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Preface 

In my twenty-plus years of preparing people to take various postal tests, it never ceases to amaze me how a large share of applicants make minimal investments toward their test preparation. Make no mistake, these are highly competitive exams. An extra one or two percentage points will make a pivotal difference in getting an interview and being subsequently hired.

Top-step postal wages are close to $25 per hour. When other benefits are included such as medical, retirement, life insurance, vacation and sick leave, to name a few, employment with the United States Postal Service is extremely desirable. Hundreds, if not thousands, of people will apply for these positions. Your use of this study guide will give you a distinct competitive edge over others. You will be able to approach the exam with complete confidence and have the ability to achieve a high test score. Well over a million people have successfully used my test preparation manuals and it will work for you. My confidence is shown through my written GUARANTEE. If, after using this material, you do not score 90 percent or higher on your postal exam, you will be entitled to a full refund from the publisher. 
(back page) That should demonstrate how committed I am to helping you achieve your goal of employment.

Once hired, the job satisfaction for these positions is very high and the services provided are considered to be among the most trusted and dependable in both the public and private sectors. Congratulations on your first step toward a new career!

—Norman S. Hall 


Introduction 

The United States Postal Service, although usually thought of as a tax-supported governmental agency, in fact, has been a private self-supporting organization since 1982. The Postal Service is the eighth largest corporation in this nation, with annual revenues of almost $65 billion. This amounts to approximately 1 percent of the total U.S. economy. With over 700,000 career employees in more than 39,000 post offices that service 146 million delivery points daily, the Postal Service is this nation’s largest civilian employer. According to recent statistics (published in area updates), the types of positions within the Postal Service are as follows:

EMPLOYEES 
 (Statistics as of September 2007) 








	Total Career Employees:. .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 
	701,130



	Headquarters / Field Support Units. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	5,952




	Inspection Service (Field) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	3,049




	Postmasters. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	26,203




	Supervisors. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	32,013




	Professional / Administrative / Technician . . . . . . . . . . . . . . . . . . . .  

	11,955




	Clerks. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	214,802




	Motor Vehicle Operators / Maintenance. . . . . . . . . . . . . . . . . . . . . . . . . . . 

	14,730




	Mail Handlers. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	54,980 




	Rural Carriers. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	66,212




	Building and Equipment Maintenance . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	39,903




	City Delivery Carriers. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	225,419




	Transitionals. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	5,912













	Total Non-career Employees. .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 
	66,708



	Substitute Rural Carriers. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	50,853




	Postmaster Relief and Leave Replacements . . . . . . . . . . . . . . . . . . . . . . . . . 

	9,763




	Transitionals. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

	6,092






As shown by this chart, city and rural carriers, clerks, and mail handlers comprise the largest percentage of the work force. The annual personnel turnover rate can range anywhere from 5–15 percent, and is attributable to retirements, promotions, transfers, disabilities, or employees leaving the service for unspecified personal reasons. The Postal Service, therefore, keeps active registers of qualified applicants to fill vacancies as they arise.

The frequencies of exams to the public vary. Ordinarily exams are open to the public once every one to two years. Up until recently, however, some area registers were closed for a period of three or more years due to the advent of automation and the desire to downsize the work force in compliance with leaner budgetary mandates. The Postal Service, however, did not resort to layoffs for a reduction in work force. Instead, downsizing was accomplished through early retirements and normal attrition. The post office is in fact, one of only a few corporations that have never laid off workers. Job security is tantamount to this organization.

When an area register does open, public announcements are made several weeks in advance of the exam in the local media (newspapers, TV, radio) specifying when and where individuals can apply for the test. Test applications  can be picked up directly from the post office, completed, and returned to the post office prior to the announcement’s closure date. Job postings are available via the Internet at www.usps.com/employment. By following the prompts given, you can check nationally which areas are currently accepting applications. This information is continually updated so it is to your advantage to look into this at least once a week to find new openings. Once you have found an opening that is of interest to you, you can apply online to take the exam. You will receive a test announcement number, exam type, and city/state designation along with a short list of questions that relate to basic requirements of the job. For example: are you willing to work an eight-hour shift, work varied schedules, follow established safety guidelines, etc. It is strongly suggested to answer yes to each of these questions. Conditional responses (i.e. No) may indicate a lack of sincere intent to obtain employment. After you provide your full name, Social Security number, and mailing address, you will receive a confirmation detailing your date of application. Within a few weeks, you should receive an Applicant Information Packet in the mail. This packet contains a brief overview of the written exam, a list of items you should bring with you, and sometimes a map of the exam’s location will be included for your convenience. For more information on this subject, see Test-Taking Strategies.

