot nineteen full-time positions and no more than
the equivalent of thirty-four full-time positions.

FEATURES

A Mail Processing Controller, Grade 3 may be required to
exercise production supervision. The production supervision
element will be significant where area control is exercised.
The control of an area may encompass a variety of mail
processing tasks and will reqguire assessment oOf work content
and decisions on optimum deployment of staff.

As a shift leader, in the absence of the Manager or Shift
Manager, a Mail Processing Controller, Grade 3 is expected
to take all appropriate decisions relating to the normal
operations of a mail processing facility.

Area control and shift leader positions in Category 1 or
Category 2 mail processing facilities which would normally
warrant Mail Processing Controller, Grade 2 classification
may be classitied at Mail Processing Controller, Grade 3
level in circumstances where the occupant is required to
rotate with positions of Mail Processing Controller Grade 3
on other shitts.
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At a Distributing Post Qffice, a Mail Processing Controller,
Grade 3 is accountable to the Postal Manager for effective
management of Distributing Post Office mail handling and
processing operations over the full span of shifts operated
at the mail processing facility and, as appropriate, for
management of delivery operations. Persons at this level
are expected to take all appropriate decisions relating to

the normal operations of a Distributing Post Office mail
processing facility.

At a Distributing Post Office, the key responsibilities of
the position are the management tunctions of planning,
leading, organising and controlling available resources to
achieve the critical objectives of the mail processing
facility as established by higher level management. The
most signiticant specific objective of the Mail Processing
Controller, Grade 3 at a Distributing Post Office is the
achievement of a performance level equal to or better than
the reguisite standard in respect of critical despatches
that occur within the facility, having regard to effective
utilisation of human and other resources and to costs.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Mail Processing Controller, Grade 3
position is required to have met the relevant selection
standards as specified in the Conditions Of Entry And
Advancement Manual and the established selection criteria.

In summary, a person at this level must meet the following
reguirements:

- completion of the Trainee Mail Processing Controller
course or eguivalent training;

- ability to lead and develop a work group; and

- knowledge of, and experience and expertise in mail
processing or related operations.

The above will be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of this work level:-

Take control of an area or group of tunctions in a
Category 1 or Category 2 mail processing facility.

. Take operational control of a shift in a mail
processing facility and exercise production
supervision to direct, co-ordinate and control mail
handling and processing operations. In the absence of
the Manager or Shift Manager, take control of the
mail processing facility.
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Perform higher level specialist functions (as
defined - refer pages 7 and 8).

Plan, lead, organise and control mail handling and
processing operations and, as appropriate, delivery
operations at a Distributing Post Otffice.

Provide basic skills training for Trainee Mail
Officers as appropriate.

Provide on-the-job training for Trainee Mail
Officers, Mail Officers, Senior Mail Officers and, as
appropriate, other Mail Processing Controllers.

At a Distributing Post Office, ensure that
subordinate staff receive all prescribed and other
appropriate training.

Develop and encourage harmonious working relations.

Respond to industrial representations or where
appropriate refer to the next level of supervision.

Eﬁsure safe working procedures are adhered to.

Perform, as required, the mail processing functions
of subordinate staff.
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MATL PROCESSING

MATL PROCESSING CONTROLLER, GRADE 4
WORK LEVEL STANDARD
DEFINITION

Within broad guidelines, manage mail handling and processing
operations and, where appropriate, transport operations over
the course of a shift at a Category 3 mail processing

facility.

OR
Within broad guidelines, manage the total mail handling and
processing operations and, as appropriate, delivery
operations at a Distributing Post Office where the planned
total ordinary weekly hours of employment of subordinate
statf on duty over the full span of shifts is more than the
equivalent of thirty~four full-time positions.

FEATURES

" At a Category 3 mail processing facility, a Mail Processing
Controller, Grade 4 is a shift manager accountable to the
facility Manager tor effective management of mail handling
and processing operations and, where appropriate, transport
operations over the course of a shift.

At a Distributing Post Office, a Mail Processing Controller,
Grade 4 is accountable to the Postal Manager for the
.effective management of Distributing Post 0Office mail
handling and processing operations over the full span of
shifts operated and, as appropriate, for management of
delivery operations.

In each organisational location, the key responsibilities of
the position are the management functions of planning,
leading, organising and controlling available resources to
achieve the critical objectives of the mail processing
facility as established by higher level management. The
most significant specific objective of the Mail Processing
Controller, Grade 4 is the achievement of a performance
level egual to or better than the requisite standard in
respect of critical despatches that occur within the
facility, having regard to effective utilisation ot human
and other resources, costs and, in the case of shift
managers at Category 3 mail processing facilities, the
implications for other shifts.

Persons at this level are expected to take all appropriate
decisions relating to the normal operations of a mail
processing facility.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Mail Processing Controller, Grade 4
position is required to have met the relevant selection
standards as specified in the Conditions Of Entry And
Advancement Manual and the established selection criteria.

In summary, a person at this level must meet the following
reguirements:
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- knowledge of, and experience and expertise in mail
processing or related operations; and

- demonstrated management ability to plan, lead,
organise and control.

The above will be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of this work level:-

. As a shift manager at a Category 3 mail processing
facility, plan, lead, organise and control mail
handling and processing operations and, where
appropriate, transport operations over the course of
a shift.

. Plan, lead, organise and control mail handling and
processing operations and, as appropriate, delivery
operations at a Distributing Post Office.

. Provide basic skills training for Trainee Mail
Officers as appropriate.

+ + Ensure that subordinate staff receive all prescribed
and other appropriate training.

. Develop and maintain good customer relationships.

. Develop and encourage harmonious working relations.
. Respond to industrial representations or where

necessary refer to an appropriate higher authority.
. Ensure safe working procedures are adhered to.

. Perform, as reguired, the mail processing functions
of subordinate staff.
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BOSTAL TRANSPORT

POSTAL TRANSPORT OFFICER
SENIOR POSTAL TRANSPORT OFFICER
POSTAL TRANSPORT CO-ORDINATOR, GRADES 1 TO 5

R TANDARD

DEFINITION

The work of the Postal Transport Group in general
encompasses collection, transport and delivery of mail /
parcels and other items by motor vehicle to, between or
from Mail / Parcel Processing Facilities, Post Offices,
Postal Delivery Facilitiles, Express Courier Bases,
airports, railway terminals, customer premises, contractor
premises or other pick-up and delivery points. Postal
Transport work also includes work that directly supports
transport operations, such as staff training and work
relating to vehicle maintenance, procurement or disposal.

The work can include the supervision of staff and at the
senior levels, planning, allocation and utilisation of
resources as well as financial responsibilities designed to
ensure that postal transport services are provided in a
timely, efficient and cost-effective manner.

The Postal Transport Group is distinct from Express Courier
and Parcels Operations Groups which are covered by separate
Work Level Standards.

FEATURES

The Postal Transport Group operates in a network
environment which requires:

- customer responsive service and job-oriented
performance; '

- awareness of and compliance with postal
transport instructions and schedules and express
courier and mail / parcel network priorities;

- appreciation of overall service standards;
- capacity to maintain postal transport services

and / or service standards in emergency
situations;



- liaison with other postal transport groups, mail
/ parcel processing facilities, postal delivery
facilities, express courier bases on postal
transport and operational arrangements;

- implementation and maintenance of programs to
minimise mail damage and service failures;

- recognition and identification of resocurces to
meet particular operational / service
requirements;

- an overall awareness of the responsibilities of
Australia Post and the needs of its customers;

- development and encouragement of a team approach
to the performance of tasks;

- maintenance of a harmonious industrial relations
climate in line with the principles of
Industrial Participation; and

- adherence to safe work practices and operating
procedures.

TRAINING, SKILLS AND ATTRIBUTES

A person selected as a Postal Transport Officer or selected
for higher positions in the Postal Transport group is
required to have met the relevant recruitment and selection
standards as specified in the conditions of entry and
advancement section of the Personnel Policies and
Procedures Manual and the established selection criteria
for the concerned designations. In summary, the
requirements for the Postal Transport Group are:-

Postal Transport Officer

- hold a current licence (not probationary) to
drive a motor vehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor wvehicles to be
driven at a standard determined by Australia
Post; and

- successful completicn of the training /
induction program for the Postal Transport
Officer.

Senior Postal Transport Officer

As for the Postal Transport Officer and in addition:

- ability to lead and develecp a small work group;
and
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- knowledge, experience and expertise in postal
transport operations.

P 1l Tr r ~orgdin r

As a Postal Transport Co-ordinator, Grade 1 or 2:

- hold a current licence (not probationary) to
drive a motor vehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor wvehicles to be
driven at a standard determined by Australia
Post;

- when in a supervisory capacity, demonstrated
ability to lead and develop a work group;

- knowledge, experience and expertise in postal
transport and / or related operations;

- successful completion of prescribed training
programs; and

- relevant specialised skills.
As a Postal Transport Co-ordinator, Grade 3, 4, or 5:

- hold a current licence (not probationary) to
drive a motor vehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor wvehicles to be
driven at a standard determined by Australia
Post;

- when in a supervisory capacity, demonstrated
ability to lead and develop a work group and to
supervise the operations of the group:;

knowledge, experience and expertise in postal
transport and / or related operations; and

- relevant specialised skilis.,

The above may be supplemented by additicnal training
relevant to each level of Postal Transport Co-
ordinator.

Subject to individual ability, application and
successful completion of prescribed training at
various levels, the cpportunity exists for persons at
operative levels to aspire to supervisory, operations
support and management positions in the Postal
Transport Group.
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TERMS USED
h r R lar Dir ion

Regular direction is generally only applicable to Postal
Transport Officers undergoing the training / induction
program and means that a person receives operatiocnal
instructions regarding routine matters and is subject to
frequent checks on adherence to instructions and progress
of work by means of physical inspectlons, written and cral
reports.

Under General Direction

A person under general direction normally undertakes a
range of routine tasks and receives general instruction for
each task. Discretion in selecting the most appropriate
method and sequence of completing the task is normal.

Conformity with instructions and specified standards may be
measured by means of physical inspection and satisfactory
completion of allocated tasks by the immediate supervisor.
Although those working under general direction are expected
to be experienced and competent, there will be variations
to the levels of experience which will necessitate some
variation in the degree of general direction.

When driving duties are performed, Postal Transport
Officers (and Senior Postal Transport Officers) operate
without direct supervision. They are required to conform to
Duty Boards and general driving instructions, including
instructilions to temporarily wvary duty boards when reguired.

Under Timited Direction

A person under limited direction will normally be given a
clear statement of an objective for an activity and will
require little guidance during the performance of the work.
Conformity with instructions is usually measured in terms
of the achievement of stated objectives to specified
standards.

Those working under limited direction are expected to have
had considerable exposure to transport operaticns through
experience at a lower level or other relevant postal
experience.

Within Broad Guidelines

A person working within broad guidelines will normally be
given a statement of the most important overall continuing
results that must be accomplished in a major category of
work. Those working within broad guldelines are expected to
develop and achieve objectives and standards for specific
functions under their control that will ensure the
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attainment of the critical results required by higher
levels of management.

Conformity with the broad guidelines is measured in terms
of results obtained and the significance of the
contribution to the achievement of critical objectives
established by management.

Supervision / Supervise

Supervision is the exercise of leadership by personally
oversighting the work of others. Implicit in this is the
responsibility to ensure:

- adequate two-way communication processes are
established between supervisory levels and
staff;

- staff compliance with corporate policies,
instructions and guidelines in relation to
conduct, work practices and procedures; and

- the attainment and maintenance of a level of
operational performance that accords with
predetermined criteria.

Accordingly, it is the responsibility of every supervisor
to monitor functions under his/her contreol with the aim of
identifying and resolving problems in relation to staff
conduct, work practices and procedures or other matters
which impact on the efficient operation of the work area
and overall transport operations. This requires that
supervisors at all levels undertake the following
supervisory functions, subject to the requirements of
corporate policies and within the limits of authority as
specified in Delegations, work level standards and other
approved documentation:

- undertake staff counselling;

- initiate staff development and training
programs;

- participate in staff selection and report on
conduct, diligence and efficilency;

- exercise disciplinary measures;

- deal with industrial representations; and

- develop and encourage harmonious working
relations in line with the principles of

Industrial Participation.

Mail Pr ing Facili
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This includes the Central Mail Exchanges in some capital
cities which process both international and domestic mail,
separate International Mail Centres (whetre established in
the larger capital cities), metropolitan mail centres,
special processing centres for handling bulk mail, City
Delivery Centres, provincial and small country maill centres
and Distributing Post Offices.

Postal Delivery Facilityv:

This includes Post Offices, Delivery Centres, Delivery
Depots / Annexes and City Delivery Centres, and other
facilities where the delivery function is performed.

D Roun

A Duty Round comprises a list of specified tasks relating
to the pick-up or delivery of mail or other items, at
locations scheduled in time sequence necessary to meet
service standards.

Commissioning / Decommissjoning

Commissioning / decommissioning includes all of the
activities associated with the introduction or removal of a
vehicle to or from the Australia Post fleet.

Tran I r

A Transport Group may comprise any or all of the
designations that comprise the Postal Transport Group and
also may include designations from the Postal Trades /
Technical Officer structure, administrative staff and other
support stafi.

A Transport Group is one where postal transport operations
are supervised by a Postal Transport Co-ordinator. A
Transport Group is given a category rating. (see below for
definition Transport Group Categories.)

Categories of Transport Group:

There are four categories of Transport Group (see above)
based on the operational features and authority and
accountability attaching to the in-charge transport
supervisory position. The lowest category is Category 1 and
the highest, Category 4. The classification of the
in-charge transport supervisory position is aligned to the
category rating of the Transport Group; that is, the
in-charge supervisor of a Category 1 Group is a Postal
Transport Co-ordinator Grade 1, of a Category 2 Group,
Postal Transport Co-ordinator Grade 2, etc.
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DEFINITION

Under general direction, undertake duties associated with
the collection, transport and delivery of mail / parcels
and other items by motor vehicle to, between or from mail
processing facilities, post offices, postal delivery
facilities, airports, railway terminals, customer premises,
contractor premises or other pick-up and delivery points.

FEATURES

The Postal Transport Officer operates in a network
environment which requires him/her to:

- drive motecr vehicles and work regular rostered
shift duty;

- conform to approved driving procedures and
comply with instructions;

- undertake transport and pick-up and delivery
duties on a daily basis, and in the performance
of such duties be absent from immediate
supervision and contact with other Australia
Post staff when operational decisions relating
to service requirements may need to be made by
the Postal Transport Officer;

- perform all tasks associated with the
collection, transport and delivery of mail,
which may include parcels, electronic messages
and other items;

- undertake sorting duties in country mail
processing facilities where this leads to an
effective use i resources;

- operate powered and non-powered lifting and
manual handling equipment in the lcading /
unloading and movement of mail; and

- undertake manual handling duties which are
incidental or peripheral to the collection,
transport and delivery role.

TRAINING, SKILLS AND ATTRIBUTES

A person selected as a Postal Transport Officer must meet
the relevant recruitment and selection standards as
specified in the conditions of entry and advancement
section of the Personnel Policies and Procedures Manual and
the established selection criteria. A Postal Transport
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officer must hold a current licence (not probationary) to
drive a motor vehicle in the relevant State / Territory,
and be licensed to drive and be capable of handling the
type(s) of motor vehicle to be driven at a standard
determined by Australia Post.

A person selected as a Postal Transport Officer is required
to undertake the prescribed training program, covering
procedures, product knowledge, customer relations, safe
driving practices, and other subjects relevant to the prime
duties to be performed. Training may consist of both
classroom and on-the-job instruction in accordance with the
standards specified in the Postal Transport Officer
training course. Appropriate training will be provided to
Postal Transport Officers who are required to operate
powered lifting equipment and this will be to Department of
Labour and Industry standard where necessary.

A newly selected Postal Transport Officer undergoing the
training / induction program is expected to function as a
fully operative team member after three weeks and to
achieve the required standards of performance between six
to twelve weeks from the date of appointment / transfer /
promotion. During this training / induction period, a
Postal Transport Officer works under regular direction as
stipulated in the training specifications.

TYPICAL DUTIES

The duties listed below are typical of the Postal Transport
officer work level and are subject to performance within
requisite time and accuracy standards as established in
training and adherence to safe working procedures:-

Drive a motor wvehicle and collect, transport and
deliver mail, which may include electronic
messages, parcels and packets, bulk
consignments, signature items and Express
Courier items and other items.

Make clearances of street posting boxes and
private posting receptacles and posting boxes.

Collect, transport and deliver unwrapped,
unbagged, over-dimensioned and / or overweight
items as part of a normal or special Duty Round.

Transport authorised Corporation staff and other
authorised persons.

Load and unload mail conveyances, including
motor vehicles, which carry bags, containers,
ULDs, pallets, letter trays and other items, and
undertake assoclated manual handling duties and
operate mail handling equipment which includes
powered and non-powered materilals handling
equipment; for example, fork lifts, walkie-
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stackers, loading and lifting devices and
conveyors.

Report service difficulties and faults.
Undertake sorting difficulties and faults.

Undertake sorting duties in country mail
processing facilities.

Carry out daily service checks of motor
vehicles, and minor servicing, report faults,
maintain motor vehicle operating and repair
records, wash and clean motor wvehicles, effect
minor roadside fault identification and
cerrection.

Operate specialised ancillary equipment fitted
to the motor vehicle.

Undertake other transport and motor vehicle
related duties, including:

- marshalling of loads ready for loading;
- dispensing fuel;

- assisting with commissioning and
decommissioning of vehicles;

- ferrying vehicles to other areas;

- collecting and / or delivering spare parts
and supplies; and

- collecting statistics relating to postal
transport operations.

Assist in provision of on-the-job training to
Postal Transport Officers undergoing training /
induction.

Assist in the movement of equipment, furniture
and other items.

Maintain the tidiness of the centre or office
and surrounds.

When the position 1s permanently located at a
post office, perform indoor post office duties.
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ENIOR TAT, T PORT QOFFICER

WORK_LEVEL STANDARD
DEFINITION

Under limited direction, supervise a group of Postal
Transport Officers, provided that the planned total
ordinary weekly hours of employment of the group on duty is
no more than the equivalent of twelve full-time positions.
For short periods only the number of staff may exceed
twelve, but should not exceed twenty, to cater for
operational flexibility or unforeseen overload.

OR

Under limited direction, assist a Postal Transport Co-
ordinator, Grade 1, 2, 3, 4 or 5 in the supervision of
Postal Transport Officers.

