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MAJOR DUTIES

Serves as Chief, Housing Division, Installation Service Center (ISC) and is responsible for responsible for the planning, administration, coordination and evaluation of a comprehensive housing program. Oversees and coordinates facility management, budget, furnishings, and data management. The work directly impacts 214 family housing units and 464 rooms for unaccompanied personnel.  Eighty-two houses have unique historical value and 40 are occupied by General and Flag rank personnel including the Chairman, Joint Chiefs of Staff, Chiefs of Staff Army and Air Force, Vice Chairman, Vice Chief of Staff Army, Ambassadors, and other high ranking DOD members. Responsibilities also include performing special studies or analysis requiring housing management experience and expertise. 

-- Maintenance and Repair: Develops management plans and directives concerning operation and utilization of housing assets.  Plans, schedules and coordinates major activities for housing projects and facilities.  Develops plans and programs for Army Family Housing (AFH) for current and future years.  Create plans, and programs maintenance, repair, acquisition, and disposition requirements for family and unaccompanied personnel housing, requiring special consideration and documentation. Analyzes past experience and projects trends. (20%)

-- Maintains overview of housing needs, trends, and projects. Recognized projects encompass over $5,000,000 for repair, maintenance, and incidental improvements. These repairs pose unique construction problems due to the age and historical significance of structures. Reviews, investigates, and analyzes current and long-range housing functions. Evaluates maintenance costs to obtain maximum economy. Analyzes surveys to determine adequacy of existing facilities to meet anticipated needs. Determines applicable administrative and statutory limitations for construction and furnishings programs. Serves as technical advisor on matters related to housing problems or procedures. Conducts field inspections to ensure compliance with applicable safety, convenience, and maximum utilization factors. Assures that needed repairs, alterations, and general maintenance meet required standards. (20%)

-- Budget:  Executes annual budget and work plan by coordinating design development and review, obtaining necessary budgetary and project approvals, procurement, and project execution. Coordinates actual execution of the work with residents, ISC staff, contractor personnel, and installation headquarters.  Executes the annual budget and prepares related reports (e.g. command operating budget input, mid-year review and year-end close out).  Develops, monitors, and recommends expenditures of an annual budget of approximately $3,000,000. Reviews and evaluates cost and budgetary actions dealing with operations and maintenance of the family and bachelor housing programs. Studies analyses of projected cost reports, actual cost, budgetary estimates, and justifications consolidated and prepared by subordinate personnel for clarity, completeness, and final results. From these analyses, monitors funds allotted and recommend adjustments to installation requirements as needed. (15%)


-- Policy:  Studies, analyzes and interprets instructions, laws, rules, regulations and policies issued by higher authorities (i.e., DOD, DA, MACOM, Garrison Commander and ISC) and develops local policies and procedures to implement these directives concerning utilization, assignment and termination of quarters, fee and charge collection, record-keeping, reporting methods, tenant relations, etc. Provides instruction and guidance for implementation. Makes recommendations on unusual and controversial problems dealing with policy matters and conflicts applicable to housing operations. Maintains an effective internal controls program. (15%)

-- Data Management:  Manages automated databases such as Housing Operations Management Systems (HOMES) database and other housing related databases. Maintains continuing liaison with systems personnel to discuss program requirements and make recommendations concerning modifications to systems. Ensures that routine and special reports from those databases are accurate; modifies/upgrades databases as required IAW instructions from higher headquarters. Assures that record keeping and reporting methods conform with prescribed procedures. (10%)

-- Furnishings:  Plans, programs, and executes furnishings program for General Officers and special command sergeants major, including Special Command Position (SCP) personnel. Ensures requirements for SCP amenities are in accordance with applicable directives and regulations.  Oversees special requirements for furnishings.  Provides crystal, china, silverware to SCP, Army wide. Ensures a comprehensive long-range plan and preventive maintenance program is in effect to replace furniture and furnishings for family housing and troop billets. Ensures equipment and furnishings are maintained at authorized levels in family and bachelor housing. (10%)

-- Personally meets Flag Officer and Ambassadorial occupants prior to the occupancy of quarters. Implements Army regulations and command guidance for furnishing and/or engineering work and personally follows through with actions necessary to ensure that requirements are met in a timely, satisfactory, and non-controversial manner. Responds to requests related to housing matters to ensure that Division response is timely, accurate, and adequate. (10%)


· Performs other duties as assigned.

NOTE: This position has oversight of a contract/MEO staff.  

It is the responsibility of this position to ensure the work performed in this work center is in accordance with contract/MEO documentation.  Discrepancies will be reported to the QAE/COR for resolution.

28.48% of this position’s time will be directed towards the management/oversight and quality control of the contract/MEO staff, as appropriate. 

Need to address director responsibilities regarding MEO across FMMC

Factor 1 Knowledge Required by the Position 1-7, 1250 points

Comprehensive knowledge of  Federal, agency, local, state, county, Federal, and DA housing policies, requirements, administrative practices, and procedures related to the planning, budgeting, scheduling, and coordinating of management resources to achieve maximum efficient operation of housing projects and facilities. Skill in negotiating major program issues and operational requirements with the management, contractors, engineering and maintenance staff, community organizations, and residents.