In addition to the written exam, there are some minimum requirements that job applicants must meet for employment eligibility. You must:

• Be at least eighteen years of age at the time of appointment or be at least sixteen years of age with a high school diploma or a G.E.D.

• Be a U.S. citizen or have been granted Permanent Resident Alien status in the U.S.

• Be competent in reading and speaking English.

• Be in possession of a valid state driver’s license and have a safe driving record.

• Pass a urinalysis drug screen prior to appointment.

• Meet minimum medical and health standards as set forth by the Postal Service. This normally is accomplished by sending an applicant to an appointed physician for a thorough physical. Further specifics concerning medical evaluations can be obtained by contacting the personnel department at your local post office.

• Have not received a dishonorable discharge from military service.

In addition: Men between the ages of eighteen and twenty-six must be registered with the Selective Service System in accordance to Section 3 of the Military Selective Service Act. (This requirement is subject to certain exceptions.) Selective Service Registration forms are available at any post office or, if outside the U.S., at any Consular Office.

GENERAL JOB DESCRIPTION OF PROCESSING, DISTRIBUTION
 AND DELIVERY POSITIONS 

Mail processing and delivery is still a labor-intensive industry, despite some of the advances made in automation. Consequently, this gives a Postal Service applicant several choices. Listed below are the most common jobs available for entry-level personnel and a brief description of what is required, as well as basic salary packages. Most, if not all, of these jobs are available in metropolitan areas. Smaller cities or towns, however, which lack the necessary facilities to process mail, will have fewer positions available. The supplemental packet of information sent to you prior to the exam will stipulate what options are available for your given area.

CITY CARRIER/RURAL CARRIER: Both positions require sorting mail indoors according to the route assigned. Here, prolonged standing, walking, and being able to lift up to 70 pounds will be required. Additionally, city carriers are required to carry a mailbag on the route that can weigh as much as 35 pounds. Once mail is organized according to route schematics, it is then the responsibility of the carrier to deliver as well as collect the mail on the route (regardless of prevailing weather conditions). Driving to and from the route requires not only a valid state driver’s license, but also a Government Motor Vehicle Operator’s Identification Card obtained by passing a standardized driving test. Carriers are also responsible for handling accountable mails such as express mail, CODs, and registered or certified mailings. The average wage for city carrier positions is $22.79 per hour, with cost of living adjustments. Work hours are regular. NOTE: Rural carrier positions differ in the respect that the carrier may have to provide his or her own vehicle to deliver the mail. A valid state driver’s license and a minimum of two years driving  experience are required. Compensation for rural carrier associates can vary; however, the average hourly rate paid is $21.75 per hour. Additionally, equipment maintenance allowance is provided for use of a personal vehicle. Work hours can be irregular.

MAIL PROCESSOR: This is an indoor position that requires employees to stand for prolonged periods of time while loading and unloading mail from various automated processing equipment. It is desirable (not mandated) that craft employees be able to distinguish basic colors and shades. The Postal Service has adopted a color code scheme that dictates when certain mails are distributed during the course of the week. While color blindness can impair that discernment, it does not entirely preclude an employee from filling such a position. Most color-coded material provides sufficient information for correct distribution. The average wage for mail processors is $22.52 per hour with cost of living adjustments. Work hours for this craft can be irregular and include nights and weekends.

SALES SERVICES AND DISTRIBUTION ASSOCIATE: Essentially this is an indoor position that requires sorting and distribution of mail accordingly to zip code or area schematics. It may involve prolonged periods of standing, reaching, or lifting (as much as 70 pounds at one time). Associates may also be required to work with the public by conducting window services. This can involve such transactions as selling postage stamps, weighing parcels, handling express (overnight) mail, customer parcel pickup or other accountable mail such as certified or registered pieces. It can also entail fielding a wide array of customer questions about other services, or helping to solve customer problems. Associates are personally responsible for all stamp stock assigned to them and the money they receive from daily postal transactions. The average wage for this position is $22.52 with cost of living adjustments. Work hours may be irregular.

