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Job/Task Analysis
Introduction
Background 
Defense Distribution Center San Joaquin (DDJC) is a Defense Distribution Center (DDC) distribution depot managing Receipt, Storage and Issue of materials used by the US Armed Forces.  The DDC has determined that certain Support Services (e.g., equipment and facilities maintenance, grounds work, mail services) conducted by government and military personnel at DDJC can and should be outsourced to private contractors.  To that end, ThinkQ, Inc. was tasked with performing Job/Task Analysis of the positions under review.  
The intent of this review will be to construct a Performance Work Statement (PWS) for commercial bid.  One function within that PWS is the performance of Mail Services for the entire depot.  The selected Service Provider (SP) will be responsible for operating the DDJC Mail Center receiving, processing, dispatching, and delivering incoming and outgoing official mail, correspondence, and parcels – including internal installation mail and correspondence.  
To that end, a Job/Task Analysis must be conducted for the position of Mail Room Clerk at DDJC.
Setting 
Mail Services operations at DDJC are currently managed by one (1) Mail Room Clerk, and two (2) Mail Services Delivery Drivers.  The drivers are responsible for picking up all depot mail at the nearest USPS location each morning, delivering incoming mail to the Mail Clerk and other destinations, picking up all outgoing depot mail and delivering that to the USPS each afternoon.  The following is a chart depicting Pickup and Delivery Points by position:
	Location where mail is picked up and delivered 
by Mail Services Driver (Monday – Friday).

	Bldg #
	# stops

	USPS
	2

	3-3
	1

	16
	1

	100 – Mail room
	2

	16-B Mezzanine
	1

	30
	1

	19-3
	1

	16-B5
	1


	Location where mail is picked up and delivered 
By Mail Room Clerk (Monday – Friday).

	Bldg #
	# stops

	100 – Room 1
	1

	100 – Room 2
	1

	100 – Room 3
	1

	100 – Room 8
	1

	100 – Room 13
	1

	100 – Room 17
	1

	100 – Room 19
	1


Figure 3-1: Mail Services Points of Pickup/Delivery
The Mail Clerk is responsible for managing all aspects of Mail Services at DDJC and for picking-up and delivering official mail, accountable mail, bulk mail, inter-office correspondence, and parcels.
JTA Process
Method
1. Determine Scope and Grouping
1) Define which functions performed at DDJC comprise Support Services
2) Conduct Market Research to determine whether companies exist which can perform work if Mail Services is grouped with Equipment/Facilities/Grounds/Utilities Maintenance
2. Arrange and Conduct Interview with current Clerk
An interview with Denise Minnema was scheduled through her supervisor in the Support Services division
1. Mrs. Minnema has 32 years of experience with the federal government and 5 years in her current position
A letter of introduction was delivered which described:
1. my purpose for conducting the interview
2. the types of questions I would be asking
3. the categories of data I would be trying to collect
The table below demonstrates the format of the questions which were asked:
	Mail Services Clerk

	INPUT
	What starts the activity?
	

	
	Who requests the activity?
	

	
	How are requests prioritized?
	

	REGULATIONS 
& 
TRAINING
	· What regulation, SOP, directive or policy governs the activity?
· What are the training, certification, licensing, security clearance or safety requirements?
	

	MECHANISMS
	What is used to perform the activity?
	

	OUTPUT
	· What are the results of the activity?
· What reports are generated because of this activity?
	

	PERFORMANCE
LEVEL
	· What are the quality and timeliness performance standards for this activity?
· How often is this activity requested annually (based on actual records)?
	


