UNITED STATES
POSTAL SERVICE

e

Thank you for
considering
USPS® as an

Employerof Choice,
we hope to hear
from you soon!

©2019 United States Postal Service®. All Rights
Reserved. The Eagle Logo is among the many
trademarks of the U.S. Postal Service®.

Applying for a Job
at the U.S. Postal Service®

BEFORE YOU START

++ Make sure you have time to complete the entire process:
it may take up to ninety minutes.

++ Use a supported browser. Supported browsers include; Internet
Explorer IE 7-11, Mozilla Firefox, Chrome, and Safari.

++ Ensure Adobe PDF Reader is installed and enabled in supported
browsers.

NOTE: Our system is not compatible with mobile devices.

B T S Y P A e
INSTRUCTIONS FOR APPLYING

1. Gotousps.com/careers

2. Under "USPS Account” select either Create an account or
Log in to your account if you have registered or applied with USPS
before. Sign in with your User Name and Password.

3. The system will walk you through your Profile Roadmap. Please
enter/update your profile with the most recent information.

4. Apply for open positions by clicking on Search Now. You can search
by keyword, location, and/or functional area.
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HELPFUL APPLICATION TIPS

++ Items marked with an asterisk (*) are mandatory and must be
completed to move on to the next page.

++ Review the requirements listed on the job posting. To ensure that
your application is complete, address how your skill set, education
and training matches each of the requirements.

++ VWhen completing the Summary of Accomplishments section, we
suggest that you write about how your skill set, education and
training matches the posting in a supplemental document and
attach it to your application.

++ We suggest that you upload a current resume, if you have one.

Itis the policy of the United States Postal Service (USPS) to provide equal employment opportunities and prevent employment
discrimination. The USPS seeks to attract and retain a diverse workforce in which employees respect and value each other's
differences and work to promote collaboration, flexibility and fairness so that all employees are able to paricipate and contribute
to their full potential.

The USPS provides reasonable accommodation for any part of the application, interview, and/or selection process. If you desire
an accommodalion, please make your request to the examiner, selecting official, or local manager of Human Resources. Your
request can also be made by someone on your behalf. Explain how the process presents difficulty and the accommodation you
desire. Decisions lo grant accommodations are made on a case-by-case basis.
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UNITED STATES
p POSTAL SERVICE

USPS® Online Job Application System — Virtual Entry Assessment

What is the Virtual Entry Assessment (VEA)?

The Virtual Entry Assessment, or VEA, is a group of assessments, each of which apply to a unique
set of USPS jobs. These assessments include:

VIRTUAL ENTRY ASSESSMENT — MC (474) for Mail Carrier jobs

VIRTUAL ENTRY ASSESSMENT - MH (475) for Mail Handler jobs

VIRTUAL ENTRY ASSESSMENT — MP (476) for Mail Processing jobs
VIRTUAL ENTRY ASSESSMENT — CS (477) for Customer Service Clerk jobs

Please refer to your assessment invitation email for further information on the VEA assessment you
must complete.

Assessment Process

How do | complete the assessment process?

You will receive an email from the USPS applicant tracking system (eCareer). The message
will contain a link that will enable you to launch and complete the assessment.

The assessment can be completed by using a smartphone, tablet, or computer at a time and
place of your choosing. To do your best work, you are encouraged to complete the assessment
in an environment free of noise and distractions.

| submitted an application for a job that requires the VEA, but did not receive an assessment
invitation email. Why wasn’t | invited?

Not everyone who submits an application will be invited to take the VEA. Each job posting has a
pre-determined number of applicants who are invited to complete the assessment. Invitations are
issued on a “first-come, first-served” basis.

If you are not initially invited to complete the assessment, you may still have an opportunity to take
itin the future. You are encouraged to watch your email for additional information.

How much time do | have to complete the VEA?

You have a total of 3 days (72 hours) to complete the VEA. Please be mindful to start the
assessment as soon as possible once you have received your email invitation.

What happens if | am unable to complete the VEA within 72 hours?

If you are not able to complete the assessment within the time allowed, then you will not receive
consideration for the job to which you applied. However, you will be able to apply to additional jobs
in the future.

What should | do if | am experiencing problems or technical difficulties with completing the
assessment?

A link to technical support resources is provided at the beginning of the assessment. Tips are
provided to troubleshoot the most common causes and a technical support phone number is
available if your issue is not resolved.

508-03/26/201¢-mh
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How do | get my results for the VEA?

Once you have completed the VEA you may check your results by logging in to your eCareer
Candidate Profile. Open the Roadmap and go to the Assessments page (7).

This score will be used if you apply to jobs that require the same VEA version.

| don’t see a score on my Assessments page, it just says “ineligible.” What does that mean?
Candidates who do not receive a passing score are ineligible on this version of the VEA. If you don't
successfully pass a version of the VEA on your first attempt, you will be able to try again after one year.
You may still apply to other jobs that require a different version of the VEA.
Candidates who do not complete the assessment within 72 hours are also determined to be ineligible. In
this case, you are ineligible for the specific job to which you applied. You may apply again to any jobs
requiring this version of the VEA, as well as to other jobs that require a different version of the VEA.

Reasonable Accommodation in Testing

| believe | have a disability and need an accommodation to take the assessment. How do | request an
accommodation?

At the beginning of the assessment, a link is provided for those with a qualified ADA disability to access
an accommodation version of the assessment.

For questions related to reasonable accommodations in testing, please contact Examadmin@usps.gov.
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