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    INTRODUCTION



How to Use This Book


Welcome to Kaplan Postal Exam 473/473-C, an up-to-date guide designed to help you master the new United States Postal Exam 473/473-C. You may wonder, “How can this book help me in my goal to become a U.S. postal worker?” Here’s how!


What Do You Need to Know?


1.    Kaplan Postal Exam 473/4473-C Explains the following in clear, direct language:


[image: ]    Jobs covered by the exam


[image: ]    How to apply for the exam and when the test dates are


[image: ]    Kaplan’s score-raising strategies


[image: ]    How to prepare for test day


[image: ]    What happens after you’ve completed the exam


2.    Kaplan postal Exam 473/4473-C provides ample opportunities to practice for Exam 73/4473-C with six realistic Practice Tests that will


[image: ]    familiarize you with what you’ll see on test day,


[image: ]    help you acquire the skills needed to master the test, and


[image: ]    improve speed and accuracy.



Where to Begin


Begin by reading Chapter 1, which will acquaint you with the details and logistics of applying to take Exam 473/473-C. Next, Chapter 2 introduces the contents of the exam—with examples—as well as some introductory tips and techniques for mastering Test 473.


Chapters 3–6 cover, one-by-one, each of the four parts of the test, including what skills each part tests, how each part is scored, and specific tips for success.


The Practice Tests take about 60 to 90 minutes each to do, including reading directions and completing the unscored coding and memory practice sections (see Chapter 5 for more explanation). Therefore, completing all six Practice Tests will take you about 6 to 9 hours.


You may discover, after taking the first three or four tests, that you need more practice on Part C, for example, and less on Part B. If this is the case, adjust your practicing to focus on the sections you find harder. You may even retake the earlier Practice Tests; there are so many numbers and names in each section, you will have likely forgotten the answers you gave earlier. Remember, however, to time yourself precisely on each of Parts A-D for two reasons: to give real value to your test-taking practice and to relax you for the actual test.


Kaplan Postal Exam 473/473-C offers you the whole package: the research, the contents, the practice, and the strategies you’ll require to master U.S. Postal Exam 473/473-C. What you need to add to the mix is your determination to get this job, some sincere concentration, and a few hours of your time. Good luck and let’s get started!









    CHAPTER ONE            1



About the 473/473-C Exam




“What other jobs do you know of with such great benefits, opportunities, job security, flexibility, and the chance to exercise right on the job!”


—Pat B., U.S. postal worker for 22 years, Altadena, CA






Inside the U.S. Postal Service



On its website, the United States Postal Service (USPS) describes itself as “an outstanding, award-winning service provider for the worldwide movement of messages, merchandise, and money.” In fact, the USPS handles over 202 billion pieces of mail each year, thanks to the work of 770,000 career employees serving the American public in about 300 job categories. Tens of thousands of people apply for a variety of USPS jobs every year. These applicants appreciate that USPS employment is interesting; they appreciate that the pay, benefits, and job security are all very good.


It’s probably for these reasons that you have chosen to take one of the USPS entry-level exams, Test 473/473-C (also called the 473 Battery Exam). Postal Service exams such as Test 473/473-C are open to the public as local staffing needs arise. This entry-level test examines general aptitude and personal characteristics, not knowledge of facts.


Furthermore, Exam 473/473-C serves as a screening process based on job-related skills—such as memory, sorting, coding, and interpreting—allowing applicants (like you!) to compete for positions. Reading this book and taking the six realistic practice exams included herein give you a decided edge over the competition. So let’s get started!


Jobs Covered by the 473/473-C Exam


The test is called the 473 Exam when it is given to fill all entry level jobs in USPS in these areas: Processing, Distribution, Delivery, and Retail. However, because the City Carrier position is the postal job in highest demand, this test is occasionally given just to fill that one job classification. In that event, it is called the 473-C Exam. Either way, because the exam content is identical, we will usually just refer to it as “Test 473.”


Which jobs does Test 473 correspond to? Check out the following positions and their brief descriptions.


City Carriers


City Carriers are full-time career employees who deliver and collect mail on foot or by vehicle, providing customer service in a prescribed area. They sort, rack, and tie mail at the post office before they start making deliveries within their route or area of delivery. They also maintain required information, record changes of address, forward undeliverable-as-addressed mail, and maintain other paperwork. City Carrier applicants must have a current valid state driver’s license, a safe driving record, and at least two years of documented driving experience.


