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Postal Clerk Rating Information

[image: image6.wmf]SEA TOUR (36 MONTHS)

DUTY STA:  ANY SHIP FFG OR LARGER

BILLET:  CMC/COLLATERAL/EDUCATION

SHORE TOUR (36 MONTHS)

DUTY STA:  FLT MAIL CTR/NAVSTA/TYCOM/JMPA

BILLET:  LCPO/POSTAL OFFICER/COLLATERAL/EDUCATION

SEA TOUR (36 MONTHS)

DUTY STA:  OVERSEAS

BILLET:  LCPO/POSTAL OFFICER/COLLATERAL/EDUCATION

SHORE TOUR (36 MONTHS)

E9

DUTY STA:  NAVSTA/FLT MAIL CTR/TYCOM

BILLET:  POSTAL ASST/ADV/LCPO/STAFF/COLLATERAL/EDUC

SEA TOUR (36 MONTHS)

DUTY STA:  CV/CVN/AS/AD

BILLET:  POSTAL OFFICER/LCPO/RT SUPV/COLLATERAL/EDUC

E8

SHORE TOUR (36 MONTHS)

STUDENT:  CPO NAVLEAD

DUTY STA:  DMED HOSP/TYCOM/SVC SCH CMD/NAVSTA

BILLET:  MAILRM SUPV/STAFF/INSTR/COLLATERAL/EDUC

E7

SEA TOUR (45 MONTHS)

DUTY STA:  CV/CVN/LHA/LPD/AOE/MCB

BILLET:  CUST OF POST EFFECTS/LPO/COLLATERAL/EDUC

SHORE TOUR (36 MONTHS)

STUDENT:  LPO NAVLEAD

E6

DUTY STA:  NAVSTA/DMED HOSP/JOINT MIL POSTAL ACTY

BILLET:  LPO/MAIL ROUTER/COLLATERAL/EDUCATION

SEA TOUR (51 MONTHS)

DUTY STA:  ANY SHIP DDG OR LGR/VP SQDN/MCB

BILLET:  CUST OF POST EFFECTS/FILE CLERK/DIR CLERK/

COLLATERAL/EDUCATION

E5

SHORE TOUR (36 MONTHS)

DUTY STA:  OVERSEAS

BILLET:  DIR CLERK/DOCKSIDE DELIVERY/COLLATERAL/EDUC

E4

SEA TOUR (60 MONTHS)

DUTY STA:  ANY SHIP LARGER THAN CG

BILLET:  FINANCIAL CLERK

OBTAIN ESWS/EAWS QUALS/COLLATERAL/EDUCATION

RECRUIT TRAINING (8 WEEKS)  PC "A" SCHOOL (5 WEEKS)

 

                  PC CAREER PATH DEVELOPMENT
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Postal Operations Course

Length:



5 weeks  

Location:



FT Jackson, SC

Prerequisites:


E1-E9

Credit Recommendation:  
Not evaluated for credit.  
Provides personnel with the basic skills required of a postal clerk.  Subject matter includes domestic mail, special services, mail security, international mail, operation of a postage meter machine, preparation of money order transactions, maintaining and auditing stamp stock, processing regular and registered mail, mail transportation, operating a postal service center, directory, claims, supplies, and equipment, and operation of an integrated retail terminal.

Billet Descriptions

The following lists provide afloat and shore billet descriptions for the indicated paygrade.  These lists are not intended to be all inclusive nor necessarily reflect the specific paygrade at which you may be assigned to a specific functional area, but rather are intended to provide general information for career planning purposes.
PC Afloat Billet
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E3/E4