Figure 3-2: Job/Task Analysis Data Collection Worksheet
Interview
Several interviews were conducted over a 2 week period.  After each interview, the results were typed up and returned to the Clerk to provide edits for accuracy and clarity.  The following table represents the results of those interviews.  This data was used to develop my hierarchical listing of functions, duties and tasks which follows:
	Mail Room Clerk

	INPUT
	What starts the activity?
	· Mail arrives from Warehouse 16
· Certified Mail
· Registered Mail
· FedEx
· UPS
· Airborne
· DHL
· Pouch Mail (Going to: DDC, DFAS, NAF)
· Walk-ups
· Phone calls

	
	Who requests the activity?
	· DDJC – Sharpe and Tracy
· Tenants – Sharpe and Tracy

	
	How are requests prioritized?
	· FedEx, UPS, DHL, Airborne are usually overnight
· USPS Priority Mail
· USPS Registered Mail
· USPS Certified Mail
· USPS First Class Mail
· USPS Other Mail
· No Internal Priority system other than Postal priorities

	REGULATIONS 
& 
TRAINING
	What regulation, SOP, directive or policy governs the activity?
What are the training, certification, licensing, security clearance or safety requirements?
	· Domestic Mail Manual (DMM 52, DMM 53)
· DLAM 5325.1 (DLA Mail Management Program)
· DoD 4526.6-m (DoD Postal Manual)
· DoD 4525.8-m (DoD Official Mail Manual)
· DoD Accountable Requirements 
· “Secret” clearance is required
· California Driver’s License

	MECHANISMS
	What is used to perform the activity?
	· Mail Meter
· Mail Meter Scale
· Mail Meter dedicated PC
· Fax
· Telephone
· PC
· Printer
· 4 Telephone lines (Meter, FedEx PC, Phone, Fax)
· Filing cabinets
· Packaging/shipping supplies (tape gun, envelopes)
· Typewriter
· Hand stamps
· Sort bin
· Mail bins
· Mail boxes
· Mail trays
· Mail tubs
· 2 rolling carts
· Safe (currently no safe in mail room but access to safe in secure room)
· Motion sensor

	OUTPUT
	What are the results of the activity?
What reports are generated because of this activity?
	· Mail gets delivered
· FedEx billing requires weekly report to DDC to initiate payment
· Monthly report to David Hernandez to ensure tenant reimbursement
· Record of Meter Register Readings (Postal Log)
· Registered Mail Log
· Certified Mail Log
· Postal Express Log (rarely)
· Insured Mail Log
· Accountable Log (DoD requires)

	PERFORMANCE
LEVEL
	What are the quality and timeliness performance standards for this activity?
How often is this activity requested annually (based on actual records)?
	· FedEx must be out by 2:30pm
· Metered mail must be out by 1:30pm
· There is an Mail Manager that oversees the mission, shipping, budget oversight, etc.
· Mail must be sorted the same day (100% of the time)
· Mail must be delivered to Bldg. 100 Divisions the same day (100% of the time)
· Mail for divisions outside of Bldg. 100 may be picked up the next morning
· Timeliness standards may exist for DoD (verification pending)

· Workload is not currently tracked
· Mail meter should be able to pull historical workload data (It can give printouts of daily usage)
· Metered Mail is estimated at 100-300 pieces per day
· Incoming shipped boxes are estimated at 1-10 per day


Figure 3-3: Mail Services JTA Interview Results
JTA Results
The results of this Job/Task Analysis are a summary of the Mail Clerk position and a list of functions, duties, and tasks that are necessary to perform the job.  Some knowledge, skills, and attitudes are provided for certain tasks.
Position Summary
The Mail Clerk at DDJC is responsible for daily management of the depot’s incoming and outgoing mail.  The clerk coordinates and manages multiple shipments of varying types (e.g., letter, parcel, accountable).
To be a competent and reliable Mail Clerk, the position requires the following knowledge and capabilities:
1. knowledge of USPS, DoD, DLA and DDC regulations
2. knowledge of small parcel carrier (e.g. FedEx, UPS) guidelines and requirements 
3. ability to process all incoming and outgoing mail within predetermined timeframes
4. ability to anticipate and respond to customer/tenant requests
5. basic computer skills, and Pitney Bowes mail machine skills
6. Secret clearance
Function/Duty/Task/Subtask
There are three major functions within the Mail Room Clerk’s position.  The clerk is responsible for processing all incoming and outgoing mail, for making deliveries and pickups within Building 100, and for managing the daily functions of the Mail Room.  To represent the Functions, Duties and Tasks collected during this analysis, I have chosen the outline format below:
1. Function
1.1
Duty
1.1.1