Mail Processing Clerks


Mail Processing Clerks are full-time career employees who operate and maintain automated mail-processing equipment or manually sort mail. They collate, bundle, and move processed mail from one location to another.


Mail Handlers


Mail Handlers are full-time career employees who load and unload containers of mail onto and off trucks and perform duties incidental to the movement and processing of mail. Their duties include separating mail sacks to go to different routes or cities; canceling parcel post stamps; and operating canceling machines, addressographs, and fork-lifts. Mail Handlers also open and empty containers of mail throughout the postal facility.



Sales, Services, and Distribution Associates


Sales, Services, and Distribution Associates are full-time career employees who handle direct sales and customer-support services in a retail environment and perform the distribution of mail. The Associates must pass an on-the-job training program.


Basic Requirements for 473/473-C Jobs


General employment eligibility requirements for the USPS are as follows:








	Education    

	There is no education requirement; a high school diploma is not required.






	Age    

	Minimum of 18 years at the time of employment or 16 years with a high school diploma.






	Citizenship    

	Must be U.S. citizen or permanent resident alien.






	Language    

	Basic competency in English.






	Selective Service Registration

	Males born after 12/31/59 must be registered with Selective Service.






	Employment History    

	Must provide current and 10-year employment history or back to 16th birthday, whichever is most recent.






	Military Service    

	Military service is treated as prior employment; veterans must provide Copy 4 of DD Form 214 and Certificate of Release or Discharge from Active Duty.






	Background Check    

	Local criminal history check is required prior to employment; a more extensive criminal history check is completed at employment.






	Drug Screen    

	Must be free of illegal drugs, which is determined through a drug screen.






	Medical Assessment    

	Conducted to provide information about applicant’s ability to physically or mentally perform in a specific position.






	Safe Driving Record    

	Required for employees who drive at work, such as City Carriers and Motor Vehicle Operators.






	 

	











Specific job descriptions, found online at the USPS website, www.usps.com, may also mention job-specific requirements. For example, the listing for City Carrier reads as follows:


[image: ]    Carriers may be required to carry mailbags that can weigh up to 35 pounds on their shoulders.


[image: ]    Carriers have to load and unload trays, containers of mail, and parcels weighing up to 70 pounds.


[image: ]    Carrier duties require prolonged standing, walking, and reaching.


[image: ]    Carriers work outdoors in all types of weather.


[image: ]    Most new employees are paid an hourly rate and work a flexible schedule as required by the work flow.


Benefits of Having a 473/473-C Job


As of early 2006, starting wages for entry-level full-time postal jobs ranged from about $14 to $24 per hour. In addition to competitive basic pay rates, most Postal Service employees also receive regular salary increases, overtime pay, night shift differential, and Sunday premium pay.


Besides excellent wages and the attraction of job security, full-time postal employees receive the following benefits:








	Health Insurance    

	Eligible for the Federal Employees Health Benefits Program that provides excellent coverage with most of the cost paid by the Postal Service.






	Retirement    

	Eligible for the federal retirement program that provides a defined benefit annuity at normal retirement age as well as disability coverage.






	Thrift Savings Plan    

	Eligible to contribute to the Thrift Savings Plan that is similar to a 401(k) retirement savings plan.






	Life Insurance    

	Eligible for the Federal Employees’ Group Life Insurance Program, where basic coverage is paid for by the Postal Service, with the option to purchase additional coverage.






	Flexible Spending Accounts    

	Eligible for the Flexible Spending Accounts Program, after one year of service, where tax-free FSA contributions can be used to cover out-of-pocket health care and dependent/day care expenses.






	Leave    

	Eligible for a generous leave program that includes vacation leave and sick leave.






	Holidays    

	Postal Service observes 10 holidays each year.






	            

	












How to Apply for the 473/473-C Exam and Test Dates



So now that you understand some of the requirements and benefits of Test 473 jobs, you probably are curious about the process of applying for those jobs. During this process, you will move through a series of telephone or online steps to see if you are ready and qualified to take Exam 473.


