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STD JOB DESCRIPTION U.S.Postal Service

COMPLAINTS & INQUIRY CLK (P7-07)
OCCUPATION CODE: 2345-23XX

FUNCTI ONAL PURPOSE
Recei ves, classifies, and processes custonmer conplaints and
inquiries relative to mail service. Applies a broad know edge of
postal regulations and |local policy to effect resol utions.

DUTI ES AND RESPONSI Bl LI TI ES

1. Accepts and reviews tel ephone, witten, or in-person customner
conpl aints regarding alleged service irregularities or
enpl oyee conduct. Assenbles all pertinent existing data and
determ nes type of inquiry required

2. Institutes necessary action to devel op case anal ysis or
investigation. Visits areas and confers with individuals
i nvol ved, gathering and devel opi ng additional information
pertaining to investigation.

3. Develops all pertinent facts for analysis as to what
corrective action is to be taken. Presents anal ysis and
recomrendati ons to supervisor and enpl oyees involved in order
to preclude a recurrence of a conplaint.

4. Prepares correspondence to conplaints and inquiries after
i nvestigation and conplete informati on has been obtai ned.

5. Contacts custoners in order to resolve conplaints.
6. Reports unusual or repetitive conplaints which indicate
devel opment of a trend; prepares and subnmits weekly and
quarterly conpl aint sunmations and anal ysis of the data al ong
with reconmendations for inprovenent in service.
7. Performs other job related tasks in support of primary duties
SUPERVI SI ON:
Supervi sor of unit to which assigned.
SELECTI ON METHQOD:
Best Qualified
BARGAI NI NG UNI T:
CLERK
KEY POSI TI ON REFERENCE:

KP- 0017
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