Task
   1.1.1.1 
Subtask
NOTE: When included, Knowledge/Skills/Attitudes has been abbreviated as K/S/A.
1. Processing Mail
1.1. Receipt of Incoming/Outgoing Mail
1.1.1. Receipt of USPS Mail and Parcels
1.1.2. Receipt of FedEx, UPS and DHL Parcels
1.1.2.1. Acknowledge receipt and Delivery Signature
1.1.2.2. Completion of Small Parcel Carrier Logbook
1.1.3. Receipt of Inter-Office Mail
1.1.4. Receipt of Accountable Mail
1.1.4.1. Receipt of Registered Mail
1.1.4.2. Receipt of Certified Mail
1.1.5. Verification that all incoming mail/parcels have been X-Rayed (K/S/A: X-Ray procedures, Verification Stamping, Proper Documentation)
1.2. Processing of Incoming/Outgoing Mail
1.2.1. Sorting for Delivery of USPS Mail and Parcels
1.2.1.1. Sort by Site (Tracy/Sharpe)
1.2.1.2. Sort by Building
1.2.1.3. Sort by Division
1.2.1.4. Sort by Room No.
1.2.2. Sorting for Delivery of FedEx, UPS and DHL Parcels
1.2.3. Sorting for Delivery of Inter-Office Mail
1.2.4. Processing of Accountable Mail
1.2.4.1. Processing all Registered Mail
1.2.4.1.1. Completion of Registered Mail Logbook
1.2.4.1.2. Notification of Arrival to recipient (if over-nighted)
1.2.4.2. Processing all Certified Mail
1.2.4.2.1. Completion of Certified Mail Logbook
1.2.4.2.2. Notification of Arrival to recipient (if over-nighted)
1.2.5. Application of Postage (K/S/A: Use of Pitney Bowes Mail Meter machine)
1.2.5.1. Processing all USPS mail through Pitney Bowes Mail Meter
1.2.5.2. Completion of Mail Meter Postage Use Logbook
2. Delivery and Pickup of Mail
2.1. Delivery of Mail to Building 100 Recipients
2.1.1. Sorting mail/parcels by DDJC personnel and tenants
2.1.2. Delivery of Mail by Room Number and according to schedule
2.1.2.1. Deliver Incoming Mail
2.1.2.2. Pick up Outgoing Mail
3. Management of Mailroom
3.1. Coordination of X-rays at WH 16 in accordance with DDJC security procedures
3.1.1. Visual inspection of X-ray “stamping” and documentation
3.1.1.1. Is each parcel or mail tray stamped as having been processed at WH 16?
3.1.1.2. Does the Delivery Driver have the proper paperwork and is it filled out completely and accurately?
3.1.2. Regularly scheduled observation of X-ray process
3.2. Tracking of items shipped via Small Parcel Carriers (e.g., FedEx, UPS)
3.2.1. Daily tracking and customer notification (K/S/A: Multiple tracking systems)
3.2.2. Completion of Small Parcel Carrier queries
3.3. Providing Customer Service (K/S/A: Customer Service mindset)
3.3.1. Receiving phone calls and email regarding shipped packages, etc.
3.3.2. Responding to “walk-up” requests for assistance with preparing mail for shipment 
3.4. Processing Daily Tallies of Pitney Bowes Mail Meter system
3.4.1. Running End-of-Day Tallies of postage usage
3.4.2. Reporting End-of-Day Tallies of postage usage to DDJC and Pitney Bowes
3.4.3. Coordination re-stock of postage with Pitney Bowes
3.4.4. Collection of historical postage usage by month
3.5. Processing Billing for Small Parcel Carriers 


