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Special School Abtended: Adjutant General School , Indianapclis, Indiana
Internaticnal Accountant School, Cuicago, I¥inois

Fresent Military Statuss Administrative (fficer in ¥ilitary Reserves

Hilgh Behool: Completed Cortificates Diplona

Colloges el ¥ar College

apivars:*: of Corpus Christi, Dogrect Pachelor of Business Administraticn

e

4

Undergraduates: Business lau, Tersonnel Maragsment, Corperatiorn Fingnce
Business Statistics

aduates : Pergennel Hanagewment, Public Rala

Graduat T 1 Ha s Public Ralation

Cther: Cablnet Making Militerys Civil Affoirs & ¥ilitayry Cov't
Ticensze R al Zstate Froker Adjutant UGenoral School

Notary Public .

Hewbers hip. 01VLO Qrganizations: Anerican CI Forum of the United States
looague of United Letin American Cltizens

Other: ) +  JHablionol Acgsociation of Pogtal Supervisors
Hetional Postal Union Clerks Urganization
International Accountants
Iy
Leigure tims activities:s Reading
Aennﬁa, Feotball, laseball
Fighing end Boating

}

Officer's Standing in following Organizations:

American GI Forum - District III - Vice Chairman

National Association of Postal Supervisors - Secretary-Treasurer
P. 0. Credit Union - Chairman & Secretary

(Supervisory Committee)

L.U.L.A.C, - Member




Raime @. Muguerza BBA

Regional Costs Analyst: U.S.Post Office Dept., Regional Office
DUTIES AND RESPONSIBILITIES:

1. Makes analytical review of records and reports of the several
thousand post offices and other installations within the regional area.

2. Prepares schedules, statements, and reports based on the an-
alysis concerning the distribution of costs allocable to pest offices
and postel transportation units.

3. Undertakes the development end completion of work performence
,standards data compiled by large post offices within the region.

i 4. Analysis and evaluates cost dasa on the various functions of
postal installations, such as mail-handling, window service, collec-
tion and delivery services within post offices, mail distribution in
transit and transportation services, utilization and maintenance of
buildings, equipment, and other postal facilities.

5. Prepares cost analysis reports, recommending revisions in use
of manpower, equipment, and transportation.

6. Develops and applies procedures for examining, reviewing, con-
trolling, and determining discrepancies in cost reports in assigned
phases of the cost eanmalysis pregram withing a region.

ORGANIZATIONAL RELA TIONSHIPS.

Reports to the regional costs officer or other designated superviser,.
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Sept. 15, 1966

ITEM 19 DUTIES AND RESPONSIBILITIES e

1. Supervise the preparation of, or personally prepares, daily,
accounting period and other periodic or special reports reflecting the
financial operation of the Corpus Christi, Texas, Post Office. Prepares
- the daily financial reports, balances accounts, and investigates ques-
tion items in subsidiary documents or accounts. Contacts Station Su-
perintendents, window service supervisors and others involved in financial
reporting to resolve problems which arise. Performs similar action on
accounting period reports and other periodic or special financial reports.

2. Supervises or personally controls and maintains accounting re-
cords reflecting remittances, money order transactions and other finan-
cial transactions o stations and branches. Maintains and verifies re-
cords of box rents, patron meters, post office meters, advance deposits,
postal savings and similar receipts items. Maintains stamp requisition
records.

3. Reviews incoming bills and prepares miscellaneous disbursement
checks. Directs the maintenance of uniform allowance records and reviews
bills prior to certification for reimbursement. On questionalble items
recommends approval or disapproval to Chief Accountant.

L. Supervise and or personally reviews time cards prior to sub-
mission to the Regional Director, Postal Data Center, to insure proper
time reporting and cross footing of hours. Answers employee questions «uo
concerning possible errors in time reporting on overpayments and under-
payments., Corresponds with the Director's Postal Data Center Office to
resolve pay and time reporting disagreements. Keeps time clerks adviced
of proper time reporting procedures and changes in procedures.

5. Assists the Chief Accountent in the gathering and compilation of
WMS data the analysis of this data and the preparation of related reports.

6. Performs other accounting and reporting duties as assigned by the
Chief Accountants.

7. Prepare Forms and make disbursement for Postal Technician or act
in his capacity while performing duties of same for the Ass't Postmaster.

8. Help Finance Examiner in the checking of stamp stock in the Main
Post Office, Classified Station and Contract Stations.

9. Perform also other duties the Ass't Postmaster may direct.
Raime G, Muguerza BBA

Lh2 Clifford St.
Corpus Christi, Texas 78L0L
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