
 

UNITED STATES POSTAL SERVICE 
CALIFORNIA 2 DISTRICT 

OAKLAND, CA 94615 - 9351 

 

 

 

OPENING DATE:       5/12/2021  
 

CLOSING DATE:       5/24/2021 
 

TO:                               OAKLAND PSE CLERKS    

                                 

POSITION:                 General Clerk Vehicle Maintenance Facility (Level-06) Tour 2 

                                 

LOCATION:               Walnut Creek VMF 
          2070 N BROADWAY UNIT VMF 
                                WALNUT CREEK, CA 94596-3773 
 

NOTE:                      TO BE FILLED BY THE                 

                                       BEST QUALIFIED APPLICANT. APPLICANTS MUST SUBMIT A WRITTEN        

                                       STATEMENT SHOWING QUALIFICATIONS AND EXPERIENCE ON PS FORM  

                                       991. APPLICANTS WHO FAIL TO COMPLY WITH THIS REQUEST WILL BE  

                                       RATED “INELIGIBLE”.       

 
                               TOUR OF DUTY  

                               06:00AM – 14:30PM  

DAYS OFF  

Saturday-Sunday  

 
 

BASIC FUNCTIONS   

Performs a variety of clerical duties relating to the maintenance of vehicles. 

 

DUTIES AND RESPONSIBILITIES 

 

1.  Establishes and maintains facility and perimeter vehicle maintenance schedules by listing all vehicles by capacity 

group and type of maintenance; prepares work schedules indicating when vehicles prepares work schedules indicating 

when vehicles are due for maintenance; makes initial preparation of work orders attaching vehicle maintenance record; 

computes totals on the work orders; as directed, arranges for the delivery of vehicles to the facility for scheduled 

maintenance; informs superior when schedules are not adhered to; and schedules high mileage vehicles for lubrication. 

 

2.  Establishes and maintains vehicle jackets and records; posts on a vehicle maintenance record card from work orders 

and repair tags such information as date, mileage, type of maintenance or repair work performed, work order number 

and brief description of work performed; circles in red repeat items of maintenance; distributes copies of the work 

orders and repair tags as indicated on the forms; and reviews and maintains a file of contract work order-invoices for 

repair of perimeter vehicles. 

 

3.  Calls to superior's attention improperly written work orders , repeat items of maintenance or road calls and other 

unusual information which affects the maintenance program. 

 

4.  Sets up stock cards for each part or type of fuel and lubricant maintained in stock entering name, manufacturer's 

number, stock number, maximum and minimum quantities to be stocked, location or bin number. 

 

5.  Posts to stock cards from invoices such data as receipt date , purchase order number, quantity received and unit 

price and from mechanic's requisition such data as date, vehicle number , quantity issued and balance on hand, and 

posts to stock cards issuance of fuels and lubricants. 

 

6.  Maintains record of trucks out of service and reasons therefor, obtaining data from supervisors. 

 

7.  Complies data for and prepares reports as instructed. 

 

8.  Verifies entries on time cards and notifies superior of any irregularities. 



 
 

 

9.  Operates various office machines such as typewriter, adding machine and calculator. 

 

10.  Prepares requisitions for supplies. 

 

11.  Assists in the storage and issuance of tools, parts and supplies.  
 
 EXAMINATION REQUIREMENTS 

  
Applicants must demonstrate clerical and verbal abilities. This must be demonstrated by successful completion of 

Postal Service Test 710 and 718 

  

PHYSICAL REQUIREMENTS  

 
Applicants must be physically able to perform efficiently the duties of the position. 

 

BARGAINING UNIT QUALIFICATION STANDARD 

Q0301x 

  

(0301-48XX) 

GENERAL CLERK, VMF 

 

FUNCTION: 

  

Assists with, and performs a variety of clerical and routine administrative duties in a motor vehicle maintenance 

facility. 

  

REQUIREMENTS: 

  

KNOWLEDGE, SKILLS, & ABILITIES REQUIREMENTS: 

  

This section is composed of Knowledge, Skills, and Abilities (KSAs) which are required to satisfactorily perform the 

tasks of the position. Applicants must demonstrate that they possess a sufficient level of each KSA, to include at least 

minimum competency for senior-qualified positions to enable them to perform these tasks satisfactorily. Applicants 

demonstrate these levels by describing examples of experience, education, or training, any of which may be non-

postal. Ratings are based on the demonstration of the level of possession of each of the KSAs. Failure to demonstrate 

any KSA is disqualifying. 

  

1. Ability to maintain records and prepare reports. 

  

2. Ability to read and understand instructions. 

  

3. Ability to perform basic arithmetic computations. 

  

4. Ability to operate office machines such as calculator, adding machine, duplicating machine, etc., if required. 

  

5. Ability to analyze, explain, and apply laws, regulations, rulings, and procedures pertinent to the work to be 

performed. 

  

6. Ability to work with others. 

  

7. Ability to schedule work, either materials or people. 

 

HOW TO APPLY 
 

Applicants must submit a PS Form 991 and address each of the (7) requirements listed on page 2. It is not 
necessary to give the PS Form 991 to your supervisor as no evaluation is needed. Applicants must submit 
completed PS Form 991 to USPS Walnut Creek VMF Manager 2070 N BROADWAY UNIT VMF 

WALNUT CREEK, CA 94596-3773) on or before the closing date (5/24/2021 – 4:00 p.m.). Applicants who 
fail to comply will be rated ineligible. 
 

 



 
 

 

 

 

Applicants should also submit copies of:  

1. Current DMV Driver’s Abstract/printout H-6  

 
• All qualified applicants will receive consideration for this position without regard to race, religion, color, national 

origin, age, sex, political affiliation or any other non-merit factor.  

 

• Applications must be submitted no later than May 24, 2021  4:00p.m.  

 

• No withdrawals and/or additional applications will be accepted after this closing date.  
 