Money Order Clerk

Finance Clerk

Registered Mail Clerk

3-M Assistant

Assistant Supply Clerk

Security Guard

Correctional Custody

E5


Registered Mail Supervisor


Flight Deck Petty Officer


Supply Clerk


Claims and Inquiry Clerk


Accountable Mail Clerk

E6

Custodian of Postal Effects

Financial Supervisor


Accountable Mail Supervisor


Division LPO


Post Office Supervisor

E7

Postal Officer

Post Office Division Officer

Reserve Custodian of Postal Effects

Money Order Custodian

PC Afloat Billets Continued 


E8       No Billets Afloat
E9


Department/Division LCPO


Command Master Chief 

PC Shore Billets
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E4


Official Mail Clerk


Mailroom Clerk


Directory Clerk


Claims and Inquiry Clerk


Dockside Delivery Clerk


Finance Clerk


Money Order Clerk


American Embassy Postal Operations 



Clerk


American and Foreign Postal Airlines 



Movement Monitor


Supply Clerk

E5


Navy Mail Router


Registry Section Supervisor


Official Mail Supervisor


Custodian of Postal Effects


Post Office Supervisor


American Embassy Postal Operations 



Clerk


American and Foreign Airlines 



Movement Monitor


Post Office LPO


Fleet Mail Center Tour Supervisor


Supply Supervisor

Instructor


Recruiter

E5 (continued)



Recruit Company Commander


Security Guard

Correctional Counselor

Correctional Custody

E6


Post Office Supervisor


Air Transportation Specialist


American Embassy Postal Operation 

Supervisor


Postal Inspector

Mailroom Supervisor

Custodian of Postal Effects

Navy Mail Router


Claims and Inquiry Supervisor

Instructor


Recruiter


Recruit Company Commander

Security Guard

Correctional Counselor

Correctional Custody

E7


Detailer

Postal Inspector

Fleet Mail Center LCPO


Reserve Custodian of Postal Effects


Navy Post Office LCPO


Air Transportation Specialist


Navy Mail Router


JT MIL Postal Operations/Analysis 



Monitor


Navy Planning and Policy 



Administrator

Technical Writer (Blue Book/Exams)


Human Resources Management

Naval Academy Company CPO Instructor

PC Shore Billets Continued


E7 (continued)


Recruiter


Recruit Company Commander

Security Guard

Correctional Counselor

Correctional Custody

E8


Senior Postal Inspector


Senior Navy Mail Router


Department/Division LCPO 



Senior Detailer

Enlisted Community Manager

Technical Writer (Blue Book/Exams)


Human Resources Management

Instructor


Recruiter


Recruit Company Commander

E8 (Continued)

Security Guard

Correctional Counselor

Correctional Custody

E9


Senior Postal Inspector


CINLANT/PAC Postal 



Operations/Analysis Monitor

Department/Division LCPO 


Command Master Chief


Senior Detailer

Enlisted Community Manager

Technical Writer (Blue Book/Exams)


Human Resources Management

Instructor


Recruiter


Recruit Company Commander

Security Guard

Correctional Counselor

Correctional Custody

	Postal Clerk - PC

Enlisted SOCNAV Rating Credit Table

	Rank
	3
	2
	1
	C
	CS
	CM

	Ace Subjects and SOC Categories
	L or U
	L or U
	L or U
	L or U
	L or U
	L or U

	
	
	
	
	
	
	

	Version 1: 6/72-12/87
	
	
	
	
	
	

	Mail Processing
	3
	4
	6
	6
	6
	6

	Postal Customer Services
	2
	2
	3
	3
	3
	3

	Record Keeping
	
	2
	2
	2
	2
	2

	Postal Delivery and Collection
	
	3
	3
	3
	3
	3

	General Clerical Procedures
	
	
	3
	3
	3
	3

	Personnel Supervision
	
	
	
	3
	3
	3

	Postal Problems Analysis
	
	
	
	2
	2
	2

	Office Management
	
	
	
	
	3
	3

	Communications (Written)
	
	
	
	
	3
	3

	Management Electives
	
	
	
	
	
	3

	Management Problems
	
	
	
	
	