FEATURES

A Senior Postal Transport Officer may assist a Postal
Transport Co-ordinator to supervise Postal Transport
Officers at specified times in the course of a shift.

A Senior Postal Transport Officer also performs any of the
duties of Postal Transport Officers, including a driving
round.

A Senior Postal Transport Officer also provides meal and
other short term relief for Postal Transport Co-orxrdinators.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Senior Postal Transport Officer
position is required to have met the relevant selection
standards as specified in the conditions of entry and
advancement section of the Personnel Policies and
Procedures Manual and the established selection criteria.
In summary, a person at this level must have:

- a current licence (not probationary) to drive a
motor vehicle in the relevant State / Territory,
and be licensed to drive and capable of handling
the type(s) of motor vehicle to be driven at a
standard determined by Australia Post;

- successfully completed the training program for
Postal Transport Officers;

- ability to lead and develop a small work group;
and

- knowledge, experience and expertise in postal
transport operations.
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TYPICAL DUTIES

The duties listed below are typical of the Senior Postal
Transport Officer level:-

. Supervise the work of Postal Transport Officers,
including:

- oversight commencement and cessation of
staff and attendance recording;

- issuing kevs and duty boards and othexr
required aids and allocating motor
vehicles;

- executing instructions on behalf of the
Postal Transport Co-ordinator;

- initiating action to overcome motor vehicle
or staff shortage;

- checking Postal Transport Officers in and
out;

- receiving and actioning motor vehicle
running receords and fault sheets;

- liaising with c¢lient / service areas;

- taking corrective action on reported
service difficulties, vehicle and egquipment
faults and vehicle accidents / breakdowns;
and

- dealing with operational and staffing
problems that arise.

Provide meal break and other short term relief
for Postal Transport Co-ordinators.

Provide on-the-job training for Postal Transport
Officers.

Ensure that safe working procedures are
followed.

Maintain a harmonious industrial relations
climate in line with the principles of
Industrial Participation and develop and
encourage a team approach to the performance of
tasks.

Perform the duties of Postal Transport Officers.
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POSTAL TRANSPORT CO-ORDINATOR. GRADE 1

WORK LEVEIL STANDARD
DEFINITION

Under limited direction co-ordinate and control the postal
transport operations of a Category 1 Transport Group.

OR

Under limited direction, undertake one or more of the
following functions:

Prepare Duty Rosters and / or DufLy Rounds and
undertake minor inguiries into transport
operational matters.

Direct motor vehicle movements in a marshalling
area or at a loading / unloading area. Control
parking stations.

Undertake testing, including practical driving
testing, of prospective and existing Postal
Transport Officers. Conduct induction training
and training required by other Australia Post
staff.

Arrange and / or effect recovery of broken-down
/ damaged motor vehicles.

Supervise Chauffeurs and control self-drive car
pool operations.

Undertake commissioning and decommissioning of
vehicles.

FEATURES

A Postal Transport Co-ordinator, Grade 1 may have a
supervisory role or provide support to transport operations
such as administrative assistance, conduct of training,
puty Roster preparation or a combination of any or all of
these duties. Duty Roster and / or Duty Round preparation
at this level is provided at Category 3 Transport Groups
and below.

TRAINING SKILLS AND ATTRIBUTES

A person selected for a Postal Transport Co-ordinator,
Grade 1 position is required to have met the relevant
selection standards as specified in the conditions of entry
and advancement section of the Personnel Policies and
Procedures Manual and the established selection criteria.
In summary, a person at this level must meet the following
requirements:
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Hold a current licence (not probationary) to
drive a motor vehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor vehicle to be
driven at a standard determined by Australia
Post.

When in a supervisory capacity, demonstrated
ability to lead and develop a work group.

Successful completion of prescribed training
programs.

Relevant specialised skills.

The above may be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of the work level for
Postal Transport Co-ordinator, Grade 1 positions:

Develop and implement financial and human
resource budgets for transport operations.

Prepare, maintain and implement Duty Rosters and
/ or Duty Rounds and other operational aids and
allocate vehicles to staff in accord with shift
and duty rosters.

Integrate transport operations with mail network
requirements.

Develop vehicle program estimates.
Commission / decommission wehicles.

Order bulk fuel, and balance fuel receipts,
stocks and issues.

Update and maintain management information
systems.

Analyse operating costs and group and service
performance and take corrective action as
required.

Ensure that sufficient motor vehicles and staff
are available for daily operational
requirements.

Take appropriate action to maintain postal
transport services or deliver timetables in an
emergency situation.

Control and issue uniform stock and stores.
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Issue keys, duty boards and other operational
aids.

Ensure that motor vehicles are serviced and
maintained to prescribed standards.

Monitor and examine motor vehicle running
records, identify cases of excessive operating
costs and take appropriate corrective action.

Arrange or effect recovery of broken-down or
accident-damaged motor wvehicles.

Arrange repalir of broken-down or accident-
damaged motor vehicles.

Monitor adherence to timetables, routes and
delivery timetables, investigate failures and
complaints and take appropriate action.

Carry out checks of transport operations in the
field.

Investigate and recommend the provision or
withdrawal of transport services.

Liaise with transport clients and supply areas
and arrange the collection and delivery of
supply items.

Liaise with customers in relation to the pick-up
‘or delivery of mail and other items.

Liaise, as appropriate, with external
organisations on transport matters.

Meet requests for ad-hoc transport services.

Investigate and take appropriate action when
service difficulties and faults occur or are
reported.

Conduct minor inquiries into postal transport
operations.

Co-ordinate collection and despatch of mail
under Contract Agreements and Bulk Parcel
Agreements.

Perform postal transport administrative duties
as required.

Assist in the forward planning of the transport
fleet or postal transport operations and in the
investigation of problems related to postal
transport operations.
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Direct the movement of motor wehicles in a

marshalling yard or at a large mail processing
facility.

Direct wvehicle movements at a vehicle parking
station.

Supervise chauffeurs, receive motor vehicle
bookings and allocate bookings to Postal
Transport Officers, including a chauffeur group,
or approved contractors. '

Oversight and participate in the recruitment of
staff to meet operational needs.

Conduct induction training programs for new or
transferred staff and training for Duty Rounds
or other aspects of postal transport operations.
Conduct driving testing. Conduct training
required by other Australia Post staff.

Test prospective and existing Postal Transport
Officers and other staff for driving ability and
provide tuition, as required, for various
licence standards.

Develop and maintain training program's and
aids.

Oversight commencement and cessation of staff
and attendance recording.

Check daily work reports and other documentation
from Postal Transport Officers ceasing duty.

Maintain a harmonious industrial relations
climate in line with the principles of
Industrial Participation and foster team spirit.

Respond to industrial representations or, where
appropriate, refer them to the next level of
supervision.

Ensure adherence to Equal Employment Opportunity
and Harassment policies and deal with complaints
of discrimination and harassment in accordance
with accepted processes.

Ensure that safe working procedures are
followed.

Provide meal and other short term relief for
other Postal Transport Co-ordinators.

Perform, as required, the postal transport
functions of subordinate staff.
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POSTAL TRANSPORT - NA RADE 2
WORK LEVEI, STANDARD
DEFINITION

Under limited direction, co-ordinate and control the postal
transport operations of a Category 2 Transport Group.

OR
Under limited direction, supervise a shift of Postal

Transport Officers and where appropriate Senior Postal
Transport Officers, other than at a Category 1 or 2
Tran r r :

OR

Under limited direction, undertake one or more of the
following functions:

Testing of prospective and existing Postal
Transport Officers and conduction / provision of
induction licence level and defensive driving
training.

Preparation of Duty Rosters and / or Duty Rounds
and undertaking minor inquiries into operational
matters.

Supervision of staff engaged in and
participation in the commissioning and
decommissioning of vehicles.

FEATURES

There are several types of Postal Transport Co-ordinator
Grade 2 positions, where the duties performed will differ.

A Postal Transporit Co-ordinator, Grade 2 may be located at
a Category 2 Transport Group and has authority and
accountability for all transport operations at that Group,
generally reporting to a Maill Centre Shift Manager. A
Postal Transport Co-ordinator, Grade 2 may be assisted by a
Senior Postal Transport Officer(s).

A Postal Transport Co-ordinator, Grade 2 may be a
supervisor of shift operations of a Transport Group and
generally reports to a higher level Postal Transport
Co-ordinator. The Postal Transport Co-ordinator, Grade 2
takes charge of the Transport Group when the higher level
Postal Transport Co-ordinator is not present and provides
ad-hoc relief as reguired.
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A Postal Transport Co-ordinator, Grade 2 may be engaged in
specialised training on a Statewide basis; for example, for
defensive driving skills covering both four and two wheeled
vehicles, and for variocus licence standards. Practical
driving tests may also be conducted for prospective drivers
and driving training provided to Postal Transport Co-
ordinators and other staff.

At Postal Transport Co-ordinator, Grade 2 level, Duty
Roster and Duty Round preparation are performed at a
Category 4 Transpert Group or at a Transport Branch or
Section.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Postal Transport Co-ordinator,
Grade 2 position is required to have met the relevant
selection standards as specified in the conditions of entry
and advancement section of the Personnel Policies and
Procedures Manual and the established selection criteria.
In summary, a person at this level must meet the following
reguirements:

Hold a current licence (not probationary) to
drive a motor wvehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor wvehicle to be
driven at a standard determined by Australia
Post;

when in a superviscory capacity, demonstrated
ability to lead and develop a work group;

knowledge, experience and expertise in postal
transport and related operations;

successful completion of prescribed training
programs; and

relevant specialised skills.

The above may be supplemented by additional training
relevant to this level,

TYPICAL, DUTIES

The duties listed below are typical of the work level for
Postal Transport Co-ordinator, Grade 2 positions:

Develop and implement financial and human
resource budgets for transport operations.

Prepare, maintain and implement Duty Rosters and
/ or Duty Rounds and other operational aids and
allocate wvehicles to staff in accord with shift
and duty rosters.
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Integrate transport operations with mail network
requirements.

Develop vehicle program estimates.

Supervise staff engaged in and undertake the
commissioning and decommissioning of vehicles.

Supervise motorcycle commissioning,
decommissioning and usage.

Order bulk fuel, and balance fuel receipts,
stocks and issues.

Update and maintain management information
systems.

Analyse operating costs and group and service
performance and take corrective action as
required.

Ensure that sufficient motor wvehicles and staff
are avallable for daily operational
requirements.

Take appropriate action to maintain postal
transport services or delivery timetables in an
emergency situation.

Control and issue uniform stock and stores.

Issue keys, duty boards and other operational
aids.

Ensure that motor wvehicles are serviced and
maintained to prescribed standards.

Monitor and examine motor vehicle running
records, identify cases of excessive operating
costs and take appropriate corrective actilon.

Arrange recovery and / or repair of broken-down
or accident-damaged motor vehicles.

Monitor adherence to timetables, routes and
delivery timetables, investigate failures and
complaints and take appropriate action.

Carry out checks of transport operatlons in the
field.

Investigate and recommend the provision or
withdrawal of transport services.

Liaise with transport clients and supply areas

and arrange the collection and delivery of
supply items.
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Liaise with customers in reilation to the pick-up
or delivery of mail and other items.

Liaise, as appropriate, with external
organisations on transport matters.

Meet requests for ad-hoc transport services.

Investigate and take appropriate action when
service gdifficulties and faults occur or are
reported.

Conduct minor inquiries into postal transport
operations.

Co-ordinate collection and despatch of mail
under Contract Agreements and Bulk Parcel
Agreements.

Perform postal transport administrative duties
as required.

Oversight and participate in the recruitment of
staff to meet operational needs.

Conduct induction training programs for new or
transferred staff and training for Duty Rounds
or other aspects of postal transport operations.
Conduct driving testing. Conduct training
required by other Australia Post staff.

Test prospective and existing Postal Transport
Officers and other staff for driving ability and
provide tuition, as required, for various
licence standards.

Design and conduct defensive driving training.

Train and test motorcycle riders.

Develop and maintain training program's and
aids.

Supervise training and support staff.

Oversight commencement and cessation of staff
and attendance recording.

Check daily work reports and other documentation
from Postal Transport O0fficers ceasing duty.

Maintain a harmonious industrial relations
climate in line with the principles of
Industrial Participation and foster team spirit.

Respond to industrial representations or, where

appropriate, refer them to the next level of
supervision.
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Ensure adherence to Equal Employment Opportunity
and Harassment policies and deal with complaints
of discrimination and harassment in accordance
with accepted processes.

Ensure that safe working procedures are
followed.

Provide meal and other short term relief for
other Postal Transport Co-ordinators.

Perform, as required, the postal transport
functions of subordinate staff.
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POSTATL, TRANSPORT —ORDINATOR RADE 3

WORK I.EVEI, STANDARD
DEFINITION

Under limited direction, co-ordinate and control the postal
transport operations of a Category 3 Transport Group.

OR

Under limited direction, co-ordinate and control the work
of staff performing transport training functions in a
Transport Training Group and conduct training sessions.

OR

Under limited direction, co-ordinate and control the work
of staff performing transport equipment functions in a
transport Equipment Group.

OR

Under limited direction, assist in the co-ordination and
control of postal transport services.

OR

Under limited direction, co-ordinate and contrel the work

of staff performing transport support functions in a
transport support group.

OR

Under limited direction, co-ordinate and control daily
fransport operations.

FEATURES

There are several types of Postal Transport Co-ordinator
Grade 3 positions, where the duties performed will differ.

A Postal Transport Co-ordinator, Grade 3 may be a
supervisor of a Category 3 Transport Group and has
authority and accountability for all transport operations
of the Group.

Positions of Postal Transport Co-ordinator, Grade 3 may
also be provided to supervise staff located in either a
transport Training, transport Equipment or transport
Support Group, or to assist in the co-ordination and
control of postal transport services, or to co-ordinate and
control daily transport operations at a Central Transport
Rranch where the responsibilities do not include rounds and
roster preparation and training.

Page 21



A Postal Transport Co-ordinator, Grade 3 of a transport
Support Group supervises and co-ordinates training, rosters
and rounds work and also undertakes higher level work
associated with these functions.

TRATINING, SKILLS AND ATTRIEUTES

A person selected for a Postal Transport Co-ordinator,
Grade 3 position is required to have met the relevant
selection standards as specified in the conditions of entry
and advancement section of the Personnel Policies and
Procedures Manual and the established selection criteria,
In summary, a person at this level must meet the following
requirements:

Hold a current licence {(not probationary) to
drive a motor vehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor wvehicle to be
driven at a standard determined by Australia
Post;

when in a supervisory capacity, demonstrated
ability to lead and develop a work group:;

knowledge, experience and expertise in postal
transport and related operations; and

relevant specilalised skills.

The above may be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of the work level for
Postal Transport Co-ordinator, Grade 3 positions:-

In supervisory positions take action to ensure
that, or undertake:

- financial and human resource budgets for
transport operations are developed and
implemented;

- Duty Rosters and Duty Rounds and other
operational aids are prepared, maintained
and implemented and vehicles are allocated
to staff in accord with shift and duty
rosters;

- transport operations are integrated with
mail network reguirements;

- vehicle program estimates are'developed;
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vehicles are commissioned and
decommissioned;

bulk fuel is ordered and fuel receipts,
stocks and issues are balanced;

management information systems are updated
and maintained;

operating costs and group and service
performance are analysed and corrective
action is taken as required;

sufficient vehicles and staff are available
for daily operational regquirements;

arrangements are made to service and
maintain vehicles to prescribed standards;

vehicle running records are monitored and
examined, cases of excessive operating
costs are identified and appropriate
corrective action is taken;

requests for ad-hoc transport services are
met;

staff are recruited to meet operational
needs;

induction training programs for new /
transferred staff are arranged and training
for Duty Rounds and for other aspects of
postal transport operations is conducted;

the driving ability of prospective and
existing Postal Transport Officers and
other Australia Post staff is tested and
tuition is provided, as required for
various licence standards; and

training program's and aids are developed
and maintained.

Take appropriate action to maintain postal
transport services or delivery timetable in an
emergency situvation.

Arrange recovery and / or repalr action of
broken-down or accildent~damaged wvehicles.

Monitor adherence to timetables, routes and
delivery timetables, investigate failures and
complaints and take appropriate action.

Carry out checks of transport operations in the
field.
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investigate and recommend the provision or
withdrawal of transport services.

L.iaise with transport clients and supply areas
and arrange the collection and delivery of
supply items.

Liaise with customers in relation to the pick-up
or delivery of mail and other items.

Liaise, as appropriate, with external
organisations on transport matters.

Investigate and take appropriate action when
service difficulties and faults occur.

Co-ordinate collection and despatch of mail
under Contract Agreements and Bulk Parcel
Agreements.

Assist in the co-ordination of linehaul
operations.

Assist in the co-ordination and control of
transport services.

Co-ordinate country transport services and
ensure that timetables are obkserved.

Perform postal transport administrative duties
as recquired.

Supervise staff undertaking transport training
functions.

Supervise staff undertaking transport eguipment
functions.

Supervise staff undertaking a Transport Support
Group function and undertake associlated
activities.

Co-ordinate and control workshop operations.

Maintain a harmonious industrial relations
climate in line with the principles of
Industrial Participation and foster team spirit.

Respond to industrial representatlions or, where
appropriate, refer them to the next level of
supervision.

Ensure adherence to Equal Employment Opportunity
and Harassment policies and deal with complaints
of discrimination and harassment in accordance
with accepted processes.
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Ensure that safe working procedures are
followed.

Provide meal and other short term relief for
other Postal Transport Co-ordinators.

Perform, as required, the postal transport
functions of subordinate staff.
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T PORT = 4
WORK LEVEL, STANDARD
DEFINITION
Within broad guidelines, manage postal transport operations

at a Category 4 Transport Group, or Transport Branch,
Section or Depot.

CR

Within broad guidelines, maintain a Training and
Recruitment Group.

FEATURES

A Postal Transport Co-ordinator, Grade 4 may be located at
a Category 4 Transport Group with authority and
accountability for all transport operations of the Group.

A Postal Transport Co-ordinator, Grade 4 at a Transport
Branch, Section or Depot may supervise transport
operations at a mail pr ing facili r facilities.

A Postal Transport Co-ordinator, Grade 4 may also be
provided to manage transport operations at a linehaul
depot.

A Postal Transport Co-ordinator, Grade 4 may also be
provided to supervise staff undertaking both training and
recruitment activities in a Group dedicated to this work.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Postal Transport Co-ordinator,
Grade 4 position is required to have met the relevant
selection standards as specified in the conditions of entry
and advancement section of the Personnel Policies and
Procedures Manual and the established selection criteria.