MAIL HANDLER: Employees in this craft mostly work in an industrial environment. The job requires loading and unloading sacks of packages and mail that can weigh up to 70 pounds. Some of this work will be performed inside a postal facility, while at other times it will involve working outdoors on a loading dock or platform. Applicants desiring this position must pass a short (approximately ten minutes) strength and stamina test. It simply involves being able to lift a 70-pound sack and moving it to a location a few feet away. Examiners want to be certain that you are able to accomplish such tasks without excessive exertion or, worse, hurting yourself in the attempt. Proper lifting techniques will be demonstrated prior to the test. The average wage for this position is $20.85 per hour with cost of living adjustments. Work hours for this craft may be irregular and include nights and weekends. 

To further illustrate pay schedules for craft employees, the information below reflects a national agreement between the NALC (National Association of Letter Carriers union) and USPS management. The five-year agreement, brokered in October 2007, represents an 8.85 percent increase in wages combined with five separate cost of living adjustments. The basic earning schedule for a grade I City Carrier is as follows:
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The American Postal Workers Union (APWU), National Postal Mail Handlers Union (NPMHU), and the National Rural Letter Carriers Association (NRLCA) have separate labor agreements with the Postal Service. Not withstanding other contract issues, pay schedules for other craft positions are comparable to what is shown above.

Once an applicant passes the initial screening process (i.e. written exam, interview, physical, etc.) and successfully passes any necessary job simulated performance exercises, he or she is hired on a probationary basis for ninety days. During this period, supervisors closely scrutinize the candidate’s performance of tasks that are required of them. The individual’s motivation, ability to follow directions, and safety are taken into consideration as well. If, at any point during probation, an immediate supervisor has reason to believe an applicant does not meet expectations, the person in question is released from employment. If, on the other hand, supervisors appreciate the person’s job performance and willingness to “go the extra mile,”that person becomes entitled to the full complement of career employment benefits. These include:

• Job security 

• Paid vacations 

• Paid holidays 

• Paid sick leave 

• Subsidized health insurance 

• Life insurance 

• Promotion opportunities 

• Retirement 

• Flexible spending account 

• Employer matched savings plan 

• Compensation for suggestions 

Contact the post office to which you are applying for further information about wages or benefits.

TEST TAKING STRATEGIES 

 When you receive the applicant information packet in the mail, a guide will be furnished that gives a detailed overview of the exam along with a letter confirming the scheduled time and place of the test. You will need this letter, a photo ID or driver’s license, and two #2 pencils in order to be admitted. Under any circumstance, DO NOT arrive late for the exam. Latecomers are not permitted to take the exam and it is very unlikely you will be able to reschedule. Plan to arrive at the place of examination at least 30 minutes early. Once you are in the exam room, examiners/monitors will pass out the test answer sheets. You will be instructed to fill in your personal information (name, mailing address, Social Security Number, etc.), applicable installation office code and the test series number. You will be given the opportunity to select preferential work assignments in various offices. A note of caution should  be exercised here. Typically, you will be offered four (4) separate office locations to choose to work in. Each location, depending on personnel needs, will have various positions open. One office may be a bulk mail facility that only offers mail handler positions, while others may have openings for city carriers; sales, service, and distribution associates; and mail processing clerks. Since you are only allowed to pick three (3) offices, choose those that have the widest variety of positions available. You stand a significantly better chance of having your name selected from a register. Once you make this determination, it cannot be changed. Your test score cannot be transferred to offices other than the ones you have selected. It behooves you, therefore, to sign up for other area exams as they become open. The more test scores you have on different registers, the better your chances are for a scheduled interview and subsequent employment.

Listen carefully to all instructions given by the examiners. If you are instructed to stop working because time is up, do not continue to work on the test. You will not be allowed to work on any part of the exam other than what is clearly specified. Deviation in any manner from established test procedures will result in you being disqualified from further employment consideration.

The format of exam questions is multiple choice. This makes your job a little easier because you know that one of the choices offered has to be correct. Even if the answer is not immediately apparent, you have a chance of guessing the correct answer. In addition, if you find you are running out of time in certain exercises, randomly answering the remaining items will more than likely give you a higher test score than leaving answers blank. Be aware, however, that some exercises prohibit this strategy because incorrect exam answers are counted against correct selections. Consequently, exam scores for these exercises can suffer if one guesses with reckless abandon. Exercises are noted in this book where penalty for wrong answers apply.