	3

	Version 2: 1/88-Present
	
	
	
	
	
	

	Keyboarding
	1
	1
	1
	1
	1
	1

	Interpersonal Communications 
	2
	2
	3
	3
	3
	3

	Postal Practices and Procedures
	3
	4
	6
	6
	6
	6

	Postal Delivery and Collection
	
	3
	3
	3
	3
	3

	Record Keeping
	
	
	2
	2
	2
	2

	Clerical Procedures
	
	
	3
	3
	3
	3

	Logistics Management
	
	
	2
	3
	3
	3

	Principals of Supervision
	
	
	
	3
	3
	3

	Postal Problem Analysis
	
	
	
	3
	3
	3

	Technical Writing
	
	
	
	
	2
	3

	Management Problems
	
	
	
	
	3
	3
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DUTY STA:  ANY SHIP FFG OR LARGER

BILLET:  CMC/COLLATERAL/EDUCATION

SHORE TOUR (36 MONTHS)

DUTY STA:  FLT MAIL CTR/NAVSTA/TYCOM/JMPA

BILLET:  LCPO/POSTAL OFFICER/COLLATERAL/EDUCATION

SEA TOUR (36 MONTHS)

DUTY STA:  OVERSEAS

BILLET:  LCPO/POSTAL OFFICER/COLLATERAL/EDUCATION

SHORE TOUR (36 MONTHS)

E9

DUTY STA:  NAVSTA/FLT MAIL CTR/TYCOM

BILLET:  POSTAL ASST/ADV/LCPO/STAFF/COLLATERAL/EDUC

SEA TOUR (36 MONTHS)

DUTY STA:  CV/CVN/AS/AD

BILLET:  POSTAL OFFICER/LCPO/RT SUPV/COLLATERAL/EDUC

E8

SHORE TOUR (36 MONTHS)

STUDENT:  CPO NAVLEAD

DUTY STA:  DMED HOSP/TYCOM/SVC SCH CMD/NAVSTA

BILLET:  MAILRM SUPV/STAFF/INSTR/COLLATERAL/EDUC

E7

SEA TOUR (45 MONTHS)

DUTY STA:  CV/CVN/LHA/LPD/AOE/MCB

BILLET:  CUST OF POST EFFECTS/LPO/COLLATERAL/EDUC

SHORE TOUR (36 MONTHS)

STUDENT:  LPO NAVLEAD

E6

DUTY STA:  NAVSTA/DMED HOSP/JOINT MIL POSTAL ACTY

BILLET:  LPO/MAIL ROUTER/COLLATERAL/EDUCATION

SEA TOUR (51 MONTHS)

DUTY STA:  ANY SHIP DDG OR LGR/VP SQDN/MCB

BILLET:  CUST OF POST EFFECTS/FILE CLERK/DIR CLERK/

COLLATERAL/EDUCATION

E5

SHORE TOUR (36 MONTHS)

DUTY STA:  OVERSEAS

BILLET:  DIR CLERK/DOCKSIDE DELIVERY/COLLATERAL/EDUC

E4

SEA TOUR (60 MONTHS)

DUTY STA:  ANY SHIP LARGER THAN CG

BILLET:  FINANCIAL CLERK

OBTAIN ESWS/EAWS QUALS/COLLATERAL/EDUCATION

RECRUIT TRAINING (8 WEEKS)  PC "A" SCHOOL (5 WEEKS)
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						APPENDIX G

		Postal Clerk Rating Information

		Postal Operations Course

		Length:		5 Weeks

		Location:		FT Jackson, SC

		Prerequisites:		E1 - E9

		Credit Recommendation:		Not evaluated for credit.

		Provides personnel with the basic skills required of a postal clerk.

		Subject matter includes domestic mail, special services, mail

		security, international mail, operation of a postage meter machine, preparation of money order

		transactions, maintaining and auditing stamp stock, processing regular and registered mail, mail

		transportation, operating a postal service center, directory, claims, supplies, and equipment

		and operation of an integrated retail terminal (IRT).