In summary, a person at this level must meet the following
requirements:

hold a current licence (not preobationary) to
drive a motor vehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor vehicle to be
driven at a standard determined by Australia
Post;

demonstrated ability to lead and develop a work
group and to supervise the operations of the
group;

knowledge, experience and expertise in postal
transport and / or related operations; and
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relevant specialised skills.

The above may be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of the work level for
Postal Transport Co-ordinator, Grade 4 positions :-

In supervisory positions take action to ensure

that,

or undertake:

financial and human resource budgets for
transport operations are developed and
implemented;

Duty Rosters and Duty Rounds and other
operational aids are prepared, maintained
and implemented and vehicles are allocated
to staff in accord with shift and duty
rosters;

transport operations are integrated with
mail network requirements:;

vehicle program estimates are developed;

vehicles are commissioned and

mmissioned;

bulk fuel is ordered and fuel receipts,
stocks and issues are balanced;

management information systems are updated
and maintailned;

operating costs and group and service
performance are analysed and corrective
action is taken as required;

sufficient wvehicles and staff are available
for daily operational requirements;

arrangements are made to service and
maintain wvehicles to prescribed standards;

vehicle running records are moniltored and
examined, cases of excessive operating
costs are identified and appropriate
corrective action is taken;

requests for ad-hoc transport services are
met;

staff are recruited to meet operational
needs;
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- induction training programs for new /
transferred staff are arranged and training
for Duty Rounds and for other aspects of
postal transport operations is conducted;

- the driving ability of prospective and
existing Postal Transport Officers and
other Australia Post staff is tested and
tuition is provided, as required for
varilous licence standards; and

- training program's and aids are developed
and maintained.

Take appropriate action to maintain postal
transport services or delivery timetable in an
emergency situation.

Arrange recovery and / or repair action of
broken-down or accident-damaged vehicles.

Monitor adherence to timetables, routes and
delivery timetables, investigate failures and
complaints and take appropriate action.

Carry out checks of transport operations in the
field.

investigate and recommend the provision or
withdrawal of transport services.

Liaise with transport clients and supply areas
and arrange the collection and delivery of
supply items.

Tiaise with customers in relation to the pick-up
or delivery of mail and other items.

Liaise, as appropriate, with external
organisations on transport matters.

Investigate and take appropriate action when
service difficulities and faults occur.

Co-ordinate collection and despatch of mail
under Contract Agreements and Bulk Parcel
Agreements,

Co-ordinate country transport services and
ensure that timetables are observed.

Perform postal transport administrative duties
as required.

Supervise staff undertaking training and
recruitment functions.
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Supervise workshop operations.

Maintain a harmoniocus industrial relations
climate in line with the principles of
Industrial Participation and foster team spirit.

Respond to industrial representations or, where
appropriate, refer them to the next level of
supervision.

Ensure adherence to Equal Employment Opportunity
and Harassment policies and deal with complaints
of discrimination and harassment in accordance
with accepted processes.

Ensure that safe working procedures are
followed.

Perform, as required, the postal transport
functions of subordinate staff.
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T P = RADE 5

WORK LEVEL STANDARD
DEFINITION

Within broad guidelines, manage a postal transport

operations network provided under centralised operational
arrangements.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Postal Transport Co-ordinator,
Grade 5 position is reguired to have met the relevant
selection standards as specified in the conditions of entry
and advancement section of the Personnel Policies and
Procedures Manual and the established selection criteria.
In summary, a person at this level must meet the following
requirements:

hold a current licence ({(not probationary) to
drive a motor wvehicle in the relevant State /
Territory, and be licensed to drive and capable
of handling the type(s) of motor vehicle to be
driven at a standard determined by Australia
Post:;

demonstrated ability to lead and develop a work
group and to supervise the network operations
work undertaken;

knowledge, experience and expertise in postal
transport and / or related operations; and

relevant speclalised skills.

The above may be supplemented by additional training
relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of the work level for
Postal Transport Co-ordinator, Grade 5 positions:-

Manage the provision of postal transport
services in a postal transport network.

. Take appropriate action to maintain postal
transport services or delivery timetables in an
emergency situation.

Carry out checks of transport operations in the
field.

Investigate the provision or withdrawal of
transport services.
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Investigate and take appropriate action where
service difficulties and faults occur.

Liaise, as appropriate, with external
organisations on transport matters.

Perform postal transport administrative duties
as required.

Maintain a harmonious industrial relations
climate in line with the principles of
Industrial Participation and foster team spirit.

Respond to industrial representations or, where
appropriate, refer them to the next level of
supervision.

Ensure adherence to Egual Employment Opportunity
and Harassment policies and deal with complaints
of discrimination and harassment in accordance
with accepted processes.

Ensure that safe working procedures are
followed.

Perform, as required, the postal transport
functions of subordinate staff.
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PARCEL POST OFFICER
SENIOR PARCEL POST OFFICER, GRADES 1 AND 2
PARCEL POST COORDINATOR, GRADES 2 AND 3

GROUP STANDARDS

DEFINITION

The work of the Parcel Post Group encompasses the physical receipt, documentation,
sorting and despatch of parcels and other items at parcel centres. Other functions
include the pick up and delivery of parcels at customer premises (or other pickup /
delivery points) and the transfer between parcel centres, post offices and airporis.

Note: "Parcels" also includes unwrapped items conveyed through the parcels network.
The work can include the supervision of staff, training of staff and at the senior levels,
planning, allocation and utilisation of resources, as well as financial responsibilities
designed to ensure that Parcel Post services are provided in a timely, efficient and cost
effective manner.

FEATURES

The Parcel Post Group operates in a network environment which requires:

e customer responsive service and job-oriented performance;

» awareness of the compliance with Parcel Post instructions and delivery timetable
schedules;

¢ recognition and identification of resources to meet particular operation/service
__requirements;

« training, development and encouragement of a team approach to the performance of
tasks;

« multi-functional working environment to operate in parcel centres to achieve
operational and economic efficiency;

+ awareness of financial and service performance targets;
» adherence to safe work practices and operating procedures;

» knowledge of security and emergency procedures;



» implementation and maintenance of programs to minimise damage to parcel post
articles and service failures;

» capacity to maintain Parcel Post services and/or delivery timetable in emergency
situations;

» liaison with other operations groups including Parcel Centres, Mail Centres, Post
Offices, Postal Delivery Depots, and general transport groups;

» liaison with customers of Australia Post;
 adherence to Equal Employment Opportunity and Harassment policies and dealing
with complaints of discrimination and harassment in accordance with accepted

processes; and

» maintain a harmonious industrial relations climate in line with the principles of
Industrial Participation and fostering team spirit.

TRAINING, SKILLS AND ATTRIBUTES

A person selected as a Trainee Parcel Post Officer or selected for higher positions in
the Parcel Post Groups is required to have met the relevant recruitment and selection
standards as specified in the Conditions of Entry and Advancement Manual and the
established selection criteria for the concemed designations. In summary, the
requirements for the Parcel Post Group are :-

Parcel Post Officer :

» satisfactory completion of the training/induction program for Trainee Parcel Post
Officer.

Senior Parcel Post Officer, Grade 1 and Senior Parcel Post Officer, Grade 2 :

» satisfactory_completion of the training/induction program..for.Trainee.Parcel-Post.......

Officer.
* ability to lead and dévelop a small work group; and
» knowledge of, and experience and expertise in parcel processing operations
Parcel Post Coordinator, Grade 2 and Parcel Post Coordinator, Grade 3:

» satisfactory completion of the training/induction program for Trainee Parcel Post
Officer or Trainee Mail Officer;

¢ ability to lead and develop a work group;
2
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» knowledge of, and experience and experiise in parcel processing or related
operations; and

¢ demonstrated management ability to plan, lead, organise and control.
The typical career path in the Parcel Post Group is as follows:

Parcel Post Officer

Senior Parcel Post Officer Grade 1
Senior Parcel Post Officer Grade 2
Parcel Post Coordinator

Facility Manager

Operative level staff who wish to aspire to supervisory, operations / sales support and
management positions in the Parcel Post group, will be assessed on their ability,
application, range of experience and successful completion of prescribed training at
various levels.

TERMS USED

Parcels Processing Facility:

This includes State Parcel Centres in some capital cities which only process parcels and
other large unwrapped articles and Metropolitan Parcei Centres which also process
parcels and other large unwrapped articles.

Categories of Parcel Processing Facility:

The category accorded to a parcel processing facility is established by the level
attached to the Facility Manager in charge of that facility, ie a Category 1 facility has a
Facility Manager Level 1, a Category 2 facility has a Facility Manager Level 2, eic.

Group Control:

“This involves the supervision of a numper of operative staif engaged in the processing

of parcels and associated duties. The group may be deployed on a range of functions
over a shift. The primary supervisory emphasis is on ensuring that work assigned to the
group is completed efficiently, accurately and within time constraints. Decision will be
required on work priorities and resources.

Area Control:

This invoilves operational responsibility for a discrete area or group of functions. Control
of an area involves production supervision decisions.
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Supervision / Supervise:

Supervision is the exercise of leadership by personally oversighting the work of others.
Implicit in this is the responsibility to ensure:

e adequate two-way communication processes are established between supervisory
levels and staff;

« staff compliance with corporate policies, instructions and guidelines in relation to
conduct, work practices and procedures; and

e the attainment and maintenance of a level of operational performance that accords
with predetermined criteria.

Accordingly, it is the responsibility of all supervisors to monitor functions under their
control with the aim of identifying and resolving problems in relation to staff conduct,
work practices and procedures or other maiters which impact on the efficient and
effective operation of the work area. This requires that supervisors at all levels
undertake the following supervisory functions, subject to the requirements of corporate
policies and within the limits of authority as specified in Delegations, Work Level
Standards and other approved documentation:

*

undertake staff counselling;

initiate staff development and training programs;

participate in staff selection and report on conduct, diligence and efficiency;

exercise disciplinary measures; and

deal with staff and industrial matters.

Production/Supervision:

This involves the functions of supervision',ﬁ\rn;itrh empha5|s “on the coordination and
control of Parcel Centre operations through:

« assessing work to be performed and deploying staff resources to the best advantage,
in accordance with service priorities;

e coordinating parcel processing operations in a timely and efficient manner; and

« monitoring the effectiveness (eg, quality control) and efficiency (eg, output rate) of
each handling stage.
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Under Regular Direction:

Regular direction is generalily only applicable to Trainee Parcel Post Officers and means
that a person receives operational instructions regarding routine matters and is subject
to frequent checks on adherence to instructions and progress of work by means of
physical inspection, written and oral reporis.

Under General Direction:

A person under general direction normally undertakes a range of routine tasks and
receives general instruction for each task. Discretion in selecting the most appropriate
method and sequence of completing the task is normal.

Conformity with instructions and specified standards may be measured by means of
physical inspection and satisfactory completion of allocated tasks by the immediate
supervisor. Although those working under general direction are expected to be
experienced and competent, there will be variations to the level of experience which wiil
necessitate some variation in the degree of general direction.

When parcel pick up an'd--de-livery duties are performed, Parcel Post Officers normally
operate without direct supervision while away from their workplace.

Under Limited Direction:

A person under limited direction would normally be given a clear statement of an
objective for an activity and should require little guidance during the performance of the
work., Conformity with instructions is usually measured in terms of the achievement of
stated objectives to specified standards.

Those working under limited direction are expected to have had considerable exposure
to Parcel Post operations through experience at a lower level or other relevant
experience.

Within Broad Guidelines:

A person working within broad guidelines will normally be given a statement of the most
important overall continuing results that must be accomplished in a major category of
work. Those working within broad guidelines are expected to develop and achieve
objectives and standards for specific functions under their control that will ensure the
attainment of the critical results required by higher levels of management.

Conformity with the broad guidelines is measured in terms of results obtained and the
significance of the contribution to the achievement of critical objectives established by
management.



Leading Hand:

The term "Leading Hand® indicates that an employee who fills such a position is
responsible for both undertaking the duties assigned to the particular job of work and for
leading / guiding other employees as well.

The important factor to be recognised is that besides undertaking normal work, a
leading hand: '

« assigns tasks to staff allocated to the work group consistent with operational
requirements and job rotation; and

e ensures achievement of work performance levels and that work assigned to the work
group is completed within prescribed standards.

Leading hands lead a team by example, guides and coaches members of the group
under their control. The role of the leading hand can be summarised as follows:

(a) Decision Making
A leading hand is required to make decisions (ie, reach conclusions and make
judgements} in the course of a days work regarding how an assigned job of work
should be underiaken.

(b) Communication
A leading hand should pass on to the immediate supervisor any information
conceming operational problems / changes etc related to the efficient operation
of the work area.

(c) Guiding

A leading hand is expected to be experienced and competent in performing the
specific tasks and duties allocated to a Senior Parcel Post Officer position and is

also expected to play an active role in developing, guidingandinstructing those

under their control.

(d) Safety
A leading hand is expected to be fully conversant with existing safety procedures
and to require staff to follow established safe working practices and procedures
at the workplace.

(e) On-the-Job Training
A leading hand is required {o provide on-the-job instruction to Parcel Post
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Officers in the course of their normal duties and to Trainee Parcel Post Officers
during their induction / training period.

(f)  Staff Relations

A leading hand is expected to set a good example to subordinates and to foster
the development of a team-work approach within the group. A leading hand is
required to assist each group member to achieve and maintain acceptable
standards of performance and conduct.

Subject to the requirements of corporate policies and within the limits of authority as
specified in Delegations, Work Level Standards and other approved documentation, a
leading hand should endeavour to resolve any problems in relation to conduct, work
practices or procedures with the staff concemed in the first instance. However, if
problems persist or more significant problems occur, it is the responsibility of the leading
hand to bring such cases to the attention of the relevant supervisor.

In circumstances where a Senior Parcel Post Officer engaged on specialist functions is
assisted in the performance of those functions by a group of staff, the Senior Parcel
Post Officer assumes the leading hand function and role described above.

Specialist:

"Specialist' parcel handling and processing functions are undertaken at the Senior
Parcel Post Officer, Grades 1 and 2 and the Parcel Post Coordinator Grade 2 levels.
The level at which this specialist work is undertaken is dependent upon the category of
the facility and the number of staff controlled.

Specialist functions are described below:-

 control of bulk parcel acceptance counters, including liaison with major customers;

» collation and analysis of traffic and work hours statistics;

s preparation-and maintenanceof staff rosters;and

» timekeeping duties. -



PARCEL POST OFFICER
WORK LEVEL STANDARD

DEFINITION

Under general direction a Parcel Post Officer may perform duties associated with the
physical receipt, sorting and despatch of parcels at a Parcel Centre, together with
driving and related duties for the pick up and delivery of parcels from and to customers
and transfer of parcel despatches between centres.

A Parcel Post Officer may perform, as required, the full range of functions, including
both indoor and outdoor duties.

FEATURES

Parcel Post Officers will be required to perform all tasks associated with the processing,
pick up and delivery of parcels ad transfer between centres when employed in a Parcel
Centre, and may be deployed according to operational requirements. However,
consistent with operational requirements, deployment will ensure that Parcel Post
Officers are given an appropriate variety of work, rotation and task relief. The duties
require typically more limited geographical knowledge than is required of a Mail Officer.

TRAINING SKILLS AND ATTRIBUTES

A person selected as a Trainee Parcel Post Officer must meet the relevant recruitment
and selection Standards as specified in the Conditions of Entry and Advancement
Manual and the established selection criteria.

A person selected as a Trainee Parcel Post Officer is required to undertake the
prescribed training programme, covering procedures, speed and accuracy in manual
parcels sorting, equipment operation, and where required, bulk acceptance counter and
delivery functions.

On-completionof the specified stage- of-the-training-course;-—-a--Trainee-Parcel-Post—
Officer may be employed on all aspects of Parcel Post Officer work, providing regular
direction as specified in the training course is maintained.

Advancement to the level of Parcel Post Officer will be dependent on successful
completion of the training course. Performance and suitability will be monitored over the
six months training period and through regular reports prepared by supervisory staff.

A person at this level must hold a current drivers licence (non probationary) and be able
to handle the type of motor vehicles to be driven at a standard determined by Australia
Post.



TYPICAL DUTIES

The duties listed below are typical of this work level, subject to the performance of work
within requisite time and accuracy standards as established in training:

Undertake manual sorting duties using geographical knowledge postcode and other
sorting cues of originating and terminating parcels and prepare necessary dispatch
documentation.

Receive loose an bagged parcels dispatches including the handling of “special
service parcels and other items. :

Open bags and cull for processing.

Load and unload mail conveyances, including motor vehicles which carry containers,
ULDs, mail bags, loose items etc.

Operate parcel handling equipment including conveyors, loading and lifting devices,
ie. pallet jacks, walkie stackers, bag chains, sorting equipment and, upon completion
of specified training, fork lift trucks.

Prepare bag racks, ULD arrays, labels, etc.

Prepare and maintain parcel processing and delivery records and documentation.

Operate mail weighing and statistical recording equipment.

Prepare parcels for despatch, including tying and labelling provide assistance with
their despatch.

Complete paperwork associated with underpaid parcels special services, bulk mail
lodgments, etc.

Undernake Parcel Centre counter. duties.

Assist in the provision of on-the-job training for Trainee Parcel Post Officers.

Drive a motor vehicle for the pick up and delivery of parcels and transfer between
centres.

Ensure lodgment documents and compliance statements are properly completed by
customers.



 Maintain a small cash advance, receive cash, cheque and credit payouts from
customers at collection or delivery of parcels, complete associated documentation
and lodge amounts received.

« When allocated a motor vehicle or performing driving duties, carry out daily service
checks of the motor vehicle, undertake roadside minor fault identification and
correction, and report motor vehicle faults.
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SENIOR PARCEL POST OFFICER, GRADE 1
WORK LEVEL STANDARD

DEFINITION

Under limited direction, and work as a leading hand, oversight the work of a group of
staff engaged on parcels handling operations at a Parcel Centre, including sorting and
driving duties, provided that the total weekly hours of employment of the group is no
more than the equivalent of seven full-time positions.

FEATURES
A Senior Parcel Post Officer, Grade 1, where warranted, would not normally report to a
Senior Parcel Post Officer, Grade 2 unless the Senior Parcel Post Officer, Grade 2 is a
shift leader.