But let’s not get ahead of ourselves. To begin the process, you undoubtedly have some questions, such as the following, that you’d like answered. Why do I even have to take a postal exam? Postal tests are tools the USPS uses to identify which applicants are best suited for particular jobs. In addition, hiring people based upon postal exam scores prevents any form of discrimination. When are the test dates? There’s no simple answer to this question because the USPS does not schedule exams regularly. Each postal district gives the necessary postal tests to fill certain job openings whenever it needs positions filled. Therefore, your first task is to find an announcement number for a job opening (or a group of job openings) in the state and town or city where you want to work. What is an announcement number? An announcement number is a six-digit number that represents one or more jobs in a particular town or city. You’ll find job announcement numbers either online at www.usps.com/employment or printed on a hard-copy announcement that you may see posted in your local post office or career center.


Online announcement numbers are found in a chart or table. First, you indicate the state you live in and then you scroll down the list by town or city, listed alphabetically. Choose a listing with Exam No. 473 in the third column. A section of the online chart looks like the following:


[image: ]


[image: ]


Exactly where can I find job announcements? The USPS maintains a national directory or register of job openings. Employment opportunities are listed in several places.


[image: ]    Online:


1.   Go to www.usps.com/employment, or visit the USPS website, www.usps.com, and click on the link at the bottom of the page called “Jobs.”


2.   Check out listings of federal job vacancies at www.usajobs.gov.


[image: ]   Within the USPS and federal systems:


1.   On public and employee bulletin boards in your local Post Office


2.   On public bulletin boards in Post Office buildings accepting applications


3.   At federal job information centers


4.   In state employment offices


5.   On public bulletin boards in local, federal, state, and municipal buildings


[image: ]   On public bulletin boards or newsletters:


1.   Colleges and universities


2.   Veterans’ organizations


3.   Community service organizations


4.   Community newspapers


5.   Women’s and minority associations


How do I sign up to take Test 473/473-C? After you know the announcement number of the job you are interested in, you need to apply for the position, which will also sign you up for the entrance-level exam. Note that people may only apply during the period the announcement is open and only if they meet the qualifications stated in the announcement.


Recall that these exams are given to meet the staffing needs of the Postal Service. When the examination announcement is closed (Closing Date), applications are usually no longer accepted. If exams are not offered in your area when you are interested, you have two choices:


1.   Check back regularly online at www.usps.com/employment or by telephone at 1–866–999–8777 (TTY 1–800–800–8776).


2.   Choose another state or city that you are willing to relocate to. By the way, you may apply only one time for any one announcement number.


Now that you have your announcement number, you can apply in either of two ways: online or by telephone. The USPS emphasizes: “Due to high call volumes, we recommend you apply online. Applying online will take approximately 2 minutes. Phone applications will take approximately 8 to 15 minutes.” Either way, the personal information you provide will be held in confidence—that is the law.


Online Go to www.usps.com/employment and enter the announcement number or search for job opportunities by state. You will be prompted through the application process and asked for other required application information. You will need your full name, Social Security number, street address with ZIP code, and phone number.


If you are selected to take the exam, at least 1–2 weeks before the test date, the USPS will mail you a scheduling package that indicates the exam date, time, and location, along with materials to help you prepare.


For example, the first page you are required to fill out online looks like the following. You are clearly prompted through the remaining pages.


You are applying to take an exam for the following position








	Announcement Number:    

	149007






	
Examination: 473 Processing,

	Distribution, and Delivery Positions






	City, State:    

	BAKERSFIELD, CA










To ensure that individuals understand the conditions of the job for which they apply, a series of questions related to the basic requirements for certain entry-level positions with the Postal Service follows. Please read each statement carefully, and then select the appropriate answer for each question, as it applies to you. Your answers will not be used by the Postal Service for making any selection decisions. However, answering “NO” to a question may indicate your lack of interest in the job in question.


[image: ]


By phone To apply on the telephone, call 1–866–999–8777 (TTY 1–800–800–8776) and follow the prompts. The USPS recommends you use a landline touch-tone phone, not a cell phone. You must have an announcement number to apply by phone. You will also need your full name, Social Security number, street address with ZIP code, and phone number.


If you are selected to take the exam, at least 1–2 weeks before the test date, the USPS will mail you a scheduling package that indicates the exam date, time, and location, along with materials to help you prepare.


