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FLSA: Exempt
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	CIPMS PD: No

	Career Program: 
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 
	Requires Access to Firearms: Varies
	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 09

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



DUTIES:

Serves as Housing Management Specialist responsible for furniture program.  Plans and budgets for maintenance and repair, and determines the distribution of family and bachelor housing furniture, including, furniture for troop billets. Analyzes furniture inventory to determine quantities by type and dollar value of furniture on hand and repairs required; determines whether furniture provided to occupants is proper and consistent. Collects and analyzes data and presents solutions or makes recommendations to supervisor when there are frequent changes or fluctuations in the level of the operating program or when the furniture program is adversely affected because of changing sources of supply and/or increased cost factors.

-- Serves as the Housing Division (HD) liaison with supporting Supply Management Division activities. Through information furnished by the Property Book Officer, maintains data for new or replacement furniture and household equipment in accordance with established criteria or authorizations for the housing program. Determines, plans and programs requirements for all family and bachelor furniture and major household appliances. Prepares and submits budget data pertaining to requirements and maintenance of the furniture program for inclusion in the MDW Command Operating Budget. Conducts studies based on fund allocations to ensure that the procurement of a cost balance of furniture/furnishings and equipment are within established priorities and provides input to management for the installation program. (25%)

--  Initiates furnishings procurement actions to include execution of replacement, initial issue and distribution of family and bachelor housing furniture and major household appliances, Ensures that maintenance and repair of furnishings are accomplished on a sound economic basis. Recommends the most expeditious and economical means for procurement of maintenance services for government-owned furnishings. In conjunction with Supply Division, initiates associated paperwork to accomplish the requirement. Serves as point of contact on commercial contracts pertaining to cleaning, repairing, fabrication, installation of drapery, carpeting, blinds, etc. (25%)

--  Ensures requirements for furniture, furnishings and equipment authorized and provided in Special Command Position quarters , General and Flag Officer quarters, and the Post Commanders quarters are in accordance with higher authority directives and policies. Advises supervisor of limitations as cost, allowances, procurement, and approval required for DA controlled items. Initiates associated paperwork for exceptions, etc., involved in providing services/supplies. Writes specifications for repairs and new furnishings (drapes, carpet, venetian blinds, cleaning of quarters) and other furnishings as required. (25%)

--  Initiates Reports of Survey.  Uses latest directives, regulations, and repair contracts as guides in determining estimated changes. As directed by supervisor, schedules and conducts special surveys, investigations and reports, evaluating pertinent data as to status of availability and degree of service-ability for all applicable furnishings and equipment. Is responsible for maintaining current status and historical data of all action requests involving drapery, carpet, and equipment replacement, etc. (25%)

--  Performs other duties as assigned.

Factor 1, Knowledge Required by the Position Level l-6,  950 pts.

--Knowledge of agency management procedures and general business practices related to the management and utilization of government housing facilities, quarters, and furniture program.

--Skills in developing directives, instructions, and procedures concerning the utilization of housing facilities relating to the furniture program; conducting inspections and audits to identify project deficiencies, determining the impact of repairs, improvements, or other corrective measures; and coordinating and scheduling or implementing the work with other organizational activities.

--Knowledge of agency cost and funding control procedures and skill in the maintenance and control of expenditures to assure limitations are observed. Knowledge of project planning requirements and skill in developing recommendations and justification for major housing activities which also relate to the furniture program.

Factor 2, Supervisory Controls Level 2-4,  450 pts.

The housing supervisor makes assignments by defining functional responsibility and housing program and management objectives. The supervisor provides advice, assistance, and support in unusual, controversial situations.

The incumbent plans and carries out assignments to completion in accordance with agency management procedures, local instructions, and accepted practices.

The supervisor appraises performance by evaluation of family housing operations assigned through occasional review of records and reports, results of higher headquarters inspections, and complaints or other comments offered by housing tenants. Overall work is evaluated in terms of performance standards established by the supervisor. 

Factor 3, Guidelines Level 3-3,  275 pts.

The incumbent is provided with agency wide housing regulations, standards, handbooks, schedules, and other procedures that are generally applicable to the work, but lack sufficient detail for specific decisions or actions.

The work requires judgment and initiative in the selection, interpretation, and application of occupancy, maintenance, funding, and other guides; and originality in adapting such guides for specific work situations or special projects within the framework of established objectives. The incumbent must also review and evaluate housing procedures, workflow, and methods as they affect the cost of maintenance and the adequacy and availability of housing facilities as they relate to the furniture program and recommend changes or adjustments conducive to increased efficiency and economy of operations.

Factor 4, Complexity Level 4-3,  150 pts.

The work includes direct responsibility for the furniture program. The incumbent must apply the full range of methods and processes related to the planning, scheduling, and coordinating of management activities to the available housing assets.

Decisions regarding what needs to be done include the assessment of the furniture program, cost targets; housing adequacy standards; and required changes, waivers, or exceptions to housing policies as relates to the furniture program. The work requires making decisions regarding the interpretation of data related to furnishings and equipment inventories; and community housing referrals. 


Factor 5, Scope and Effect Level 5-3,  150 pts.

The work involves treating conventional occupancy related problems concerning the furniture program.  Analyzes problem, and implementing appropriate corrective measures within the framework of established program requirements.  The work affects the efficiency of the installation s housing program and the habitability of the families housed.

Factor 6, Personal Contacts Level 6-3,  60 pts

Personal contacts include housing tenants and housing representatives from other agencies, maintenance contractor personnel, Supply Division personnel, vendor representatives, and on occasion other persons or groups from outside the agency. These contacts are established usually in an unstructured setting at a variety of locations.

Factor 7, Purpose of Contacts Level 7-2,  50 pts

The purpose is frequently to influence or persuade the persons contacted to accept or agree with changes in plans, schedules, and policies or recommendations and proposals submitted for approvals. The persons or groups contacted may be anxious, skeptical, uncooperative, or in a position to make judgments on current or proposed activities and must be approached in a manner conducive to obtaining desired results.

Factor 8, Physical Demands Level 8-1,  5 pts.

The work is principally sedentary. No special physical demands are involved.

Factor 9, Work Environment Level 9-l,  5 pts

The work involves normal risks or discomforts associated with an office environment. The work area is usually adequately lighted, heated, and ventilated.

TOTAL POINTS: 2095 is within the GS-09 point range of 1855-2100

NOTE: May be required to operate a military vehicle or use POV on a reimbursable basis in performing duties.