TRAINING. SKILLS AND ATTRIBUTES

A person selected for a Senior Parcel Post officer, Grade 1 position is required to have
met the relevant selection standards as specified in the Conditions of Entry and
Advancement Manual and established selection criteria. In summary, a person at this
level must have:

» successfully completed the training programme for Trainee Parcel Post Officer or
previously have been appointed as Senior Mail Officer, Senior Postal Sorting Officer,
Senior Motor Driver, Senior Postal Delivery Officer or other equivalent positions and
sorting and procedural training has been completed;

» successfully complete Senior Parcel Post Officer Training within 6 months of
promotion/transfer/ appointment;

« ability to lead and develop a small work group;

« knowledge, experience and expertise in Parcel Centre processing operations; and

a current drivers licence (non probationary) and ability to handle the type of motor
vehicles to be driven at a standard determined by Australia Post.

The above will be supplemented by additional training relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of this work level:

» As a leading hand, oversight the work of a group of staff engaged on parcel handling
11
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and processing operations and pick up and delivery functions .

Provide on-the-job training for Trainee Parcel Post Officers and Parcel Post Officers.
Ensure that safe working procedures are adhered to.

Develop and encourage a team approach to the performance of tasks

As a member of a multi-functional team, perform general parcel handling and
processing duties, as required.
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SENIOR PARCEL POST OFFICER, GRADE 2
WORK LEVEL STANDARD

DEFINITION

Under limited direction, and working as a leading hand, oversight the work of a group of

staff engaged on parcel handling and processing operations at a parcel Centre,
including sorting and driving duties, provided that the total weekly hours of employment
of the group is more than the equivalent of seven full-time positions and no more than
the equivalent of fourteen full-time positions.

OR

Under limited direction, and in conjunction with mail processing duties, take control of

parcel processing operations in a Parcel Centre outside normal business hours where
the total weekly hours of employment of subordinate staff on duty is no more than the
equivalent of ten full-time positions.

FEATURES

In normal circumstances, where a Senior Parcel Post Officer, Grade 2 position is
established as a leading hand, a Senior Parcel Post Officer, Grade | would not be
allocated within the same group of staff.

A Senior Parcel Post Officer, Grade 2 required to take control of parcel centre
operations outside normal business hours would undertake production supervision.
Accordingly, in such circumstances, a Senior Parcel Post Officer, Grade 2 is expected to
take all appropriate decisions relating to the normal functioning of a Parcel Centre.

FFor the purpose of determining position classification on the basis of control of parcel
centre processing operations outside normal business hours, the Senior Parcel Post
Officer, Grade 2 classification will apply only in those circumstances where the occupant
is rostered to commence duty prior to 6.45am or cease duty after 7.15pm Monday to

Friday; orisrostered-for-Saturday or-Sunday-duty:

Leading hand positions which would normally warrant Senior Parcel Post Officer, Grade
| classification may be classified at Senior Parcel Post Officer, Grade 2 level in
circumstances where the occupant is required to rotate with positions of Senior Parcel
Post Officer, Grade 2 on other shifts.

TRAINING. SKILLS AND ATTRIBUTES

A person selected for a Senior Parcel Post Officer, Grade 2 position is required to have
met the relevant selection standards as specified in the Conditions Of Entry And
Advancement Manual and established selection criteria.
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[n summary, a person at this level must have:

successfully completed the training programme for Trainee Parcel Post Officer or
equivalent;

ability to lead and develop a small work group;
knowledge, experience and expertise in Parcel Centre processing operations; and

a current drivers licence (non probationary) and ability of handling the type of motor
vehicles to be driven at a standard determined by Australia Post.

The above will be supplemented by additional training relevant to this level.

TYPICAL DUTIES

The duties listed below are typical of this work level:

As a leading hand, oversight the work of a group of staff engaged on parcel handling
and processing operations, and pick-ups and deliveries.

Take control of parcel processing operations at a Parcel Centre outside normal
business hours.

Provide basic skills training for Trainee Parcel Post Officers as appropriate.

Provide on-the-job training for Trainee Parcel Post Officers, Parcel Post Officers and
Postal Transport Officers.

Ensure that safe working procedures are adhered to.

Develop and encourage a team approach to the performance of tasks.

As a member of a multi-functional team, perform as required, general parcel handling
and processing duties.

Perform and/or oversight specialist activities associated with revenue protection
checks and preparation of accounting documents, timekeeping, rostering, statistics,
interface with major customers, and other operational and management /
administration work as required.

Prepare Transport Duty Rosters/Rounds and supervise motor vehicle movements in
marshalling and loading areas.

Arrange for recovery of broken down vehicles and organise repairs as necessary.
14
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¢ Ensure adherence to Equal Employment Opportunity and Harassment policies and
deal with complaints of discrimination and harassment in accordance with accepted
processes.

¢ Maintain a harmonious industrial relations climate in line with the principles of
Industriai Participation and foster team spirit.
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PARCEL POST COORDINATOR GRADE 2

DEFINITION

A Parcel Post Coordinator Grade 2 normally works under limited direction and is
expected to supervise the operations at a Category 1 Parcel Centre encompassing a
number of shifts, including the delivery of parcels. The Parcel Post Coordinator will take
control of the Parcel Centre in the absence of the Facility manager, including customer
liaison facilities. ‘

OR

Under limited direction. perform specialist functions associated with the processing of
parcels at a Parcel Centre.

FEATURES

At a parcel processing facility, a Parcel Post Coordinator is accountable to the Facility
Manager for the effective management of parcel handling, processing and the delivery
operations, and, where appropriate, the coordination of transport operations.

In each organisational location, the principal responsibilities of the position are the
management functions of planning, leading, organising and the coordination of available
resources, to achieve critical operational objectives of the parcel processing facility; as
established by higher level management.

The most significant specific objective of the Parcel Post Coordinator, is the
achievement of deliveries and dispatches to meet delivery time tables as advertised to
customers, by meeting internal operating standards, having regard to effective utilisation
of human and other resources costs; and the implications for other shifts,

The Parcel Post Coordinator, is expected to take all the appropriate decisions, relating

to the normal operations of a parcel processing facility in the absence of the Facility
Manager;-inclusive-of-the-customer-relations-and-the-marketing-aspects-of-the-parcels——
service.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Parcel Post Coordinator position is required to have met the
following selection standards:

+ experience and knowledge of operations to be performed at a Parcel Centre;

« ability to lead and develop a multi-skilled work group;
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» ability to identify incorrect or inefficient work practices and implement remedial action;
and

» demonstrated ability in performing the management functions pertinent to the total
operations of the facility, with particular emphasis and focus on:

= customer liaison to ensure quality and standards of service, meet customer
demands;

= human resource and financial operating plan budgets;
= awareness of the changing business environment;
= facilitation and implementation of change;

= knowledge of the complimentary aspects of Mail, Parcel and Retail and
Delivery functions; and

= communication and interpersonal skills.

TYPICAL DUTIES

As part of the management structure in a Parcel Centre, the Parcel Post Coordinator is
responsible for multi-functional activities which incorporate both operational and
administrative disciplines.

The duties listed below are typical of this work level:

» direct, coordinate and control the operations at a Parcel Centre covering the receipt,
sorting, dispatch and delivery functions;

» oversight the preparation of customer billing, revenue protection and business parcel
collections;

» oversight the performance of the delivery function and assist management in
specifying delivery conditions where contractors are involved,;

» provide advice to customers in relation to charges, services and conditions as well as
special posting or delivery arrangements;

» deal with customer complaints or enquiries in relation to service failures, loss or
damage;

» where appropriate, inspect vehicles and arrange for maintenance and servicing;
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identify staffing issues, conduct staffing reviews and prepare appropriate
management recommendations;

provide the basic skills and on the job training for Trainee Parcel Post Officers as
appropriate;

identify, undertake or arrange staff training in relation to operational tasks and
activities;

respond to industrial representations or, where appropriate, refer them to the next
level of supervision;

where appropriate, perform specialist roles such as manifests, documentation, etc;
ensure that the provisions of relevant OHS and EEQ policies are adhered to; and

perform the functions of subordinate staff as necessary.

18



PARCEL POST COORDINATOR GRADE 3

DEFINITION

A Parcel Post Coordinator Grade 3 normally works under limited direction and is
expected to supervise the operations at a Parcel Centre above Category 1
encompassing a number of shifts, including the delivery of parcels. The Parcel Post
Coordinator will take control of the Parcel Centre in the absence of the Facility manager,
including customer liaison facilities.

FEATURES

At a parcel processing facility, a Parcel Post Coordinator is accountable to the Facility
Manager for the effective management of parcel handling, processing and the delivery
operations, and, where appropriate, the coordination of transport operations.

In each organisational location, the principal responsibilities of the position are the
management functions of planning, leading, organising and the coordination of available
resources, to achieve critical operational objectives of the parcel processing facility; as
gstablished by higher level management.

The most significant specific objective of the Parcel Post Coordinator is the achievement
of deliveries and dispatches to meet delivery time tables as advertised to customers, by
meeting intermnal operating standards, having regard to effective utilisation of human and
other resources costs; and the implications for other shifts.

The Parcel Post Coordinator, is expected to take all the appropriate decisions, relating
to the normal operations of a parcel processing facility in the absence of the Facility
Manager, inclusive of the customer relations and the marketing aspects of the parcels
service.

TRAINING, SKILLS AND ATTRIBUTES

A person selected for a Parcel Post Coordinator position is required to have met the
following selection standards:

« experience and knowledge of operations to be performed at a Parcel Centre;
« ability to [ead and develop a multi-skilled work group;

« ability to identify incorrect or inefficient work practices and implement remedial action;
and

19



demonstrated ability in performing the management functions pertinent to the total
operations of the facility, with particular emphasis and focus on:

=> customer liaison to ensure quality and standards of service, meet customer
demands;

= human resource and financial operating plan budgets;
= awareness of the changing business environment;
= facilitation and implementation of change;

= knowledge of the complimentary aspects of Mail, Parcel and Retail and
Delivery functions; and

= communication and interpersonal skills.

TYPICAL DUTIES

As part of the management structure in a Parcel Centre, the Parcel Post Coordinator is
responsible for muiti-functional activities which incorporate both operational and
administrative disciplines.

The duties listed below are typical of this work level:

direct, coordinate and control the operations at a Parcel Centre covering the receipt,
sorting, dispatch and delivery functions;

oversight the preparation of customer billing, revenue protection and business parcel
collections;

oversight the performance of the delivery function and assist management in
specifying delivery conditions where contractors are involved;

provide advice to customers in relation to charges, services and conditions as well as
special posting or delivery arrangements;

deal with customer complainis or enquiries in relation to service failures, loss or
damage;

where appropriate, inspect vehicles and arrange for maintenance and servicing;

identify staffing issues, conduct staffing reviews and prepare appropriate
management recommendations;

20
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provide the basic skills and on the job training for Trainee Parcel Post Officers as
appropriate;

identify, undertake or arrange staff training in relation to operational tasks and
activities;

respond to industrial representations or, where appropriate, refer them to the next
level of supervision;

ensure that the provisions of relevant OHS and EEO policies are adhered to: and

perform the functions of subordinate staff as necessary.
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1.

POSTAL SERVICES OFFICER

AND

SENTOR POSTAL SERVICES OFFICER GRADE 1 & 2

GROUP_STANDARD

PURPOSE

The work of positions in this group involves providing prompt, efficient and
reliable customer services, and performing associated merchandising,
support, administrative, supervisory and co-ordination functions in a retail

ost office, buginess centre, traditional post office or Controlling Postal
Manager’s office, in accordance with defined standards of service.

At the higher levels the work includes superviging staff, including fﬂ"'
ah,

planning, allocating and using resources, eguipment and material, as well a
carrying out respongibilities designed to ensure services are provided in a
businesslike, timely, efficient and cost-effective way.

FEATURES

The Postal Services Ofrlcer groun operates in a business environment in
circumstances regquiring:

. customer responsive service and buginess-oriented performance;

. a customer service and sales-oriented outlook; .

. a businesslike commercial management approach;

. extangive kﬁdﬁledge of all Australia Post and agency pﬁoducbs,
merchandlse, services and other related business,-and of how customers

can best use “them to meet bus;ness needs and expectatlons,

. an overall awareness of the respons;bilities of Rustralia Post and (
the needs of its customers;

. knowledge and-appreciation of overall service standards;
. promotion of Australia Post and agency products and services;

. promotion of Australia Post corporate and business imzge with
customers and clientg;

.+ . . extensive knowledge -and application- of relevant postal rules and
cperating procedures, including financial procedures relating to
traditional post offices, retail post offices, business centres and

--delivery centres;

. " competent numeracy skills and responsible handling of cash, stock
and other values, and associated financial systems;
. liaison with other centres, including retail post cffices, business

centres, delivery centres, traditional post offices and other relevant
areas of Australia Post;
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. ability of staff of the same classification or tier, and with the
same skills, to rotate duties regularly within the same outlet;

. recognition and identification of resources needed to meet
particular service requirements;

. local geographic, demographic and market potential knowledge;

. adherence to safe work practices and operatxng procedures in
accordance with Australia Post’s Occupational Health and Safety pelicy;

. development and encouragement of 'a team approach to performance of
tasks;

. maintenance of a harmonious industrial relations climate in line
with the principles of industrial participation; and’

.;E adherence to Equal Employment and- Harassment policies and ‘dealing-
w1th complaints of discriminationr and harassment in accordance with
accepted processes.

Where positions are justified to provide network support to a Controlling
Postal Manager,.the first. pos;tlon provided will be a Postal Manager
(Network Support) Grade 1, where additional positions &dke required théy may
be provided at the Senior Postal Services Officer, Grade 2, or the Postal
Services Officer Tier 2 level, depending on the duties to be performed.

TREINING SFEILLS AND ATTRIBUTES

A person recruited as a Postal Services Officer Trainee or selected for
higher levels in the Postal Services Officer classification is required to
have wet the relevant recruitment, performance and selection standards.

These standards reflect interpersonal, customer contact and sales skills,
and require a knowledge:of Bustralia Post's gervices and operational
procedures as specified.in Persgonnel- Policies and Procedures manual and
established selection c¢riteria for the designations concerned.

In summary, reguirements for Postal Services officer and Senior Postal
Services Officer classification are:

. Postal Services Officer:

. Tier 1, satisfactory completion of the training programme for
Postal Services Officer in hasic customer service and other work
related skills.

Tier 1 staff, in normal circumstances will progress during the
first three years through the range of salary increments
appropriate to the Tier 1 level.

.V:m-"swaNonma$wadvancement~to=Tierwéy*staff'Who-have at least 12
months experience at tier 1 and desire career progression to tier 2
and have a satisfactory performance record and undertake to be
available, as required for -relief in their CPM Network must be
provided with "tier 2" training. The timing of this training
should be such that tier 1 staff are not held on the maximum salary
of a tier 1 for longer than the normal 12 months.
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In all cases advancement to tier 2 is dependent upon satisfactory
completion and testing of gpecific tier 2 training.

Note:; Normally, tier 2 training may be provided anytime in the
latter part of the tier 1 staff members 3rd year as a Postal
Services Officer. Howéver, once-the training has been
satisfactorily completed and tested the officer is to be advanced
to the Tier 2 minimum Balary immediately.

Accelerated advancement to Tier 2, At the discretion of
management and based on a needs basis Tier 1 staff who desire
career progression and have a demonstrated satisfactory performance
record, minimum of 12 months experience at Tler 1 level, and who
undertake to be available, as required, for relief work in the CPM
network, may receive accelerated advancement to the Tier 2 level.
The number selected and timing of advanced skillg training are
determingd locally, depending on operational needs. Once selected
for this training, progression will depend on gatisfactory

completion and testing, and continued satisfactory performance. {-

Staff at Tier 2 level will have:

- multi-functional skills and krowledge needed to work in all
types of facilities; and’ )
- advanced or more gpécialised skills in areas such as
merchandising, sales techniques, security, stock control,
maintenance of customer profiles, records and accounts, office
.balances, paysheet preparation ete.

. Senior Postal Services Officer Grade-l1l & 2:

- gatisfactory compietion of the training programme for Postal
Services Officer to Tier 2 level;

-~ ' organising and supervisory ability;
- ability to lead and develop a work group; and
- knowledge of, and experience and expertise in either retail

post office, business centre, traditional post office or delivery
centre operations.

N
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4.
POSTAL MANAGER

GROUP STANDARD

PURPOSE

The work of positions in this group involves the management of resources so
as to provide postal, agency and other services offered by Australia Post in
the most cost and service effective manner possible.

FEATURES - ‘ z
The Postal Manager group operates irn a business environment which reguires:

. pro-active customer responsive service and business o*iented
performance;

. a commercial businesslike management philosophy;

. extensive knowledge, application of, and compliance with relevant
corporate regulations and procedures;

.. extensive knowledge, application of, and compliance with financial
procedures 'relating “tor Traditionsdl Post Offices, Retail Post. Offices,
Business Centres,. Delivery Centres and Licensed Post Offices;

. extensive knowladge of all Australia Post and agency products,
merchandige,services and other related business, and of how cusctomers
can best use them to meet business needs and expectations;

. an overall awareness of corporate responsibilities and the needs of
customers;

. an understanding of retail market Lng and merchandising;

. " a degire to promote corporate and nen—corporate products. and
sarvices; . -

. the promotion of the corporate business image with cuatomers and
clients; : -

. extensive knowledge of the local business market, corporate
competition .and.business oppo*tunltles, - -

. knowledge and appreciation-of overall service standards; -

- . the ability-to recognise work requirements and ensure that
resources meet such requirements;

. the ablllty to set realistic fipnancial and other targets, monitor
and achieve such targetg;y

liaison with other centres, including Retail Post Offices, Business
Centres, Delivery Centres, Traditional Post Offices, Mall Centres,
Parcel Centres, Express Courier Depots and other relevant areas of
Australia Post;

. adherence to safe work practices and operating procedures in
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accordance with Australia Post‘s QOccupational Health and Safety policy;

. development of staff skills and encouragement of a team approach to
the performance of tasks;

. adherence to Equal Employment and Harassment policiesuand dealing
with complaints of discrimination and harasament in accordance with
accepted processes; and Ll

. maintenance of a harmonious industrial relations climate in
accordance with the principles of Industrial Participation.

The classification of positions of Postal Manager shall be determined in
accordance with a nationally agreed classification gystem.

Positions in the group work within a Traditional Post office, Retail Pogt
Office, Buseiness Centre, Delivery Centre or Controlling Postal Managers
Office and, where necessary, conirol a defined area or function, which may

be autonomeus i nature depending on local operaticnal requlrements, o

Postal Managers may be required to rotate through the differerit. Postal
Kanager positions (of the same level} within the local Controlling Postal
Managers Network (including the Postal Manager (Network Support) position.