While multiple-choice exams are easy to complete, you may be surprised at how many people do poorly or do not pass at all because of improperly marking the answer sheet. An example of an answer blank is provided below to demonstrate how to mark an answer properly.
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The following examples are answer blanks that have been improperly marked, leading to a poor test score.
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Answer sheets are not hand scored. Rather, they are scanned by machine and the machine is indifferent to whatever the reason may be for sloppiness. It will score the answer wrong (even though it may, in fact, be the correct selection) if not enough effort is made to completely fill in the circle. On this same point, however, do not waste too much time filling in answers. As you work through the sample exercises in this book, you will establish an effective balance between speed and accuracy. Practice is the key.

Another costly mistake is accidentally marking answers that do not correspond to the question you are currently working on. A simple way to prevent this problem is to check every ten questions or so to verify that what was marked corresponds with the question at hand. Nothing can be more frustrating than completing all the questions given and then learn you are one answer short on the answer sheet. There will not be enough time to backtrack to discover where the error began. Also, if you decide to skip a question that you are unsure of, be certain to skip the corresponding answer blank for the same reason. One last point about marking a multiple choice answer sheet: If you change your mind about any answer, be certain to erase the original answer COMPLETELY. If two answers are apparently marked, the scanner will consider the answer incorrect. Be aware too, that statistically the first answer arrived at is generally the correct choice.

STUDY SUGGESTIONS 

Postal Service examinations are not the kind of exam on which you can hope for a high test score after “cramming” the night before. Good study habits have a profound impact on how well you do on the exam. If you follow these few simple guidelines, you can approach the exam more relaxed and confident, two essential ingredients for top performance on any exam.

Regular study times should be established and tailored to your comfort. Each person’s schedule is different. Some people prefer to study for one or two hours at a time and then take a break, while others prefer several hours of straight study. Regardless of how you study, it is important you do it regularly; do not rely on a marathon. You will remember the subject matter more easily and comprehend it better if you establish regular study habits.

Where you study is important also. Eliminate any distractions that can disrupt your studies. The television, telephone, and noisy children can hinder quality study time. It is suggested you set aside one room in your home as a study place and use it to isolate yourself from distractions. If you elect to use a bedroom as a study area, avoid lying in bed while you read. Otherwise, you may find yourself more inclined to sleep than to learn. It is important to have a good desk, a comfortable chair, and adequate lighting, anything less can hamper your studying. If studying in your home is not feasible, go to your local library or some other place that offers an environment conducive to study.

Again, be sure to get plenty of rest, especially the night before the examination. It is counterproductive to try to study when you are overly tired. It is also important not to skip meals. Your level of concentration during the exam can suffer if you lack proper nutrition. Coffee and other stimulants are not recommended. Although you are allowed to leave the examination room with permission, you will forfeit valuable test time. Why take the unnecessary risk of jeopardizing your test score?


Part I 
Examination 460 


Address Cross Comparison 

Every stage of the mail sorting process must be done accurately and efficiently. If either a Postal Clerk or Carrier misreads an address, mail is misdirected or delayed. Therefore, Postal personnel must be able to tell whether two addresses are the same or if they represent two entirely different destinations. Sometimes, differences between addresses are subtle—small differences in spelling, for example, or transposed numerals. An applicant must be able to quickly scan the address lists in this section and make an accurate determination to this effect.

At first glance, most people view this exercise as perhaps the easiest section in the exam. However, there is only a limited amount of time allowed (6 minutes) to complete the ninety-five questions given. Therefore, it is important to spend as little time as possible on each question, and yet, be thorough enough to select the correct answer without guessing. In fact, because of the time constraints, examiners will point out at the beginning of this test that you are not expected to finish.

This section of the test provides ninety-five pairs of addresses. You need to determine if each pair of addresses is different or exactly alike. The answer sheet to this test will have two choices from which you may select. Darken answer A if the pair of addresses are shown exactly alike. Darken answer D if the addresses are different. The ten pairs of sample addresses that follow will lend a general understanding of how this test is constructed. Take no more than 30 seconds to complete the samples.

[image: 1]

Only pair numbers 3, 5, 7, 8, and 10 are exactly alike and should have the answer [image: 2] darkened. Answer [image: 3] would be darkened for the remaining pairs (1, 2, 4, 6, and 9). If you missed any of these samples, review the pairs and determine what was overlooked. As you can see, subtle differences in either the numbers or the spelling can be unrecognizable at first glance. Most people, for one reason or another, can spot transposed numbers in either the zip code or the street address. However, applicants frequently overlook differences in addresses that sound the same. Pay particularly close attention to the addresses of this nature before marking your answer sheet. Caution exercised here will pay off in terms of a higher test score.
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