
Federal Executive Mail Manager Competency Model
Purpose:  The Federal Executive Mail Manager Competency Model is designed to facilitate a Federal Mail Management Training Program, which has the following goals:

· Establish a benchmark of excellence for federal mail managers;

· Teach and manage a federal mail staff with this training knowledge;

· Include a respected group of federal professionals who have proven commitment to federal mail management;

· Demonstrate the highest level of excellence in knowledge, competence, and skills in the interpretation and use of the federal mail management policies and processes;

· Offer federal agencies the ease of mind that comes from knowing they have selected a mail manager who has successfully met the requirements of a respected credential.

	POSITION
	COMPETENCY
	RESPONSIBILITIES
	DESCRIPTION 
	SUGGESTED COURSES

	PROGRAM – LEVEL MAIL MANAGER -CUSTOMER TRAINING
	
	
	
	

	Program-Level Mail Manager (tasks outlined in Federal Register/Vol. 67, No. 109/Thursday, June 6, 2002/Rules and Regulations - 102.192.145)
	Federal Mail Policy and Procedures
	· Be knowledgeable of all applicable mail policies and procedures
· Coordinate all program’s large mailings and print jobs to ensure that the most efficient and effective procedures are used;
· Work closely with the agency mail manager, mail managers at all agency facilities that handle significant quantities of mail or print functions for your program, and mail technical experts.
	· Minimize postage and printing costs
· Current technologies

· Mail Safety and Security: 

· current initiatives

· Interagency Security Council

· Printing:  Mail Piece Quality Design

· Project Management

· Contracting for mail services

· Mail List management

· Alternatives to mail
	

	
	Mail Center Safety and Security
	
	· Implement the mail security plan. 
· Polices and procedures for safe and secure operations
· Procedures for handling all incoming mail
· Attend security training for mail center personnel
· Procedures for ensuring compliance with the standards established by the Interagency Security Committee
· Participate in quarterly review of agency’s security measures and facility-level security plans
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