		Billet Descriptions

						The following lists provide afloat and shore billet

						descriptions for the indicated paygrade.  These lists

						are not intended to be all inclusive nor necessarily

						reflect the specific paygrade at which you may be

						assigned to a specific functional area, but rather are

						intended to provide general information for career

						planning purposes.

		PC Afloat Billets				E6

						Custodian of Postal Effects

		E3/E4				Financial Supervisor

		Money Order Clerk				Accountable Mail Supervisor

		Finance Clerk				Division LPO

		Registered Mail Clerk				Post Office Supervisor

		3-M Assistant

		Assistant Supply Clerk				E7

		Security Guard				Postal Officer

		Correctional Custody				Post Office Division Officer

						Reserve Custodian of Postal Effects

		E5				Money Order Custodian

		Registered Mail Supervisor

		Flight Deck Petty Officer				E8

		Supply Clerk				No Billets Afloat

		Claims and Inquiry Clerk

		Accountable Mail Clerk				E9

						Department/Division LCPO

						Command Master Chief

		PC Shore Billets

		E4

		Official Mail Clerk

		American Embassy Postal Operations Clerk

		American and Foreign Postal Airlines Movement Monitor

		Mailroom Clerk

		Directory Clerk

		Claims and Inquiry Clerk

		Dockside Delivery Clerk

		Finance Clerk

		Money Order Clerk

		Supply Clerk				E7 (Shore continued)

						JT MIL Postal Operations/Analysis Monitor

		E5				Navy Planning and Policy Administrator

		Navy Mail Router				Technical Writer (Blue Book/Exams)

		Registry Section Supervisor				Human Resources Management

		Official Mail Supervisor				Naval Academy Company CPO

		Custodian of Postal Effects				Human Resources Management

		Post Office Supervisor				Instructor

		American Embassy Postal Operations Clerk				Recruiter

		American and Foreign Airlines Movement Monitor				Recruit Company Commander

		Post Office LPO				Security Guard

		Fleet Mail Center Tour Supervisor				Correctional Counselor

		Supply Supervisor				Correctional Custody

		Instructor

		Recruiter				E8

		Recruit Company Commander				Senior Postal Inspector

		Security Guard				Senior Navy Mail Router

		Correctional Counselor				Department/Division LCPO

		Correctional Custody				Senior Detailer

						Enlisted Community Manager

		E6				Technical Writer (Blue Book/Exams)

		Post Office Supervisor				Human Resources Management

		Air Transportation Specialist				Instructor

		American Embassy Postal Operation Supervisor				Recruiter

		Postal Inspector				Recruit Company Commander

		Mailroom Supervisor				Security Guard

		Custodian of Postal Effects				Correctional Counselor

		Navy Mail Router				Correctional Custody

		Claims and Inquiry Supervisor

		Instructor				E9

		Recruiter				Senior Postal Inspector

		Recruit Company Commander				CINLANT/PAC Postal Operations/Analysis Monitor

		Security Guard				Department/Division LCPO

		Correctional Counselor				Command Master Chief

		Correctional Custody				Senior Detailer

						Enlisted Community Manager

		E7				Technical Writer (Blue Book/Exams)

		Detailer				Human Resources Management

		Postal Inspector				Instructor

		Fleet Mail Center LCPO				Recruiter

		Reserve Custodian of Postal Effects				Recruit Company Commander

		Navy Post Office LCPO				Security Guard

		Air Transportation Specialist				Correctional Counselor

		Navy Mail Router				Correctional Custody
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Sheet2

		PC CAREER PATH DEVELOPMENT

		30								SEA TOUR (36 MONTHS)

										DUTY STA:  ANY SHIP FFG OR LARGER

										BILLET:  CMC/COLLATERAL/EDUCATION

										SHORE TOUR (36 MONTHS)

