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DETAIL & SPECIAL ASSIGNMENT OPPORTUNITIES

ALL LEVELS

ISSUE DATE:  July 3, 2006

CLOSING DATE:  August 11, 2006
All career employees in the Hawkeye Performance Cluster interested in consideration for future detail, OIC, and/or special assignments in EAS positions at any / all levels may submit their application at this time. In addition, PMR’s may apply for OIC assignments within commuting distance up to EAS level 15. NOTE*****ALL 2004 –2006 APPLICATIONS WILL REMAIN IN THE SYSTEM if you have already submitted an application.  You may use this window to submit a new application if you are not on the current CEP list, or you may submit a new application if you want to update your prior CEP application.

DEFINITIONS:  DETAIL – Filling in for a specific job that is either permanently or temporarily vacant.

                          SPECIAL ASSIGNMENT – Short term project work



    AD HOC – In addition to regular duties



    NTE – Not To Exceed a specified time


The following functional areas will utilize this list for detail assignments.  You may request consideration in no more than three areas.   (NOTE:  If you are seeking a detail within your own functional area, you must include your area as one of your three choices.)

Customer Services Supervision – Supervision of Delivery Services, Customer Services, CFS; Station Management

Diversity – Implements, administers and monitors district-wide diversity development activities, policies & action plans

Finance – Budget, Financial analysis, Audits, Revenue Assurance, Statistical Programs, Accounting, Purchasing, and Material Management

Human Resources – Personnel, Safety, Injury Compensation, Training, Labor Relations, EEO, EAP

Information Technology - Data Processing, Telecommunications

In-Plant Support – Quality improvement, analysis of sort plans, directories, productivity tracking
Maintenance – Plant and Field Maintenance supervision – Includes maintenance, repair and modification of all equipment, buildings & related systems.

Marketing – Consumer Affairs, Business Mail Entry, Expedited Services, Mail piece Design, Retail Operations & Sales, Business Service Network.

Mgr., Post Office Operations (MPOO) – Oversees operations of a designated group of Post Offices, monitors performance & ensures compliance with objectives for service, budget & productivity

Networks & Transportation – Analyze, plan and monitor air and surface transportation networks

OIC City Delivery – Officer in Charge of City Delivery Offices 

OIC Non-City Delivery – Officer in Charge of Non City Delivery Offices

Operations Program Support – Delivery Programs Analysis, Address Management, Vehicle Maintenance, Quality Improvement

Processing & Distribution – Plant & BMC automated, mechanized & / or manual Mail Processing & Distribution Operations.  Includes Supv. Distribution Opns & Mgr. Distribution Opns.

Secretary -  Provides confidential assistance and performs secretarial duties under the direction of one or more managers.

HOW TO APPLY

FIRST – Complete pages 1 & 2 of your 991 in a Microsoft Word or F3fill format.  Make sure you have already saved your first two pages of your 991 to your hard drive or to a floppy to attach at the end of your application.  You must have Microsoft Word / Excel compatible software. 
For a 991 from your home computer you may visit http://www.liteblue .  On the lite blue web page you must enter your employee ID and your USPS pin.  On the lite blue home page under the heading District Sites click on Hawkeye District.  On the Hawkeye Webpage click on the Job Opportunities link.  Under the Career Link, click on the PS Form 991 (word) and download and save the form to your hard drive on your computer.   
For a 991 disk sent to your home or a 991 sent to your email call the Hawkeye Postmaster, Connie Berry at 563-427-3410, or send an email to Connie.S.Berry@usps.gov.

SECOND – The application process.  Remember the application process is easier if you have already completed and saved your first two pages of your 991. 

FROM A POSTAL COMPUTER:  On Internet Explorer go to the Hawkeye web site at http://Hawkeyeintranet/index.cfm?treeID=8028.  This is an internal web site and is NOT available on the World-wide web.  Your information is secure.  Follow the steps listed below.  

The link above will take you the Hawkeye Diversity Web page.

On the Diversity Web page go to Frequently Requested Topics

Beneath  “Frequently Requested Topics”  click on Career Enhancement Program (CEP) site
ON the CEP page

Make sure you have already saved your first two pages of your 991 to your hard drive or to a floppy to attach at the end of your application.  (If you have not already done this follow the steps above or you may obtain a blank 991 & the CEP Applicant Info form by Clicking on “Blank 991Download” and save.  Or you may click on the 991 link on the Diversity Page and save the 991 to your hard drive or to a disk).  
Beneath CEP applicant, 

Click on “Add Applicant”

On the next screen you must Add to District/Hawkeye/Select

Complete the CEP Program Applicant Information form and BE SURE to attach your 991 via the link at the bottom of the page.  Review your entries.  If you want to print your entry, right click on the document, then click on print.  Then click on “Add Data” either at the top or bottom of the screen.   Your application has been transmitted.  
Additional instructions are available under “HELP” on the Intranet.

FROM A NON-POSTAL COMPUTER:   FIRST – Complete pages 1 & 2 of your 991  in a Microsoft Word Format AND the CEP Applicant Information form in a Microsoft EXCEL format.  (A disk containing a blank 991 & CEP Applicant Information form in these formats is available by calling the Diversity Development Specialist at 515-251-2124.)   Save to your disk.  Submit your application by
 emailing to pauline.a.bauer@.usps.gov.  If you do not have e-mail, mail a copy of your disk to:

                                                                                               Pauline Bauer – USPS Diversity

                                                                                               ATTN:  CEP DISK APPLICATION

                                                                                               PO BOX 185610

                                                                                                Des Moines, IA  50318-5610

MANUAL APPLICATION:  If you do NOT have access to the above methods, follow the following manual instructions.  Complete a hard copy of your pages 1 & 2 of your 991 and the CEP Applicant Information form on the following page and send to the following address: 
                                                                                               Pauline Bauer – USPS Diversity


                                                                                                ATTN:  CEP MANUAL APPLICATION

                                                                                                PO BOX 185610                                                                                                                            




                                          Des Moines IA  50318-5610
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