ﬂThe_PostaLuHanager.Grouphmayube;involwed,in-qhmixtu:e"of.management-and

technical work.

Postal Managers may, where necegsary, be required to exercise iline control
over the operatiors of Licensed Post Offices, DPostal Managers at largey
Retail Post Offices may, in special circumstances, also be required to
exercise line control over the operations of Licensed Post Offices.
Controlling Postal Managers will exercise line control over a range of
facilitiesﬂ

Where positions are justified to provide network support to a Controlling
Postal Manager, the first position provided will be a Pogtal Manager

- {Network-Support) Grade 1, where additional resocurces are required .they may

will also be expected. . T e e e e me el e

be Senior Postal Services Officer({s), Grade 2, or Postal Services Officer{s) , -
Tier 2, depending on the duties to be performed. { '

T~

TRATNIRG, SKILLS AND ATYRIBUTES

No mandatory prerequisite qualifications are required, however, a peErson
selacted for a position of Postal Manager is required to have met the
relevant recruitment and selection standarde as specified in the Personnel
Policies and Procedures Manual and the established gelection criteria. The
criteria and standards will reflect interpersonal,-customer contact, i
business management and other commercial management skills aimed at
achieving high levels of customer satisfaction through committed staff.
These will include skills related.to achieving.targets and improving
productivity. A thorough knowledge of Australia Post’s products and
gservices, operational, financial and human resource practices and procedures

In summary, the reguirements for the Postal Manager Group are:

. Postal Manager Grade 1:

- no mandatory prerequisite qualifications are reguired, but a

4,
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person at this level would be expected to have good communication
and interpersonal skills, a demonstrated ability to lead by example
and operate as part of a team on the shop floor, develop a work
group, and a demonstrated ability to manage and supervise and
extengive knowledge of and experience and expertise in Bustralia

e

Post: retail and/or. other .operaticns. W
Postél‘Hanager Grade 2 and 3:

- . no mandatory prerequisite qualifications are required, but a
perscon at these levels.would be expected to have extensive
knowledge of, and expertise and experience in Post Office businessg
and/or related postal operations, and a demonstrated level of -
managerial. ability and achievement of ongoing "bottom Line®
financial targets. .

Controlling Postal Manager Grade 3, 4 znd 5:

C e ‘no mandatory prerequisite qualifications are required, but a’

person at these levels would be expacted to have-extensive - - -
knowledge of, and. expertise and experience in Post Office business,
including network planning and management and related postal
operations and a demonsirated high level of managerial ability in
postal operations and achievement.of ongoing "bottom line®

.financial .targets.. .= -




TERMS USED
Retail) Post office

An Australia post outlet, sérvicing primarily domestic clients, in some

cases using modern equipment and techniques geénerally designed to operate on

a self-selection basis, offering postal and post~related products and

services, (including in some cases an extensive range of gift'Iines). Such
outlets may provide private box and/or counter delivery but they do not )
provide street mail deliveries and are primarily a single function counter o
service/retail operation. A Retail Post Office also offers a widae range of

agency services. It is managed as an independent opérational unit with the
manager reporting directly to a Controlling Postal Manager. Except in

special circumstances, the manager of a Retail Post Office ddes not B
administer the operations of Licensed Post Offices.

Business Centre

A facility provided to service the needs of business customers for bulk maiﬂf A
lodgement, mail pick up, private boxes, bulk postal product and postage

gtamp, sales, franking machine resetting etc. and from which sales and

gervice visits are made to business customers. Normally drive~in access or
convenient parking is available for customers,

Larger centreS'(more-thén'4¢FTE'51-are“managedhas-individual:cperatiana,

each under the control of 'a Postal Manager reporting directly to thae
Contrelling Postal Manager. Smaller centres will be supervised by an
operations supervisor (Senior Postal Services Officer Gr. 2) repeorting

either directly to the Controlling Postal Manager, or to the Postal Manager

of a collocated operation, e.g. a Delivery Centre or Retail Post Office. -

Traditional Pogt Office

A multi-functional facility performing a combination of operations, o
including: N

. -counter mervices; and
( Y
. street mail delivery. _ ’

Cther gervices and activities, such as private boxes, mall processing etc,
may or may not be provided.

At emaller centres all the functions are under the control of one Pogtal
Manager, with a single budget covering all operations.

‘Qutlets of Grade 3 or higher may be managed either on a facility basis (ie
all.operations are under the control of a single Postal Manager/Controlling
Postal Manager located in the premises), or have individual task based
Postal Managers/controllers for each of the main operational activities,
reporting to an externally located Controlling Postal Manager, (ie a number
of independent operational managers within the same bUleLng each totally

~:acccgntable fon.auspeciticyeperational. activity).

Licensed Pogt Office

An outlet which offers a range of postal and agency services and which is
operated under contract to Australia Post.
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Mail Delivery Pacilities -

Typically, street mail delivery operates out of:
{1) Traditional Post offices o L e
{2) Delivery Centres
{3) Delivery Depot/Rnnexes
(4) ity Delivery Centres

DéBcrigtisn.of Each Pacility
1. Traditional Pogt Office
(See definition above)

2. Delivery Centre ..

A postal delivery facility satisfying the following criteria:

(i} Aocommodation - housed in separate accommeodation purpose built or
B N ] : epecially: leased or refurbished to cater for
. . delivery operations, ) )
(iiy staffing - staffed by more than 25 full-time staff
equivalents engaged primarily on delivery related
activities; or

— where night sorting is a feature of operations,
staffed by more than 19 full-time staff
equivalents engaged primarily on delivery related
activities. '

A-Delivery Centire has dedicated. management.able to .focus. fully on
~delivery operations and operatee to its own.budget. It is managed by a
Postal Delivery Controller, Grade 3, or at a larger centre by a Postal

Manager, who reports to a nominated Controlling Postal Manager.

A Dalifery'Centre'providea the full range of delivéry gervices necessary
to service its delivery area, which usually comprises more than one
post code. :

At some locations, non-delivery activities such as bulk mail lodgement

and limited mail processing.(see.below).may be .carried out within the
centre.

‘3. Delivery Depot/Annex

This houses either:
iy oa delivery group compriéing no more than 25 full-time staff
equivalents engaged primarily on delivery related activities at a

location away from its parent facility; or

ii. where night sorting is a feature of operations, a group
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comprising no more than 19 full-time staff -equivalents engaged
primarily on delivery related activities at a location away from
its parent facility.

Day-to-day operations control and supervision is exercised by a Senior
Postal Delivery Officer grade 2 -or Grade 3, Or- by a Postal.-Delivery
Controller Grade 1 or 2, who reports to the Postal Manager at a parent
delivery centre or at a traditional post office (who may be.a

Controlling Postal Manager). Normally, operations for the depot/annexe
are included in the budget for its parent facility.

Lty

Essentially, street mail delivery services operate out of a
depot/annexe, but other delivery related services and functions may be
provided if required, including private boxes, parcels delivery,

electronic mail delivery, delivery of locked bags and private box mail,
contractors etc.

(319

4, City Delivery Centre

The traditilonal postal delivery facility established to service the ( .JE
needs of the central business district in mainland state capitals.

Limited Mail Processing Funchtions

'These* involve-sorting of -inward-and-outward mails and. other mail procegsing

functions that. do not require extensive geographic or network knowledge. As
a guide, the sorting knowledge reguirement would be less than for persons
employed in Distributing Post Offices. (New South Wales) or in large mail
rooms in Post Offfces, and the work may be performed in conjunction with
other tasks.

Network Support Functiong

The types of reoles within the scope of this definition would include but not
be limited to:

‘. - .paysheet prepardtion and entitlement work, ‘general administrative
and basic network planning support, e.g, collation of financial and , °
management information, assistance with development of network ( {
plans, quality control, performance monltoring collation, '
monitoring and analysis of financial and management information,
budgets etc;

. facility planning and property management activities;

. network human regources management, including help with
recruiting, movement of staff, performance appraisal and skills
training co-ordination and. conduct - where appropriate for the
network;

. merchandising support, incorporating advice on office layout,

- product ranges, standards monitoring, co-ordination of display and

;- rPrOMkion programmes:andwequipment: needs. etouforsbothshustralia - 7
" “post staffed outlets and .Licensed Post Offices;

. facilitating the flow of information within the network and
co-ordinating communication programmes for both staff and
customers;
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. POIC checking for outlets in the network, involvement with
stocktake etec; '

. Licensed Post Office and Postpoint servicing, including
contracting, get-up, tra;nlng CD—O“dlnatiDn, stock provision and
payment arrangements; and - A
. 3

e mail service and cleaning contract administrative suppdrt; etc.

Under Regular Direction

Under Regular Direction is generally only applicable to Trainee. Postal
Services Officers, during the relevant training programme. - It means that a
person receives operztional ingtructione regarding routine matters and ls
subject to freguent checks on adherence to instructions and progress of work
against specified standards by means of physical inspections, written and
oral reports.

Under General Direction

A persén Under General Direction normally undertakes a range of”}outine
tasks and receives general instruction for each task. Discretion in
selecting the most appropriate mnthod and sequence of completing the task is
normal. |

Conformity with instructions and specified standards is measured by means of
physical inspection and satisfactory completion of allocated tasks.,

Blthough those working under general direction are expected to be
experienced- and competent,.there will be variation to the levels of
experience which will necessitate some variation .in the degree of general
direction.

Under Limited Direction

A pergon.working.Under Limited Direction- will normally be given a clear

"statement of an objective for an activity and will reguire -little guidance
during the performance-of the work. - Conformity with-instructions-is usually . -

measured in terms of the achievement of stated objectives to specified
standards. Those working under limited direction are expected to have had
considerable experience in Traditional Post Office, Retail Post 0ffice,-

" Business Centre, Delivery Centre and/ot other associated postal facilities,

as appropriate, by having demonstrated ability in postal operatlons through
experience at a lower classification or tler.;' :

Within Broad Guidelines

BA-person working Withim Broad Guidelines will normally be given a statement
of the most important overall continuing results that must be accomplished
in a major category of work. Those working within broad guidelines are
expected to develop, and achieve, objectives and standards for specific
Ffunctiona under their control that will ensure the. attainment of the

m9rLQEEQAJFEBQLtgwrequinedmbymhighenwieveLsmoﬁumanagementw

Conformity with the broad guidelines is measured in terms of results
obtained and the significance .of the contfibution teo the achievement of
critical objectives established by management.
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Manage(Hanagement

To manage is to exercise leadership in a manner which achieves desired
results by the work of subordinate staff. The manager may well be an
operative part of the working unit at the facility. To managenls to accept

respons;bil;t;es designed to. ensgure: o

. effective two-way communication processes are established between
management and supervisory levels and all staff;

. staff compliance with corporate policies, practices, procedures,
instructions and guidelines;

. the upholding of safe work practices and working environment and
acceptance of ’'duty of care’ responsibilities; and

. the attainment and maintenance_of a level of operational
performance that meets predetermined aims, (,.‘

Accordingly, it ie the responsibility of every manager to manage personally,
or through supervisors, functlons underuh;sfher control with the aim of
identifying and resolving situations that ad#eraely affect staff conduct,
work practices and procedures, or any other.matters, which impact on the
efficient operatiens- of the..-facility.or. a.work area within the facility,

Supervision/Supervige

Supervision ls cbtaining results from a team in order to meet predetermined
targets, by personal involvement, encouragement, training and example.
Implicit in this is the responsibility to ensure:

effective two-way communication processes are established between
supervisory levels and gtaff;

- .the team achieves predetermined targets and improves product:.v:.ty :
" .’to. levels which reach or..exceed those- required- in-Business Plans;

- the team follows corporate éolicies and guidelines in'achieving its( ;
rasulta; : "

upholding of safe work practices and working environment and
acceptance of "duty of care" responsibilities; and

- attainment and maintenance of a level of operational performance
that accordsg with predetermined criteria.

Every supervisoxr is responsible for identifying and resolving problems in
relation to staff- conduct, work practices-and procedures or other matters
impacting on efficient operation of the functions under his/her control.

This requireé that supervisors at all levels undertake the following

"suuerv;sory.functlons, -gybject Lo, requirementa;of wocorporate spelicies.and

within the limits of authority as specified in delegationsg, woark level
standards and other approved documentation:

- undertake staff counselling;

- initiate staff development -and training.programmes;

By
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- take part in staff recruitment and selection and report on staff
performance levels;- :

- exercise disciplinary measures;

- ensure adherence to Equal Employment- and Harasgement pelicies and
deal with complainte of discrimination and harassment in accordance
with accepted processes; :

- deal with industrial representations; and

- develop and encourage.harmonious working relations in line with the -
principles of Industrial Participation. ) ’
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POSTAL SERVICES .OFFICER: .

" WORE _LEVEL STANDARD

DEFINITION

Postal Services Officer Trainee

This is the recruitment level forlﬁhis groﬁp. Advancement to Postal
Services Officer (Tier 1) follows completion of induction and bkasic customer
services and sales skills training.

Postal Servicea Officer (Tier 1)

At Tier 1, under general direction, undertake general customer sales and
service and operational duties as specified at a- retawl ost office,
buSLness centre or traditional post office.-

~

Postal Services Officer (Tier 2) -

At Tier 2, under general direction, undertake general customer sales and
service duties and/or support activities, at a retail post office, business
gentre, traditional post office, ,or network support office and as requlred

provide relief within the Cont;olllng Postal Manager’s area.
CR

at Tier 2; under general direction, undertake relief at a retail post

office, business centre, traditional post office or .network support office
within the Controlling Postal Manager‘s area, as a member of the full-time 7
relief staff, ’ :

FEETURES o

— Ly

-A-pergon-employedat-Tierl.performs-:a range:of -general .sales and customer

service duties at a retail post office, businessg centre or traditional post
office. ('

At Tier 2, Postal Services Officers perform the full range of customer
service duties and uses more advanced and spacialised skills to give their
managers higher level support.

They may perform administrative support work at any type of retail or )
business outlet, or in a network support office and be called on to provide
relief at any.outlet in the.Controlling-Pestal Manager”s area.

Where positiong are justified to provide network support to a Controlling
Postal Managér, the first pOSltan prov1ded will be a Postal Manager
{Network Support) Grade 1, where additional resources are required they may
be Senior Postal Services Officer(s), Grade 2, or Postal Services Officer(s)
Tier 2, depending on the duties to be performed.

A Postal Services Officer Tier 2 (network support) may be reguired to rotate
with other Postal Services Officers Tier 2, at various types of facilities
within the Controlling Postal Manager Network.
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"TRAINTNG, SEILLS AND ATTRIﬁUTES

_ b person recruited as .a Postal Services Officer must meet relevant

recruitment and selection standards as specified in Personnel Policies and
Procedures manual and established selection criteria.

A person recruited ag a Postal Services Officer is reqguired to undertake the
prescribed. training programme which includes product service knowledge,
financial and cash handling, customer interface, .sales and merchandising,
and stock and mail management and security skills.

A Postal Services Officer located in a centre with point. of sale or message-
transmission, 2 way-radio or similar equipment, or fork-lifts or other
materials handling equipment is to receive additional-formal and on-the-job
training on such equipment.

Prior training is not regarded as a prerequialte for transfer to such
offices. However, it is a.reguirement for .persons occcupying permanent
ralief positions that provide relief at centres where such eguipment is in
use.- ’

In summary, requirements for Postal Services Officer.are:

. . Postal Services Officer:
. Tier 1, satisfactory completion of the training pfogramme for
Postal Services Officer in basic customer service and other work
related skills. :

Tier 1 staff, in normal circumstances will progress during the
first three years through the range of salary increments.
appropriate to the Tier 1 level.

. Normal advancement to Tier 2, Staff who have at least 12
months experience at tier 1 and desire career progression to tier 2
and_pgyg“a_gatisfactory,performance“record‘and undertake to be
available, as required for relief in their CPH Network must be
provided with "tier 2" training.. The timing.of this training
should be such that tier 1 staff are not held on the maximum salary
of a tier 1 for longer than the normal 12 months.

In all cases advancement to tier 2 is dependent upon satisfactory
completion and testing of specific tier 2 training..

Note: Normally, tier -2 training may- be prouided anytime~in the .. -
latter part of the tier 1 staff members..3rd year as a Postal

. Services. Officer. -However, once the training has been
satizfactorily completed and.tested the officer is to be advanced
to the Tier -2 minimum salary immediately. :

. Accelerated advancement to Tier 2, At the discretion of
management and based on a needs basis Tier 1 staff who desire
_cggqu_p:oggession;andhhav, a. demcnstrated . gatisfactory.performance

record, minimum of 12 months experience at Tier 1 level, and who
undertake to be available, as reguired, for relief work in the CPM
network, may. receive accelerated advancement to.the Tier 2 level.
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The number selected.and timing of advanced tkills training are
determined locally, depending on operational needs. Once selected
for this training, progression will depend on satisfactory
completion and testing, and continued satisfactory performance,

Staff at Tier 2 level will have:

- multi-functional skills and knowledge needed io work in all
types of facilities; and

- advanced or more specialised skills in areas such as
merchandising, sales techniques, security, stock control,
maintenance of customer profiles, records and accounts, ocffice
balances, paysheet preparation etc.

TYPICAL DUTYES

The following duties are typlecal of Tier.l level work:

Customer Sales and Service :

- - determine cugstomer reguirements and advise customers on
service options; :

- provide quality customer-service to our eclients;

- sell and encourage add on sale of stamps, philatelic products
and other Australia Post and agency products gervices and
merchandise;

- help to promoté and merchandise products and services, assist
in the preparation of promotional displays etc:

- 5

- issue and pay money orders;

~ . .progess a. range.of.agency: transactions;

- . receive lettergrams, electronic mail and similar messages for
transmission and delivery; ‘

- handle and safeguard cash, cheques, stamps and other products
and merchandise;

- handle less complex customer gueries and complaintg;

- maintain and enhance Australia Post‘s business and corporate
image;

-  operate point of sale, message transmission, facsimile or
image transmission equipment;

- undertake keyboard operations, involving data entry,

ernew s BEOARECLIOA O interrogation provessesswith orawithout visual™

display when associated with counter activities;

- assist with the maintenance of stock levels in automatic
vending machines and postpoints; and
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assigt with basic f£inancial and general administrative tasks,
repare returns etc;

.related functions :

perform limited mail processing functions;

perform mail delivery and collection duties on a limited
basis;

accept bulk mail lodgemsnts; .
perform driving duties- as.reguired;.
process straightforward discount services; and

operate mechanised mail handling equipment, egf fork-lifts,
mail insertion and collation machines, walker stackers ete.