										DUTY STA:  FLT MAIL CTR/NAVSTA/TYCOM/JMPA

										BILLET:  LCPO/POSTAL OFFICER/COLLATERAL/EDUCATION

										SEA TOUR (36 MONTHS)

										DUTY STA:  OVERSEAS

		25								BILLET:  LCPO/POSTAL OFFICER/COLLATERAL/EDUCATION

										SHORE TOUR (36 MONTHS)

								E9		DUTY STA:  NAVSTA/FLT MAIL CTR/TYCOM

										BILLET:  POSTAL ASST/ADV/LCPO/STAFF/COLLATERAL/EDUC

										SEA TOUR (36 MONTHS)

		20								DUTY STA:  CV/CVN/AS/AD

										BILLET:  POSTAL OFFICER/LCPO/RT SUPV/COLLATERAL/EDUC

								E8		SHORE TOUR (36 MONTHS)

										STUDENT:  CPO NAVLEAD

										DUTY STA:  DMED HOSP/TYCOM/SVC SCH CMD/NAVSTA

										BILLET:  MAILRM SUPV/STAFF/INSTR/COLLATERAL/EDUC

								E7		SEA TOUR (45 MONTHS)

		15								DUTY STA:  CV/CVN/LHA/LPD/AOE/MCB

										BILLET:  CUST OF POST EFFECTS/LPO/COLLATERAL/EDUC

										SHORE TOUR (36 MONTHS)

										STUDENT:  LPO NAVLEAD

								E6		DUTY STA:  NAVSTA/DMED HOSP/JOINT MIL POSTAL ACTY

		10								BILLET:  LPO/MAIL ROUTER/COLLATERAL/EDUCATION

										SEA TOUR (51 MONTHS)

										DUTY STA:  ANY SHIP DDG OR LGR/VP SQDN/MCB

										BILLET:  CUST OF POST EFFECTS/FILE CLERK/DIR CLERK/

										COLLATERAL/EDUCATION

		5						E5		SHORE TOUR (36 MONTHS)

										DUTY STA:  OVERSEAS

										BILLET:  DIR CLERK/DOCKSIDE DELIVERY/COLLATERAL/EDUC

								E4		SEA TOUR (60 MONTHS)

										DUTY STA:  ANY SHIP LARGER THAN CG

										BILLET:  FINANCIAL CLERK

										OBTAIN ESWS/EAWS QUALS/COLLATERAL/EDUCATION

		0								RECRUIT TRAINING (8 WEEKS)  PC "A" SCHOOL (5 WEEKS)

		YRS
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Sheet3

		Postal Clerk - PC

		Enlisted SOCNAV Rating Credit Table

		Rank		3		2		1		C		CS		CM

		Ace Subjects and SOC Categories		L or U		L or U		L or U		L or U		L or U		L or U

		Version 1: 6/72-12/87

		Mail Processing		3		4		6		6		6		6

		Postal Customer Services		2		2		3		3		3		3

		Record Keeping				2		2		2		2		2

		Postal Delivery and Collection				3		3		3		3		3

		General Clerical Procedures						3		3		3		3

		Personnel Supervision								3		3		3

		Postal Problems Analysis								2		2		2

		Office Management										3		3

		Communications (Written)										3		3

		Management Electives												3

		Management Problems												3

		Version 2: 1/88-Present

		Keyboarding		1		1		1		1		1		1

		Interpersonal Communications		2		2		3		3		3		3

		Postal Practices and Procedures		3		4		6		6		6		6

		Postal Delivery and Collection				3		3		3		3		3

		Record Keeping						2		2		2		2

		Clerical Procedures						3		3		3		3

		Logistics Management						2		3		3		3

		Principals of Supervision								3		3		3

		Postal Problem Analysis								3		3		3

		Technical Writing										2		3

		Management Problems										3		3

						G - 3
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