After you apply for a position, study this book carefully, and then it’s time to practice, practice, practice! Remember to arrive early on your test date, carrying the requested materials. Be sure to be well-rested and fueled on a light, nutritious meal. You are ready—you can do it!


What Happens after the Exam?


The National Test Administration Center scores all postal examinations. Results are mailed to all test-takers as soon as scores, job choices, and office choices are available. The process normally takes 4–6 weeks, but this time frame is affected by the number of test-takers. There is nothing you need to do; your results will be mailed to you as soon as they are available.


On all USPS exams, 70 percent correct is the passing score, and 100 percent correct is the top score (not including veteran’s preference points, explained in Appendix B). In other words, you need to earn a passing score of 70 on the written examination to continue with the employment process. However, although 70 is the passing score, you’ll want to try for 95 percent to 100 percent to have the best chance of being called for employment. The higher your score, the better your chances for USPS employment.


After you pass Test 473, your name is placed on a list ranked by score. As jobs become available, the highest name/score on the list is called in. After one or two years, the USPS discards the old list and builds a new list, and you would need to start the process over again if you are still interested in a postal worker job. However, let’s stay positive and work toward passing the test and getting hired for the job you dream of.


To that end, let’s look at the composition of Exam 473, along with Kaplan’s proven score-raising tips and strategies!




OEBPS/OEBPS/images/1_5.png
Are you wiling 10 work & feguiar 8 hour ehift (plus break time)?

Aro you willng o work
holdays?

achodulo that may vary from day 1 day. and may includ waskonds and

Are you wiling o porform physical work, including standing, walking, fing, and moving object, for an

oo wark sni?

Are you wiling o carry modarataly heavy objects (up 0 35 1687

Aro you wiling o 1, cary,or push heavy objects (up o 70 1687

Ao you willng o leam t0 use computors or automated oquIpmont and fochnology?

Ar® you wiling to follow rules and regulations for your personal conduot at work (or example, attendance.

‘smoking restictions, socurty roauiroments)?

Are you wiling 1o follow safety elated poliies and procedros?

Aro you wiling to accopt supsrvision and follow dirsctions/orders?.

Aro you wiling 10 work as @ member of a oam?

Aro you wiling o cooperate with others in performing work?

Ar® you wiling 1o work with varous types of peopie?

Are you willng 10 davelop and maintain posite and respectul working relations wih other employeas

‘and supervisors?

Are you wiling o provide service t customers ancor coworkers?

Aro you willng o koap supervisors and coworkors nformed of workrelated maters?

000000000000000DO0COO00O0O0OOOOO0OOODO

Yen.
No

Yoo
No





OEBPS/OEBPS/images/LOGO.png
KAPLAN)





OEBPS/OEBPS/images/1_3.png
. Announcement Opening ~ Closing
i EemNo.  ExamTi
City/State No. :xam No. xam Title: Date Date

Elcctronics

BAKERSFIELD, CA 145396 932 fctronics 0200910 06/30/10
Technicians

BAKERSFIELD, CA 145401 933 Maintenance 021410 05/30/10
Mechanics

BAKERSFIELD, CA 145408 460 fural Carrer 03/0310  06/30/10
Associate
Processing,

BAKERSFIELD, CA 149007 473 Distibuton, 051410 08/31/10
and Delivery

Positions






OEBPS/OEBPS/images/square.png





OEBPS/OEBPS/images/9781607143680_cvi.png
KAPLAN)

Postal Exam
473/473-C

Increase Your Score, Increase Your Career Potential

6 fulllength practie tests

Detailed answer explanations.

Proven score-raising strategies.

Complete review oftested material

Coverage ofprocessing,retail,
delivry, distributi
i jobs






OEBPS/OEBPS/page-template.xpgt
 

   
    
		 
    
  
     
		 
		 
    

     
		 
    

     
		 
		 
    

     
		 
    

     
		 
		 
    

     
         
             
             
             
             
             
             
        
    

  

   
     
  





OEBPS/OEBPS/images/1_4.png
Automotive

BISHOP, CA 145813 i 0607710 0930/10
Technician
Processing,

BISHOP, CA 150433 413 Disirbuton. 0600710 1031/10
and Delivery

Positions