. General :

level work:

ag a member of a group, maintain a harmonious industrial
relations climate and foster and develop team spirit in
accordance with the .principlies cof Industrial Participation;

adhere to Equal Employment Opportunity and Harassment
pelicies; and

adhere to safe work practices and operating procedures in
accordance with Australia Post’'s Occupational Health and
Safety policy.

The following duties, in addition to those for Tier 1, are typical of Tier 2

. Customer Sales and Service :

provide the Postal Manager with high level, specialist support
in merchandising, product display, point of sale egquipment
operation and stock level management ete.;

perform passport application interview work, open CSB accounts
etey

perfdrm full-time philatelic duties at specialist philatelic
outlets;

where applicéble, help conduct sales -and service visits to

. customers;

promote and merchandise products and services, co-ordinate
stock, organise.displays ete; . ...

process discount services;

reset franking machines;

i




activities.

Mail

Support Functions :

Network Support Functions :

. and analysgig of financial and management information, budgets

17.

ensure gecurity of facility and perform lock-up etc at close
of business;

undertake office balance,. banking and stock replenishment

related functions :

advise customera on more complex discount mail services that
may be suitable to meet their business needs;

have a good understanding of all mail related services and
perform work associated with underpaid mail, special services,
bulk mail lodgements, dead letter office activities etec; and

operate radic control eguipment.

prepare pay and allowance sheets; (- L

apgist managers.and supervisors with Licensed Post Office
liaison activities;

provide-general-administrative support; .

perform computer operationg eg. for. customer profiles, mail
lodgement records, local accounting systems etc;

assist with the co-ordination of transport operations
including mail pick up activities (including scheduling), )
vehicle maintenance eto; and T b

aseist with the conduct of on—tﬁeujob traininé.

assist with general administrative and basic network planning
support,; EPOS balancing, collation of financial and management.( 3
information, assistance with development of network plans, '
quality contrel, performance monitoring collation, monitoring

etc;

asgsist with network human resources management, including help
with recruitment, movement of staff, staff entitlements etc.;
and

assist with facilitating- the flow of information within the
network and co-ordinating communication programmes for both
staff and customers.
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- SENIOR POSTAL SERVICES OFFICER GRADE 1 & 27"

WORE LEVEL STANDARD

DEFIRITION
Senior Postal Services Officer Grade 1

Under limited-direction, and:in conjunction with Postal Services Officer
duties, provide high level supervisory assistance-to the Postal ‘Manager at a-
business centre with total. full time eguivalent staffing of over 4 and

up to 8.

OR

Under limited direction, and in conjunction with Postal Services QOfficer
duties, provide high level supervisory assistance to the Postal Manager at a
retail post office with total full time eguivalent staffing of over 5 and

up to 8. . : ‘ ’ :

Note: In a small Retall Post Office with a total full-time equivalent
staffing cof 5 or less, support above the PS50 level may be provided where
exceptional circumstances are present which relate to the nature of the
office, profitability;‘Ievel“bf'revénue“generatibn-and-otherucircumstances
deemed appropriate-by-the Regional Manager.

OR

Under limited direction, and in conjunction with Postal Services oOfficer
duties, ag operations supervisor of a discrete work area/activity, oversee
work of staff at a traditional post office where numbers .supervised are
equivalent to more than 1 full time staff eguivalent but not more than §
(including own position}.

OR

Under -limited direction, in offices where because of-the larger: more complex
nature of operations a number of sub groups are required, and in conjunction
with Postal Services Officer duties, as operations supervisor of a discrete
sub group or activity oversee the work of staff at a larger more complex
retail post office or business centre where the numbers supervised in the
sub group or activity are eguivalent to more than 1 full time staff
equivalent but no more. than 5 (including own position).:

Senior -Postal-Services Officer Grade 2

Under limited direction, and in conjunction with Postal Services Qfficer
duties, az operations supervisor oversee full range of functions and
operations of a business centre with full time eguivalent staffing of no
more than 4. Such a position reports direct tfto a Controlliing Postal Manager
or to a collocated operational manager, eg. Postal Manager (Delivery).

CR

Under limited direction, and in conjunction with Postal Services Officer

‘duties, provide high level supervisory assistance to the Postal Manager at a

businegs centre with total full time equivalent staffing of over 8.
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.OR

Under limited direction, and in conjunction with Postal Services Officer
duties, provide high level supervisory assistance to the Postal Manager at a
retail post office, with total ful%htime equivalent staffing of over 8.

OR

Under limited directicon, and in conjunction with Postal Services Officer
dutlEﬂ, as operations supervisor of a discrete work area/activity, oversee
retail functions at a traditional post office where numbers supervised are
equivalent to over 5 full time staff but not mere than 8 (anludxng own
position).

OR

Under limited direction, in offices where because of the larger more complex
nature of operations a number of =ub- groups are required, and in conjunction

with Pogtal Services Officer duties, as operatlons gupervigor of a discrete /7 -
‘'sub group or activity oversee the work of staff at a larger more complex \(:_-
retail post office or businegs centre where the numbers supervised in the

- sub group or activity are eguivalent to over 5 full itime staff but not more

than B8 (including own position).

..... ~ - - e QR

Under limited direction, perform network support activities for a
Controlling Postal Manager in a defined management area.

. FERTURES

Occupants of these positions perform principally a staff supervision role,
together with a variety of sales, service and support roles at retail
post offices, business centres, traditional post offices or Controlling
Pogtal Managers' offices.

Thé’prime'fécﬁs of thesenpositions is to supsrvise a group of staff in a

.particular work area, ie while some flexibility is available it is expescted

that an SPSO in charge of a Retail operation for example would have only (
counter based gupervisory respeonaibilities., If there is an office support
role in the office in question it would report direct to the Postal Manager.
In cases where more than one FTE is required on an activity eg. office
support, an SPSO Gr 1 should be provided to supervise that specific work
area.

Where positions are justifled to.provide network .support to a Controlling

Pogtal Manager,.the first position provided will-be a Postal Manager
{Network Support) Grade. .l, -where.additional resources are required they may
be Senior Postal Services Officer(s), Grade 2, or Postal Services Officer(s)
Tier 2, depending on the duties to be performed.

Senior Postal Services Officers, Grade 2 (Network Support) may bhe required

meon LOnobatecwith-other Senieor:Postal Saervices @ fleers 2iGrade 2 at avasious.
‘types of faCLlitlEB within the Controlling Postal Manager Network.
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 TRBINING, SEKILLS AND ATTRIBUTES . .

A person selected as a Senior Postal Services Officer Grade 1 or 2 mst be
provided with pupervisory skills training within 3 months of promotion to
the level ( Postal Service Officers acting long-term in such positions must
also receive such training ) and are required to have met relevant
recruitment and selection standards as specified in Perscnnel Policies and
Procedures manual and established selection criteria.

In summary, a Senlor Postal Services Officer Grade 1 or 2 must have:.

satisfactory completion of the training programme for Postal
Serv1ces Officer to Tier 2 level;

- organising and supervisory ability;

ability to lead and develop a work group; and

- knowledge of, and experience and expertise in retail post office,
: business centre, traditional post office, or delivery centre '
operations.

TYPICAL DUTIES
‘Duties listed bzlow ‘are typisal of thi¥ work level: -As members.of . ..
multi-functional teams, staff at this level may also be required to perform

any or all of the duties of subordinate levels:

take control of a key area of operations within a traditional post
office, eg. retail and/or office support,‘philatelic ete;

. supervise counter stalif and lead staff in increasing retall and
buginesgss sales; :

. promote Augtralia Pest’s products and services and ensure that
...Clients are-provided with guality customer service;

R co-ordinate office balance, banking and-stock replenishment . -
‘activities;

. handle more complex customer gueries and complaints;

. assist Postal Managers with supervision of retaxl post ofche and
counter staff, and assxst with on—the—job tralnlng, -

. supervise stafF engaged. on financial and general-administrative
" ‘duties;

. perform checks of staff adveances;
. perform prescribed checks of salary and allowance gheetg;
w #en - -88EESEowith internal ‘and -external management functiond, including:

- planning, controlling and evaluating provision of postal
services;

- forecasting and budgeting;




21.

-.preparing and analyging fxnancial and. management Lnformation
reportlng system data; :

—'performiné internal control checks;
.- assist in the development of local marketing/sales plans;

- making sales, promotional and service vigits to customere where
reguired;

- overseeing operation of automatic vending machines and
postpoints;

Fidt

- carrying out Licensed.Post Office liaison activitieg, including
service assistance calls and special financial control checks;

]

P

- taking part in .promotional functions within normal working hours
and at other times on a voluntary basis; and

~ undertaking investigations into any agpect of network operations (:“f
including service perzformance.

. at a Business Centre co-ordinate transport operations, including
mail pick up activities (including. scheduling), vehicle maintenance,

" liaison with supervisors: etc-at'parent'mail centres, parcel centres
express courier.bases etc; ’

. perform staff development, performance assessment and counselling
activities;

. ag a leader of a group, maintain a harmonious industrial relations
climate and foster and develop team spirit in accordance with the
principles of Industrial Participation;

. .ensure adhefenee teo safe work practices and operating procedures in
-.accordance with Australia Post‘’s Occupational Health ang -Safety policy;
‘and : :

. ensure adherence teo Egual Employment and Harassment policies and
deal with complaints of discrimination and haragsment in accordance with
accepted processes.

. provide network‘support to a Controlling Postal Manager including:

~ generxal administrative and basic network planning support,
-collation.of financial and management information, assistance with
development of network plans, quality control, performance
monitoring collation, monitoring and analysis of financial and
management information, budgets, etc;

- facility planning and property management activities;
network human resourceemmanagement -fneluding., -help..with e e

recrultment movement of staff, performance appraisal and skxlls
training co-ordination and conduct;
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—_merchandlsxng support, anorporat;ng advice on office layout,
product ranges, standards monitoring, co-ordination of display and-
promotion .programmes and egquipment needs etc. for both RAustralia
Pogt staffed outlets and Licensed Post Qffices;

- facilitating the flow of information within the network and
co-ordinating communication programmes for both staff and
customers;

- POIC checking for outlets in. the- network, involvement with
stocktake: ete;

-~ Licensed-Post Office-and Postpolnt servicing,. including
contracting, set-up, -training co-ordination;-stock provision and

payment arrangements; and

- mail mervice and cleaning contract administrative support.
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~ POSTAL MANAGER {RETATIL)-
{ALL LEBVELS)" "~

WORE TLEVEL STANDARD . e
DEFINITION . ] y ‘ ;

Within Broad Guidelines, manage the operations of a Retail Post Office.

. OR

Within Broad Guidelines, manage retall operations at a Grade 3 or higher
level facility without a dedicated. overall Postal Manager.

OR - W%

Under Limited Direction, at the Postal Manager . Grade 1 level, undertake the
operations supervisor zole and supervise retail and/or office support .
functions at a larger, highly complex Grade 3 Retail facility where the (“ n

numbers supervised are more than 8 full-time equivalent staff (including own\__
positicn).

FEATURES

A Postal Manager- {Retaill)-may-perform-a-variety of .duties at.Retall Post
Office. These duties will include a mix of management and technical work.,

At the base level Retail Post Offices the technical work is significant and
‘includes performance of retail duties, display and merchandising duties and
financial dutles. :

The primary role of a Postal Manager (Retail) is to manage a Retail Post K
Office or the retail function at a large traditional post office so as to =
meet the commercial and customer service objectives of Australia Post.
.Essentially, this will require the achievement of accepted levels of
profitability for the outlet. to the satisfaction of customers using the
outlet. The role reguires tha erfectxve application-of small business
management skills including:

. having the right mix and volume of products and services available
to satisfy demand and maximise profitability;

. effective product promotion and merchandising;
. having a well-trained customer service oriented sales staff; and

« - . the correct allocation of rescurceg to both satisfy customer needs
and minimige cost to Australia Post.

Credit for position classification ‘purposesg for full-time relief staff shall
be allocated as follows‘

e T mefUllmEime . relief. staf f..organisationally--kecated:-{that- is,+head
stationed) at the Retail Pcst Office the Postal Manager (Retall) is to
receive ¢redit on the basis of 0.25 full-time staff eqguivalent for each
full-time relief position.
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TRAINING, - SKILLS AND ATTRTIRUTES.

No mandatory prerequisite qualifications are required, however, a. person
selected for a position of Postal Manager (Retall) is required to have met
the relevant recruitment and selection standards as mpecified in the
Personnel Policies and Procedures Manual and-established selection criteria.
The criteria and standards will reflect interpersonal, cugtomer contact,
business management and other commercial management skills aimed at
achieving high levels of customer satisfaction through committed staff.
These will include skills related to achileving targets and improving.- - -
productivity. A thorough knowledge. of -Australia- Post's -products and -

services, cperational, financial and -human resource-practices and procedures
will also be.expected.

In gummary, the requirements for the Postal Managexr (Retail) Group are:

. - Postal Manager (Retail) Grade 1l:

no mandatory prerequisite guallfications are required, but a
person.at this level would be. expected to.have good.communication. .

and interpersonal skills, a demonstrated ability to lead by example.

and coperate as part of a team on the shop floor, develop a work
group,and a demonstrated ability to manage and supervise and
extensive knowledge. of and experience and expertise in Australia
Post .retail.and/or./other. operations.

. Postz]) Manager (Retail) Grade 2 and 3:
- no mandatory qualifications are required, but a persgon at
these levels would ke expected to have extensive knowledge of, and

expertise and experience in Post Office business and/or related
postal operationg, and a demonstrated  level of managerial ability
and achievement of.ongoing. "bottom . line" financial targets.

TYPICAL DUTIES -

The following duties are typical -of the work of the Postal. Manager (Retail).
As a member .of a team, staff at this level may also be reguired to perform
any or all of the duties of subordinate levels:

in conjunction with the Controlling Postal Manager develop and agree
on budgets, targets and plans which are consistent with and contribute
positively to the achievement of approved Corpoerate and State plane and
which are related particularly to outlet profitability but include plans
and targets .for.revenue generation, productivity and cost improvement,
resource utilisation and service performance;

. manage the allocated retail operations;

. implement, manage and monitor approved plans, targets and budgets,
and 1f necessary initiate required ceorrective action;

. develop and implement programmes aimed. at having good staff and
customer relations at all times;

. provide extended-trading operations.in accordance .with approved
guidelines;
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. ensure the right mix and volumes of products..and services are
available so as to maximise profit and satisfy customers needs;

. recommend which additional products - -from the corporate range should be
sold;

. -ensure merchandising standards are met;
. perform stocktake;

. undertake product .and service. promotlions/advertising etc consistent
with the approved programme;

. manage, .gupervise and operate local computer based systems;
. supervisge and ensure the security of staff and stock;

. ensure the maintenance of a high standards of appearance and image to

customers; ) (.

. ih.conjunction with Controlling Postal Manager ensure development
needs of staff are met;-

.-ensure staff at the outlet are well trained and customer service
oriented; deliver.or.oversee. the delivery of training;

. in special circumstances, exercise line control over Licensed Post

.Offices within a defined area including the monitoring of standards and

operational performance, financial control and operational review checks
and the incorporation -of such Licensed Post Offices in overall plans,
budgets and reporting systems;-

. forscast, organise and develop human resources within own office,
including:

- alignment of staffing levels and skills to workloads;

- .initiating local-recruitment and training, including safety
training, in accordance with approved procedures and (
specifications;

- ensuring recruits are inducted correctly;

- monitoring the performance of new staff during probationary
period;

- undertake. staff selection, performance assessment and development
reviews, counselling and discipline;. and

- establish programme and maintain staff develepment and training.

. injtiate and.implement local relief arrangements in accordance with
agreed. guidelines;.

. monitor internal office financial systems and conduct checks to ensure
integrity of balances;

3
i
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. ensure adherence to safe work practices and procedures in accordance
with Australia Post‘ s .Occupational Health and Safety policy;

. ensure adherence to Equal Employment and Harassment policies and deal
with complaints of digcrimination and harassment in accordance with

accepted processes;

. maintain a harmonious industrial relations climate in accordance with
the principles of Industrial Participation; and:

. negotiate, let and supervise:cleaning.contracts.
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. ©  POSTAL MANAGER (BUSTNESS)
: (ALL LEVELS)

WORE LEVEL_ STANDARD ’ oy

DEFINITION

Within Broad Guidelines, manage the operaticns of a Business Centre where
staff numbers (excluding the Postal Manager) exceed 3 full-time equivalents.

FEATURES

A Postal Manager (Business) may perform a variety of duties at SBusiness ‘
Centres. These duties will include a mix of management and technical work. AL

The primary role of a Postal Manager (Business) is to manage a buginess

centre so .as to meet--the commercial and customer service objectives of - .
Augtralia Post. Essentially, this will require the achievement of accepted ( G
levels of profitability for the centre Lo the satisfaction of customers -
using the centre. The role requires the effective application of business
management skills including:

. having the rightxmix_apd.voluma,of products and services available
to satisfy demand and maximise profitability;

. effective product promotion and merchandising;
. . having a well-trained customer service oriented sales staff; and

. the correct allocation of resources to both satisfy customer needs
and minimise cost to Australia Post. ' oty

et Y

Strong liaison is required with other cperational facilities including
mail/parcel/express courier centres, and in particular with the Postal
Manager .. of. .the eoldocated..centre,to -ensure-the most efficient use of ot
resources (eg. staff, vehicles, equipment and building space etc), A strong

focus on maintaining service standards to business customers, revenue {\
generation and retention and the development of close contact with business '
customers in the catchment area to ensure sales visits are programmed to

achieve the best financial and service outcome is also required.

At smaller Businegs Centres the technical work will be significant and will
include performance of mail acceptance and processing duties,

~Credit for position clasgsification purposes for full-time relief staff shall
be-allocated as follows:

- full-time relief staff organisationally located (that is, head
stationed) at.the Business Centre, the Postal Manager (Business) is to
receive credit on the basis of 0.25 full-time staff equivalent for each
full-time relief position.

;TﬁAINING; SKILLS ARD ATTRIBUTES

No mandatory prerequisite qualifications are required, however, a person
selected for a position of Postal Manager (Business) is required to have met
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the relevant recruitment  and selection standards as specified in the
Personnel Policies and Procedures Manual and established selection criteria,
The criteria and standards will reflect interpersonal, customer contact,
business management and other commercial management skills aimed at -
achieving high levels of customer satisfaction through committed gtaff.
These will include skills related to achieving targets and improving
productivity. A thorough knowledge of Australia Post's products.and
services, -operational, financial and human resource practices and procedures

"will also ‘be expected..