Knowledge and skill in directing the application of housing management principles, concepts, and methodology to a variety of conventional and unusually difficult assignments, involving the full range of housing activities, with special emphasis on operations and maintenance, cost management and financial planning, annual inspections/special surveys, furnishings, and automation.

Knowledge of applicable laws, regulations, ordinances, and codes (DOD, DA, municipal, county, State, etc) governing the construction, operation, repair and maintenance, and utilization of housing projects or facilities. Specialized knowledge and skill to effect solutions to unusually complex problems relating to repair, maintenance, and utilization of properties with unique historical value requiring special aesthetic considerations, and the various specialized agencies, offices, and organizations involved.

Knowledge, extreme tact, diplomacy, and skill to effect solutions to problems relating to residents who are among the highest ranking military personnel in the Department of Defense, as well as Ambassadorial level positions.

Factor 2 Supervisory Controls   2-4, 450 points                              

Works under the broad administrative direction of the Director, Installation Support Center who defines mission objectives.  Incumbent independently plans, develops and implements the housing program.  As a technical authority, incumbent is expected to provide authoritative assistance and policy guidance to the ISC.  Receives instruction for the Office of the Director of the General Staff (HQDA), the Fort Myer Garrison Commander and the ISC on matters pertaining to utilization and policy of General Officers Quarters.  Results of work are considered to be technically authoritative and are normally accepted without significant change.  Work is reviewed for fulfillment of program objectives and effectiveness of advice and assistance rendered.  Recommendations concerning new projects and alteration of objectives are usually evaluated for availability of funds or program goals.

Factor 3 Guidelines   3-4, 450 points

General policy guidance and legal precedents covering management of government housing projects or-facilities are available. However, specific guidance concerning broad responsibilities for planning and coordinating management activities must be developed and adapted by the incumbent. Initiative and experienced judgment must be used to interpret broad agency policy and apply management principles and concepts to the efficient utilization of work forces, housing facilities, and other resources. The incumbent must also formulate management techniques concerning major program issues to accommodate unique or special problems involving high-ranking military officers and unique structures. In these instances precedence which is directly applicable may not be readily available. Sound and experienced judgment must be used to select appropriate and satisfactory approaches for the resolution of these problems. In addition, work requires development of operational guidance to implement and supplement higher level issuances.


 Factor 4 Complexity   4-4, 225 points

Work involves management planning, cost control and coordination of work forces and resources; negotiating with the Director, Installation Service Center (ISC), Garrison Commander, and tenants on complex program matters and problems. Provides expert advice to the ISC and Garrison Commander, technical personnel, and contractors regarding the housing management program to include the development, acquisition, operation, and use of housing assets.

Decisions regarding what needs to be done require assessment of such operations as project organization and fiscal management; reporting systems; furnishings, supplies and equipment; maintenance conditions and general housekeeping; occupancy and assignment activities; and tenant relations.  Such operations vary among projects or facilities and often require additional review to resolve conflicting functions or erroneous data.


The work usually requires the assessment of such critical project activities as occupancy turnover rates, current and projects operating costs, utility conservation efforts and structural or physical condition of housing assets to formulate recommendations or directives governing housing operations and maintain control of allotment obligations and expenditures to ensure housing fund limitations are observed.  The work also requires analysis of problem areas or deficiencies; determining the feasibility of improvements or repairs within the framework of established cost targets; and the development of recommendations and justification concerning funds, personnel and materials to accomplish all housing activities.

 
Factor 5 Scope and Effect  5-4, 225 points

 Purpose of work is to develop management plans and criteria related to the application of Army housing policies. The incumbent serves as an authority for management, operation, and utilization of housing assets, and resolving a variety of unique or unconventional problems. Because of the high visibility and political sensitivity of personnel housed and the historic significance of structures, work may affect Army policies regarding housing program effectiveness and may often impact on other installations and projects.

Factor 6 Personal Contacts  6-4, 120 points

Personal contacts routinely include high ranking military tenants and their aids, supervisors and personnel throughout the installation, professional engineering and maintenance personnel, contractors, community groups, security police, work coordination personnel, civilian personnel within the Department of Defense, persons from other installations and outside agencies, 

Contacts may be at the incumbent s workplace or at the workplaces, meeting rooms, or conference facilities, or other locations available to the persons contacted.


Factor 7 Purpose of Contacts  7-3, 120 points


Purpose of contacts is to influence cooperative attitudes and compliance with housing policies or directives; mediate or negotiate conflicts among regulatory agencies, engineers and technicians, business or contractor representatives. The incumbent must frequently develop rationale and justify proposed housing expenditures to agency officials authorized to grant approvals.

 Factor 8 Physical Demands   8-1, 05 points

The work does not have special physical demands, though it may frequently entail climbing several flights of steps, standing, and occasional light lifting (10-20 lbs). The incumbent is required to operate a motor vehicle (car or small van).

Factor 9 Work Environment 9-1, 05 points

The work is done both in a normal office environment and at the site of major and minor construction projects. While the office is normally adequately lighted, heated, and ventilated; site visits may entail some exposure to adverse weather conditions. 


NOTE: Position requires a Secret clearance and a valid drivers license.

Duties of the position require submission of SF-450, Confidential Financial Disclosure Report, IAW AR 600-50.

Total Points is 2850.  This is within the Grade Conversion Table point to grade range of GS-12 (2755-3150)