In summary, the requirements for the Postal Manager' (Business) Group: are:
- Pogtal Kanager (Business) Grade 1:

- no mandatory prerequisite qualifications are reguired, but a
person at this level would be expected to have good communication
and interpersconal skills, a demonstrated -ability to lead by example
and develop a work group, a demonstrated ability to manage and
supervise and extensive knowledge of and experience and expertise
in Australia Post business and/or other operations,

. Postal Manager (Business) Grade 2 and 3:

- - no mandatory prereguisite qual;f;cat1ona are reguired, but a
person” at these-levels would be expected-te-have extensive .. .
knowledge of, and expertise and experience in business or related
postal operations and a demonstrated level of managerial ablility
and achievement of ongoing "bottom line®" financial targets.

'TYPICAL DUTIES

The following dutles are typical of the work of the Postal Hanager
{Business).. ks a member of a team staff at this level may also be required
to perform any or-all of the duties of subordinate -levelsa:-

cows - - wMANAGEe-all-buginess- customer servicing activities and revenue
generation.activities within the prescribed market area necessary -
to make the centre an efficient -and profitable point in the
network, including:

- initiate and maintain fregquent interaction with business
customers to both promote revenue generation and to ensure mail
pick-up and delivery service arrangements including PLB service
standards: are appropriate and -are being provided ‘in.a consistent
and reliable mannery-

- maintain and monitor profiles of business customers and their:
postings and postage expenditure, including as much data as can be
obtained on business directed to conpetitors;

- develop and maintain a good knowledge and understanding of
- competitors activities, services, prices and standards and develop
- -8trategles to:competeseffectivaly} -

- promote, organise and arrange mail pick-up services;

- identify and provide where it isg economic to do so, services
required by business customers within the service area;
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- liaise with or organise Sales. staff &g necessary for the
conduct of profitable promoticns of products and services among '
buainess customers in the area;

~ . recommend which business related products should be retailed
at the centre, manage stock levels and ensure merchandising
standards are met;

- arrange operations of the centre at times suitable to
customers;

- arrange the re-set of franklng machines, as and when
reguired;

- monitor the ongoing cost—-efficiency of the centre to achieve
profitability targets; .

- ensure that efficient and safe materials-handling practices
- manage vehicle operations, organise transport routes and
schedule pick-up and delivery arrangements;

- pe_groractiveﬁin-the,;dentification'of egquipment needs and
make ‘suggesticns/retommendatiohs” on changes and:improvements that
can be made;

- manage the use of and storage of ULD’s; and

- liaise with the Manager of Mail Centre, Parcel Centre and
Express Courier to ensure the most overall efficient and
cost-effective mail lodgement and pick-up arrangements are in

place.

develop and prepare budgets for facility, or in conjunction with &

--controlling office, .specific plans . in.relation to revenue

generation, systems improvement,. resource utilisation and service
performance;

implement, manage and monitor approved plans and budgets, and if
necessary, initiate corrective action}

forecast, organise and develop human resources at facility,
including:

- alignment of.staffing levels and skills to workloads;

- initiating.local recruitment. and training, including safety
training, in accordance with approved procedures and
specifications;

- ensuring recruits are inducted correctly;

-~ monitoring the performance of new staff during probationary
period;

- undertake staff selection, performance assessment and development
reviews, coungelling and discipline; angd

AR

. o 7
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- establish programme and maintain staff development.and training.

initiate and implement local relief arrangements in accordance with
approved guidelines;

monitor internal offlce financial systems-and conduct appropriate
checks to ensure integrity of balances;

ensure adherence to safe work practices and procedures in
accordance: with ‘Australia Post’s Occupational: ‘Health. and safety
policy;

ensure adherence to Equal Employment:Opportunity  and. Harasament .-
policies and. deal with complaints of discrimination and harassment

in accordance with accepted processes;

maintain a good relationship with govermment, commerclal and

‘buginess representatives and organisations; and

maintain. a harmonious industrial relations climate. in accordance
with the principles of industrial participation.
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POSTAYL, MANAGER {TRADITIONAL POST OFFICR} 4
(ALL LEVELS) =~ - :

WORK LEVEL STANDARD -

DEFINITTION

Within Broad Guidelines, manage the operations of a Tradltional Post Office.
Where appropriate exercise line control over Licensed Post Offices and
control postal services within a defined area.

OR Jmpa R

Under Limited Direction, at the Postal Manager Grade 1 level, undertake the :
operations supervisor rale and supervise retail and/or office support s
functions at a facility where the numbers supervised are more than 8

full-time equivalent staff (including own position). A

. FEATURES : 3 - ( ka

A Posmtal Manager Traditional Post Office may perform a variety of duties at
Traditional Post Offices. These duties will include a mix of management and
technical work. At the base level Traditional Post Offices the techniecal
work will.be significant .and.will include.performance of counter duties.

at higher level Traditional Post Offices the same duties may apply but may
be more of a managerial nature depending on local requirements.

The primary- role of a Postal Manager (Traditional Post Offiece) isg to manage
a Traditional Post Office sc as to meet the commercial and customer service
objectives of Australia Post. Essentially, this will regquire the W
achievement of accepted levels of profitability for the Traditional Post o
Office to the satisfaction of customers using the Traditional Post Office,

The role requires the effective appllication of business management skills S
Adncluding:

+ - -having:the right mix and volume of products and services available

to satisfy demand and maximise profitability; : C )

. effective product promotion and merchandising;
. having a well-trained customer service oriented sales staff; and

. the correct allocation of resources to both satisfy customer needs
and minimise coet to Australia Post.

TRAINING, SEILI.S AND ATTRIBUTES

No mandatory prerequisite qualifications are required, however, a perscn
selected for a position of Postal Manager (Traditional Post Office) is
regquired to have met the relevant recruitment and selection standards as
-specified.in-the--Persennel-Policies:and-Procedures ¥anual and establighed:

.. selection -criteria. "The criteria and standards will reflect interpersonal,
customer . contact, business management - and other commercial management skills
aimed at achieving high levels of customer satisfaction through committed
staff. These will include skills related to achieving targets and improving
productivity. A& thorough knowledge of Australia Post'‘s products and
gervices, operaticnal, financial and human resource practicesg and

procedures will also be expected.
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In summary, the reguirements. for the Postal Manager {Traditional Post
Office} Group are: : : : . -

. Pogtal Manager (Traditional Post Office) Grade 1:

- no mandatory prerequisite qualifications are required, but a
person at this level would be expected to have good communication
and interpersonal skills, & demonstrated ablility to- lead by example
and .develop a work group, a demonstrated ability to manage and

supervige and extensive knowledge of and ‘experience and expertise.-. ..

in Australia Post traditional post office and/or other operations.
. Postal Manager (Traditional -Post Office)-Grade 2 and 3:

- no mandatory prereguisite qualifications are reguired, but a
person at these levels would be expected to have extensive
kncwledge of, and expertise and experience in traditional post
office and/or related postal operations, and a demonstrated level
of managerlal ability and achievement of ongoing "bottom line"
financial targets.. .

. TYPICAL DUTIES

The following duties are typical of the .werk of the Postal Manager
{Traditional. Post Office). .As.a member -of a team, staff at this level may
also be reguired to perform any or all of the duties of subordinate levels:

. in conjunction with the Controlling Postal Marager develop and agree
on budgets, targets and plans in relation to revenue generation,
productivity and cost improvement, use and development of resources;

. implement, manage and monitor approved plang and budgets, ag
necessary, initiate corrective action;-

. develop and implement programmes to establish, -improve and maintain
staff and customer relations and to expleit local market potential
through Bales visits, handling of complaints, and representations;

.manage postal operations for own office including:

~ managing retail (counter), delivery, business and mail processing
operations;

- negotiating, letting and supervising allocated mail service and
cleaning contracts;

- reviewing evaluating and reporting on effectiveness. of policies,
procedures .and operational systems;

- where required exercising line control over Licensed Post Offices
within a defined area including the monitoring of standards and
operational performance, financial control and operational review
checks and the incorporation of sug¢h Licensed Post Offices in
overall plans, budgets and reporting systems;

- monitoring local developments, review facilities and services
provided and recommend and implement withdrawal or extension within
approved policies and procedures; and
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- ensuring that equipment, and vehicles etc are efficiently and
safely used and properly -maintained. -

- undertake on behalf of the Controlling Postal Manager, service
assistance visits or special financial control checks of facilities

within the network;

forecasi, organise and develop human resources within own office,
ingluding:

~ aligoment of staffing levels and skills to workloads;

- initiating local recruitment in accordance with established
procedures;

- induction and safety tra;ning and implementation of on-the-job
training; :

- monitering performance of new staff during probationary period; . -~ |

-~ undertaking staff selection, performance assessment and
development reviews, counselling and discipline; and

- establishing, programmlng and maintaining staff development and
training.. . ;

itnitiate and 1mplement local relief arrangements in accordance with’
agreed guidelines;

- monitor internal-office filnancial systems and conduct appropriate
checks to ensure integrity of- balances;

ensure adherence to safe work practxces, and operating procedures
in accordance with Australia Post’s Occupational Health and Safety
policy;

smaintaih close-liaison.with Government- representatxves, commercial
and business-organisations;

develop and encourage a team approach to the performance of tasks;

ensure adherence to Equal Employment and Harassment policies and
deal with complaints of discrimination and harasament in accordance
with accepted processes; and

maintain a harmonious industrial relations climate including
-liajson with local staff. organisationa.representatives in
accordance with the principles of industrial participation.
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POSTAL MANAGER {(NETWORK SﬁPPORT.)
Grade 1

WORK LEVEL STANDERD

DEFINITION

Within. broad guidelines; assist a Controlling Postal Manager -in the.:
management of a network -of postal facilities.

FEATURES

A Postal Manager (Network Support) is required to provide'a high level of
support to the Controlling Postal Manager in terms of:

- network and facility planning and financial and service
performance and guality of service;

- provision of a high level of support -and - advice to Postal Managers.- -

- of corporate staffed outlets within the network;

- Licensed Post Office and Postpoint control and servicing;
C- Financial and POIC checks of the staffed networks;-
- mail delivery and ¢leaning contracts; and/or

- human resources. management including recruitment, selection,
training and development.

‘As part of a broader support role to. the Contreolling Postal Manager, a

Postal Manager (Network .Support), Grade'li may ' be reguired to periorm. the-
training and development’ function for the .network.. This will include
undertaking needs analysis, and developing.and conducting training

_ prograrmmes - or:.other- development activities for staff at Australia Post

Retail Post. . Offices,. Business Centres; -Delivery-Centres, Traditional Post

‘0ffices and Licensed Post Offices, in corjunction with, or on -behalf of,

senior operational management.

A Poptal Manager (Network Support} Grade 1, performing:this role could also
be required to prepare and present training material associated with the
Postal Services Office Training programme, either by conventional methods
or by computer based tralning. (CBT)} at work centres,. and help assess
progress 6f trainees during the programme.- .

Where positions are justified to provide network support o a Controlling
Pogtal Manager, the first position provided will be.a Postal Manager

. (Network Support) Grade 1, where additional resources are reguired they may

be Senior Postal-Services Cfficer(s), Grade 2, or Pestal Services Officer(s)
Tier 2, depending on the duties to be performed.

_hwPostaluuanagersw4ﬂetwerk*Suppart),*Grade“ly*wilr“ba'requiréd to rotate with

other Postal Managers, Grade 1 at various facilities within the Controlling
Postal Manager Network. :

TRAINING, SEILLS AND ATTRIBUTES

No mandatory prerequisite qualifications are required, however, a person
selected for a position of Postal lanager {Network Support) Grade 1 is

e ——
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required to have met the relevant recruitment and selection standards as
specified in the Personnel Policies and Procedures Manual and  established
gelection criteria. The criteria and standards will reflect interpersonal,
customer contact, business management and other commercial management

- gkills aimed at achieving high levels of customer satisfaction through

committed staff. These will includé Bkills related:-to ‘achieving targets and
improving productivity. A thorough knowledge of hustralia Post’s products
and services, operational, financial and human resource practices and
procedures will also be expected,

In summary, the requirements for-the Postal Manager (Network Support)
Grade 1 are:

- no mandatory prerequisite gqualifications are required, but a
person at this level would be expected to have good
communication and, interperscnal skille, a demonstrated
ability to lead and develop a work group, a demonstrated
ability to manage and supervige and extensive -knowledge of
and experience and expert*se in Australla Post retail,
business, delivery, post office, network management and/or
other operations; and

- a Postal Manager (Network Support) Grade 1, perfeorming the
training and development role is required to complete
‘succegsfully-at least .a recognised trainer training course of
a standard relevant to the complexity of training to be
delivered,

TYPICAL DUTIES

The following Guties are typical of the work of the Postal Manager (Network
Support) -and they may be required to perform some or all of the duties of

the level or of subordinate levels;

» . review evaluate and report on the effectiveness of policies
procedures and operational gystems; )

.' ‘maintain and-analyse business and other statistical data; input
' data to major management information systems;

. maintain and menitor agreed/approved network budget and
agreed/approved budgets for each work centre in the assigned
network; conduct variance analysis and/oxr apply other technicues
to identify actual performance compared to budget and reasons for
variance eto.;

. assist in the introduction of organisational and operatxonal
o change w1thln the network,

. monitor developments within an area or network, review facilities
and services provided and recommend and implement withdrawal
provision or extension of services within approved policies and

. .procedures; :

- .. on behalf of a Controlling Postal Manager conduct special or

' ongoing financial and operational review checks or zudits;

. provide Postal Managers of Corporate staffed outlets in the

e
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network with a high level of advice and service on all matters
effecting thelr operations;

negotiate,'let and supervise maill service and cleaning contracte
and/or provide specialist advice and service to cutlet Postal
Managers for such contracts;’

forecast, organise-and develop human resources. within a defined
postal network including:

- oversee the alignment of staffing levels- and skills to.
workloads;

- oversee local “ecruitment in accordance with-egtablished -
procedures,

- undertake staff selection, performance aszegssment reviews,
counsgelling and discipline;..

- - provide centralised personnel services -such az pay- and
allowances ete.;

- _establish, programme and maintain staff development and

training;

- ensure adherence to safe work practices and procedures in
accordance with Australia Post’s Occupational Health and
Safety policy; '

- ensure adherence to Equal Employment Opportunity and
Haragsment policies and deal with complaints of
discrimination and harassment in accordance with accepted
processes; and

- maintain a harmonious. industrial relations climate .in
. .accordance with the- principles-of -industrial-participation,

Asgist in the management and oversight of the Licensed Post Office
network including all aspects of relationships and dealings with
Licensed Post Offices, including:

- set up financial arrangements at CPM's Office for the
provision of stock;

- determine arrangements for clearing cash. and values including
bank account. arrangements if necessary;

- provide end of month settlement of payments to operators of
Licenged Post Offices, including recovery of rent and lease

costs;}

- provide facilities for the input of financial and atatast;cal
Jinformation. from.non .ECS outletsy e

- provide monthly business statements to all operators of
Licensed Post Offices;

- administer the Readjustment Allowance as appropriate;
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-training: support items;

responsxbllltles,
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advertise Licensed Post Offices vacancies;
provide information to prospective Licensed Post Offices;

monitor gtandards and quallty of service and overall
performance;

co-ordinate contractual issuea, office layout, product -ﬂemﬁh
selection and technology needs; : ]

arrange the convers;on of official outlets teo licensed post i,
offices;

co—ordinate communication programmes when closing a Licensed
Post Office outlet;

audit third party agency services provided by Licensed Post
office operators' i

audit franking machine transactions performed by Licensed .(J‘h
Pogt Offices; .

provide a full range of advice and service on all matters
relevant to successful Licensed Pogst Office operations; and B

oversee the operations of postpoints to ensure  they meet Wi
their contractual obligations and provide suitable standards
of customer service.

Postal Services Officer trainer:
help Postal Managers and staff at Australia Post facilities

to deliver training and to evaluate trainees appllcatxon of
skills and knowledge; & :

prepare lesson plane, resource materlal and assoclated

conduct -theory and practical training and development i f'
sessions for staff at all facilities in the network; pN

train or arrange the training of operators of Licensed Post
offices;

prepare, conduct and evaluate tests and asaignments;

provide senior operational management-with advice and.service
cn development and conduct of training and development

programmes for their staff;

introduce Postal Services Officer training (using CBT) at a
work centre and ensure that staff understand their roles and

help operations managers organise trainees introduction ko
the computer and the coursge;

arrange course amendments; and

ensure all trainees complete special sessions.
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POSTAL MANAGER (DELIVERY)
¥WORE LEVEL STANDARD

DEFINITION

Within broad guidelines, manage the full range of functions apd
operations of a Delivery Centre. :

FELTURES.-

A Ppstal Manager: (Delivery) ie primarily -a hands-on production-manager
responsible and-accountable,. through the effective-management and--
control of "a¥l staff and resocurces.under  hig/her control for the
provision of an efficient delivery service to the community served

.. from a delivery centre which is within the limits of agreed per

article delivery costs. He/she will be expected to possess a good
knowledge and understanding of -the characteristics and make-up of
local delivery costs and to maintain clese oversight over key costs,

productivity and petformance indicators.

A Postal Manager (Delivery) ensures delivery services are provided in
accordance with approved policies, including extensions and other
changes. to services, -manages the application of point of delivery
policy: in-accordance-with approved-strategies, .ensures delivery

standards are understood, achieved and maintained and that operations

are conducted within the framework of approved budgets.

A Postal Manager (Delivery) will be assisted. on the critical
day-to-day supervision and management of day-time operations by at
leagt one Postal Delivery Controller and,: as required, by Senior
Postal Delivery Officers (leading hand types). Normal supervisory
arrangements will apply in respect to night- sorting operations.

A Postal Manager (Delivery) may be responsible and accountable for the
efficient and costreffective.operations: of.a.collocated Business
Centre including the generation of revenue. (particularly new revenue)
to meet agreed taruets where there is no. Postal Manager position at
the Business Centre.

A Postal Manager (Delivery) operates to an approved budget and reports
te a Controlling Postal Manager.

Classification of positions of Pogtal Manager. (Delivery) is determined
by using the staff numbers (ie. FTE‘S) and scale.of operation as an -
interim guide ie:

- More than 19 FTE‘s including night-sorting - PDC Gr. 3

. More than 25 FTE’'s with or without

night-sorting . - PDC Gr. 3
. More than 35.FTE g~ - = - . oo coonmeBMAGE. 200
. More than 50 FTE‘s -~ P¥ Gr. 3

FTE's at Delivery Centres are calculated on the same basis as outlined
in the Work Level Standards for Postal Delivery Controllers and
include the Postal Manager position.
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TRAINING, SKILLS AND ATTRIBUTES +*- -

No mandatory prereguisite qualifications are'required, howaver, a
person selected for a positions of Postal Manager {Dellivery) is
required to have met the relevant-recruitment..and-selection standardsa
as specified in the Personnel Policies and Procedures Manual and the
established selection criteria. In summary, a Postal Manager

(Delivery) must have:

. Pogtal Manager (Delivery) Grade 2 and 3:

- noc mandatory prerequisite qualifications are required, but a
person at these levels would be expected to have extensive
knowledge of, and expertise and experience in delivery
and/or related postal operations, and the achievement of
ongoing "bottom line" financial targets,

TYPICEL DUTIES °

The duties listed below are typical of the work eppropriate to this
level and they may be perfovmed personally or through subordinate
supervisory staff.

a0 Plan,. budgat .and. evaluate performance relating to the
delivery function including:

- analyse local performance and cost data (e.g. available DAS
reports periodic Delivery Cost Analysis reports local
. . performance and productivity measures) for the Centre as a
whole and for separate -groups/functions. Identify improvement
options and initiate actions to introduce acceptable lower
cost/hlgher productivity options;

- liaise closely with relevant local government officials and
developers so as to keep abreast.with current and planned
-~developments -and -to. ensure:that early consideration and
planning.is given to-the mail delivery needs and requirements
of propoged developments;

- oversee application of the point of delivery policy in the
area; .

- approve extensions, deviations, etc. to delivery services in
accordance with policy guidelines;

.= review delivery rounds as workloads and delivery pointe
alter, implement changes'where necessary to .improve
efficiency and to ensure a suitable dist*ibutlon of work
between rounds;

determine, implement and monitor standard times for the
performa
. serviecaeh rmance and Lnitlate or recommend correctlve
action;

- maintain and analyse performance data and other records; and

liaise with the Controlling Postal Manager to prepare agreed
plans and budgets for the Centre which are consistent with
Australia Post‘s overall plans, targets and policles.
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Manage ‘and control delivefy operdtions and other postal functions
at a belivery Centre to meet planned service standards- and costs
- including: '

liaise with Malil Centre and/or-Transpori management as
necessary, to ensure the Dellvery Centre receilves sufficient
volumes of mail at. times which best suit local needs 8o as to
permit. the most cost-effective meeting of. service standards:

organise and. supervise:the processing of.-inward mails: and
perform associated functiens including receipt, processing of
special. enclosures, underpaid mail, checks of missorted;

‘wrongly- addressed and.undelivered mail;

oversee all facets of delivery performance including indoor
work involving the preparation of mail for delivery, outdocor
delivery, mail contractors and staff engaged on private box
sorting; S

organise  and supervise the delivery of deferred dellvery .
mail, including householders to ensure delivery is achieved
within required time scales and at . least cost; approve, where
neceggary, . additional time required for the delivery of
deferred delivery.mail; .

negotiate mail contracts;

promote to busginess customers, and crganise the necessary
arrangements for, the introduction/extension and efficient
provision of delivery related services that generate revenue.
including private boxes, locked bags,. early delivery of mail
at a fee, etcy

receive,  investigate, and handle to finality or report on
customer gueries and complaintsy .

perform or supervise clerical work associated with management
of the delivery function including arranging uniforms,
protective clothing, vehicle and equipment replacement and
checking accounts for repair and maintenance of delivery
vehicles, other egquipment etc;

ensure that eguipment and vehicles, etoc. are used efficiently
and safely and- are properly maintained; and.

. .perform. functions. of. the- Postal Delivery Officer and/or .

delivery supervisory levels when necessary and/or desirable.

Control and develop human resources engaged in delivery and
related activities including:

malntaln a harmonious. industrial.relations.climate in:kine:.

T Twith the prxnc;ples of Industrial Partlc;patlon and foster

team gpirit;
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- maintain a safe working, environment and adherence to safe
working practices in accordance with Bustralia Post’s
Occupational Health and Safety policy. Perform or supervise
safety checks and either introduce or recommend action to

"correct or lmprove unsatisfactory situations;

- engure adherence to Egual Employment Opportunity and
Harassment policies and deal with complaints of -
discrimination and harassment in accordance with accepted
processes;

- ensure the delivery of traiming to new staff is undertaken in

: accordance with the reguirements of the Trainee Postal
Delivery Officer training programme and monitor performance
during the prescribed probationary period;

- ensure the delivery of on-the-job tralning;

- identify ongoing staff development and training needs for all
supervisory and other career oriented staff; introduce local
staff development initiatives including, for example, job

-rotation and -arrange and encourage staff attendance and
participation at suitable training courses;

- participate in, or conduct ag regquired;, -staff- selection,.
performance review programmz, and counselling and discipline
activities; )

- forecast future human resources neads and arrange
recruitment, as regquired;

-~ - arrange for regular inter-change of rounds;

- as required, organise the allocation of relief staff within
the Centre and/or between a group of facilities;

- arranée the recruitment and training of local relief staff,
as required;

- determine the functions upon which part-time staff are to be
employed and arrange recrultment and tralning of suitable
staff, as requxred, and

- respond to-industrial representations or, where appropriate,
refer to the next level of management.

.. Where the position.also manages a collocated Business Centre with
no more than 4 full-time staff equivalents, control (through a
.subordinate supervisor) all the business customer servicing
activities and revenue generation activities necessary to make the
centre an efficient and profitable node in the network, including:

sinftiatezandzmaintain: gl “highs laveljef-iintebdckion<wiEh~gaff:
“and business' customers to both promote revenue generation and
to: ensure mail pick-up and delivery service arrangements are
appropriate and are being provided in a congistent and
reliable manner;
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maintain and monitor profiles of business customers and their .
postings and postage expenditure, including as much data as
can- be obtained on business directed  to competitors; :

promote, organise and arrange mail pick-up services;

identify and provide where it is Bensible to do =o, services
required by business customers within the service area;

liaise with Sales staff as necessary . for the conduct of
profitable promotions of products and serviceg among business .
customers in the area;

operate the. centre at times:suitable to customers;.

arrange the re-get of franking machines, as required;

monitor the ongoing cost-efficiency of-the centre/annexe and
its operation to ensure it operates profitably;

ensure that efficient and safe materials-handling practices
and equipment are used; and :

liaise with the Manager of Mail Centre, Parcels Centre ang

- Express Courier. to ensure.the.most .overall efficient and

cost-effective mail lodgement and pick-up arrangements are in
place.
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CONTROLLING PQSTAL MANAGER .
(ALL LEVELS)

WORE LEVEL STANDARD

DEFINITION , s

Within broad guidelines, when cccupying a dual network and facility
management role, manage the operations of a Controlling Post Office and
exercise line control over subordinate Traditional Post Offices, Retail Post
Offices, Business Centres, Delivery Centres and Licensed Post Offices.
Manage and control postal services and human resources within an assigned
natwork. i

CR

Within broad guidelines, when occupying a network only role, exercise line
control over subordinate Traditional Post Offices, Retail Post Offices,
Business Centres, Delivery Centres and Licensed Post Offices. Manage and =~ N~
control postal services and human resources within an assigned network.

PURPOSE

To improve profitability and productivity of thé assigned network by -
providing direction, support, advice, and coungel and provide and stimulate
drive and -decision-making to subordinate Postal Managers and Licensed Post \”E
Offices, by providing advice and assistance to Senior Managers and by ¢
presenting to customers an image of an efficient, commercial and caring
‘organisation.

DESCRIPTION - . e

- Key Accountabilities:

.. A-Controlling -Postal. Manager operates in--a-commercial environment and iz
responsible and accountable to the Regional Manager (or equivalent) for :

. the efficient management of the Australia Post's business activities (u :
and operations within the aggsigned network;

. the setting of financial, service performance, sales, productivity and
human . resource targets for each of the businesses and functions within
the zssigned network, that are consistent with Australia Post’s
policies, plans and objectives and which will contribute to the
profitability of the assigned network; and

. the achievement of targets within the assigned network as a whole and
for each of the businesses and functions within the assigned network.

B COntrolang Postal Manager is responsible to ensure that operations within
the assigned network are conducted in an environment of nonwdlscrlmination
dnd. EHat B st Balia rRost s policiesin “respect ‘to-gtaif- rain;ng, T
development, occupational health and safety, .egual opportunity and
industrial participation are applied and promoted.
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- Organisational Setting:

A Controlling Postal Manager will report directly to a Regional Manager and
be responsible for leading and supporting hils/her subordinate Postal
Managers and Licensed Post Offices to ensure Australia Post’s customers are
provided with a prompt and efficient postal- service-and.to ensure an
acceptable financial return and level of productivity for Augtralia Post'’s
investment in that business area.

A Controlling Postal Manager- should be located where he/she.-is: able tos
. contribute most to. the performance of staff -and. the network;

. make well-informed-and .speedy decisions;abouﬁanetwork~operationsvv
and activities; and ’

. where the majority of important business customers transact their
business.

This means that generally,. a-Controlling Postal Manager.in urban.areas would
be located at the most importantly collocated delivery and buzsiness centre

in the network (normally, a Controlling Postal Manager would not be located

at a retail post office servicing mainly domestic customers).

. - Network -Operations.&-Servicingti. . ... ... .

A Controliing Postal Manager’s network will comprise, usually, a mix of both
profit and cost centres with profit centres being defined as those outlets
or functions primarily concerned with revenue generation (e.g., statffed
retail post offices and Licensed Post Offices, business centres, ete), cost
centres are those whose major role relates to mail collection, .processing,
transport and delivery. The primary cbjective at profit centres is profit.
maximisation and at cost centres cost minimisation.

R Controlling Postal Manager’s primary responsibilities. and accountabilities
are related to the efficient operation .of the .assigned .network. In some
country localities-and, .a2s required; at urban.localities, the Controlling
Postal Manager. will be responsiblie-also for the overall management. of the
facility at which he/she is located. 1In those cases, responsibility and:
accountability for performance of the major functions, e.g., delivery and
retail, at that facility will be vested in separate functional/task
managers.

A Controlling Postal Manager will be assisted in his/her network management
role by a small number of dedicated, skilled Bupport.staff. . The number of
guch' support staff provided will be -dependent. upon the worklead and,

requirements for- each network. .For some functions-(perhaps merchandising,

sales, etc) economies. of scale may require-that such expertise reside in the
Regional Office. Where that occurs, the Controlling Postal Managers will be
involved ( along with the expert‘s manager } in planning and programming the
activities of those experts/resources and have direct access to their
expertise. Most of the work involved in the network support role is already
being carried out at- post offices. in.the. .network, .but it .is.spread .between-.

“the CPM, other PM’s and other staff, particularly at the SPSO levels.

Establishment of the network support group will involve an examination of
the work currently being carried out, and a reallocation between positions
go that full positions are available for transfer to the network support

group.
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In consultation.with his/her Regional Manageruaicontrdlling Postal Manager
is respongible to determine, and work towards the achievement of that mix
and location of outlets and facilities (staffed and/or Licensed Post
Offices) within his/her assigned area which will contribute most to
hustralia-Post’'s financial and service .objectives,

A Controlling Postal Manager is responsible to ensure that adequate and

timely reporting mechanisms are in place so that subordinate Pogtal Managéfa
and Licensed Post Offices are well informed as to the performance of their’
outlet/function area against a range of performance measures.

A Controlling Postal Manager is responSLble and accountable for the accurad
and timeliness of performance and financial data and statistics emanating “H
from the assigned network. -

& Controlling Postal Manager is responsible and accountable for all elements

of Licensed Post Office operation in the assigned network including.

arranging for training for persons engaged on Australia Post business at
Licensed Post Offices, ensuring that prescribed standards are maintained,

for the timely and accurate payment of commissions and fees to Licensed Past -
Offices and for the promotion of gosd relationships batween L*censnd Post
Offices and Auatralla Post’g Staff.

;

A Controlling Postal Manager is expected to be active in p“omotlng among
customers an image of Australia Post as an efficient, commercial and caring
organisation. He/she is expected to establish links with community leaders
and representatives, business organisations and other important local

. community organisations and major customers or prospective customers,

' FRATURES

A Controlling Postal Manager will:

. have all the necessary powers and authorities to meet the business
needs of customers and to manage the operations as a commercially viabli
:business area;

. be accountable for the achievement of business performance targets; (

. manage the business through subordinate Postal Managers and business
partners:;

. have a small team of skilled staff as support to manage the network
{number to depend on network =support workloagd);

» rusually be located at the most important facility-in the network,
.- with particular emphasis on convenient access to the Controlling Postal
Manager by business customers;

act as a ‘change agent' in éffecting agreed changes to the mix and
Yocation of ocutlets and services in the network;

_.mandgesand . overseesthe ;Licensed Post Office network including Y1
aspects of relationships and dealings with Licensed Post Offices;

+ follow sound staff development, industrial and staff relations
practices and promote Australia Post‘s human resources policies at the
workplace; and
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. promote the image of Rustralia Post both internally and externally;
particularly with community leaders and representatives,

TRAINING, SKILLS AND ATTRIBUTES

No mandatory prerequisite gualifications are required, however, a person
selected for a Controlling Postal Manager position is required to have met
the relevant recruitment and selection standards as specified in the

Personnel Policies and Procedures Manual and established selection criteria.

The criteria-.and .standards: will-refleot interpersonal;-customer  contact;
buginess. management and other commercial-management. skills aimed at .
achieving high levels of’ customer satisfaction through-committed staff..
These will include- zkills related to achieving targets and improving
productivity. A thorough knowledge of AUstralia -Post’'s products and -

services, operational, financial and human rescurce practices and procedures

will also be expected.

. Controlling Postal Manager Grade 3, 4 and 5:

- . no mandatory prereguisite qualifications are-reguired, but a person

at these levels would be expected to have extensive knowledge of,
and expertise and experience in Post.0ffice business, including

network plamnning and management and related postal operations and a

demonstrated high level of managerial ability in postal operations
and achievement -of: ongolng *bottom lineY financial targets.

- a proven ability to liaise closely and maintain good relations with

customers, business organisations and elected community
representatives; and

- a demonstrated high level of ‘managerial ‘ability and associated.
communication skills.

TYPICAL DUTIES

The duties listed below are typical of the work appropriate to this level
and they may be performed personally or through subordinate supervisory
gtaff:

. Financial

- liaise with the Regional Manager to prepare business plans and
budgets for the assigned network and, as appropriate, the primary
businesses (le. retail, business servicing and delivery) provided
in the network. Such plans and. budgets to cover revenue,
expenditure, service performance, service guality, sales,
. productivity and human resources and to be in keeping with
Rustralia Post’'s overall plans, targets and policies;

- develop in consultation with subordinate Postal Managers and

licensed post office operations plans and targets for each of their

areas of control. Implement approved plans, budgets and targets,
monitor and apalyse pezformance. against..target; -provide -meaningful

" and timely results to subordinate managers etc, as necessary
initiate action to improve performance; and

- provide business leadership and support to subordinate Postal
Managers and licensed post office operators.
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Manager of retail post offices, traditional post officees and
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Network Management:

- implement efficient systems and lines of communication that
enhance operations within the network:;

- maintain close oversight of -development; growth and movement

within the agsigned network and initiate actlon/change nacessary to
resources, facilities etec,, to cope with.those movements in a
manner which is both cost and service effective; and

- initiate network changes in accordance with approved plan
in compliance with approved policies and procedures.

Sales : j

- ensure an effective programme of account management and ‘Customes™ -
sales visits ls in operation throughout the network. As necessary
liaise with the Regional COffice sales representative to plan and’
conduct sales drives/campaigns, Measure and analyse the results of
sales activities in the area and take corrective action as ( ;
necessary; 7
- develop with subordinate Postal Managers and licensed post office
operators sales targets, strategies, plans and programmes to

-exploit lecal.market potentiazl and to gain additicnal profitable

revenue;

- provide, or arrange the provision of, expert advice to Postal

licensed post office operators on such aspects as merchandising, .
product display, product mix and other technigques and acgliv.
that will generate additional profitable revenue; R

- monitor business results# t¢ ensure subordinate Postal ganagers et
and licensed post office operators are achieving addltioné”' ]
targets; and

- engure the Postal Managers concerned { including other.’ ]
Controlling Postal Managers) are informed of the relocation into or ( v

out of the assigned network of large business customers.

Staff:

~ forecast needs and oversight the provision, placement and
development of human resources within the assigned network;

~.through subordinate faclility and task wanager, .manage the
alignment of resources, levels and skills to the workload offering
using the most appropriate mix of staff resources, ie. full-time
staff, part-time staff, local relief, overtime, extended hours and
contractors;

- through subordinate. fagility and task managers: . . ..
. initiate local recruitment, as required;

. initiate selection processes aimed ai selecting the best
people for the job and achieving low staff turnover;
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. ensure guality training is available and delivered to staff
and licensed post office operators as needed and in accordance
with the requirements for specific designations and positions
including induction training, OH & S8 training, skills and
supervisory training ete;

. ensure a staff development scheme which is understood by all
Postal Managers and staff is operating. throughout the  asslgned
network;

.. ensure that Australia-Post- policies and/or agreed-processes. :
in respect- to -industrial:participation;-OH & .-S; EEO; .
performance  review..and code-0f ‘conduct are understood by all. -
Postal Managers-and -staff and -are-operating;: as reguiredi
throughout the assigned network; and -

. ensure the performance of new sgtaff is meonitored and that
adequate training is available and provided to such staff in
accordance with specified training requirements.

initiate and oversight the local relief arrangements in the
agsigned network; ensure such staff are properly tralned to
prescribed standards;

where necessary arrange tle co-ordination of relief for delivery
operations in the area, including night-sorting;

ensure human resources plane are in place to cover key positions;

prepéxe“and.imp;emgnt.specific_training;and.deyelopment.plans for
psople who. are interested in:and who. show: potential-for higher -.
positions;

ensure. 3. strategy.is .in: place for-people to gain.experience-in
other work  streamsy .and.:. '

develop.and encourage.a team approach to the management. of the’
business.

Licensed Post Offices

maintain full control and servicing of all aspects of Licensed Post
Offices including provision, relocation, servicing, stock
provision, maintenance of business data and volumes and payment to
licensed post office operators etc.






