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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
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	Target Grade/FPL: 09

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: 



The incumbent serves as a Housing Management Specialist and is responsible for inspections of one or more housing projects. As such they are the point of contact with public and private industry, agencies and sponsors on matters relative to housing management activities. The incumbent participates in the accomplishment of the Family and Single Soldier Housing Program by performing a variety of assignments.  These include pre-termination, termination, make ready and pre-occupancy inspections of government housing units, determination of maintenance and repair M&R and/or major alterations required by estimating materials and costs to accomplish the work; establishing and scheduling a required time frame for performance of the work inspection of maintenance and repair work in progress and for completeness and acceptability; provides on site liaison with tenants of assigned quarters.

--  Conducts scheduled pre-termination and termination inspections of assigned government  quarters which are to be vacated. Advises occupants of their responsibility and the requirements for clearing quarters. Conducts final inspection to ensure that quarters are turned back to the Housing Division in satisfactory condition. Assesses the condition of the units to determine if deterioration is due to other than fair wear and tear. Advises occupants of action required to satisfy their liability for damaged quarters when appropriate. Inspects all interior facets of the interior as well as the exterior of the building and the grounds. Determines type and extent of maintenance, repair, or minor alterations required, i.e., carpentry, plumbing, electrical, etc.  (15%) 


--  Conducts audits, management reviews and overview of onsite activities; identifies problems and deficiencies related to the habitability of the facilities, and follows on findings to ensure corrective action has been taken. (10%)
 
--  Estimates materials, man-hours, and costs to accomplish work by reference to standard guides and/or other comparable projects. Coordinates with supervisor, Engineering Technician and other Center personnel and appropriate Real Property Maintenance personnel to determine projected date of assignment of vacant quarters.  Prepares routine work requests (4283), describing scope of maintenance and repair and types of material to be used to include color and type of paint and tiles, fixtures, countertops, etc. Establishes flow chart for work schedule. (15%)

--  Incumbent is responsible for inspections involving pre-termination, termination and assignment of as many as 221 family quarters and 464 barrack rooms. Eighty-two of the family housing units have historical significance and 40 of these are occupied by General/Flag Officers including the Chairman of the Joint Chiefs of Staff and the Chiefs of Staff of the Army and Air Force and the Vice Chief of Staff of the Army. Due to the sensitivity of these high-ranking and other positions, it is imperative that the utmost tact and diplomacy be exercised when dealing with the occupants. (15%)

--  Follows up on work in progress by means of on site inspections, liaison with Real Property Maintenance personnel and the (COR) to determine that work is completed on schedule and is of acceptable quality.  (10%)

--  Accompanies newly assigned occupants on pre-occupancy inspections of quarters. Advises occupants of rules, responsibilities and regulations governing occupancy. Provides operating instructions for appliances and heating/cooling equipment as appropriate. Determines need for additional work to meet authorized occupant requests, e.g., special cleaning, installation of additional electrical circuits and like items. Informs occupants of availability of self-help supplies and equipment and the requirement for their involvement in the program. Assures that quarters are in satisfactory condition when receipted for by the assigned occupant.  Makes note of any defects requiring repair and arranges for the correction of the defects. Provides general information to questions concerning on post facilities, and/or refers occupants to other staff elements, as necessary, for more specific information.  (15%)

--  Conducts ongoing interface with tenants and serves as on-site representative of Housing  Division (HD). Resolves minor tenant complaints. Refers more controversial or unresolved complaints to supervisor or other staff elements. Personally investigates complaints involving maintenance and repair work to determine nature and extent. Reminds tenants of procedures for requesting work orders. Provides appropriate data regarding condition of the facilities to the HD Engineering Technician. This input is used in conjunction with historical information to determine Maintenance and Repair requirements as well as develop the short and long-range maintenance and improvement plans for submission to higher authority for approval and funding.  (15%)

--  Is responsible for preparation of responses to requests for exception to standard policies regarding assignment, self-help projects, and other situations arising in the housing project. Contributes to assigning floor monitors and assistants in multi-family buildings, as required. Serves as action officer and prepares responses to requests for exceptions to policies submitted by soldiers.  (5%)

-- Performs other duties as assigned.

NOTE: The use of a privately owned vehicle may be required in travel to housing units and will be utilized on a government reimbursable basis.

Factor 1, Knowledge Required by the Position Level 1-6, 950 points

Knowledge of the fundamental principles, techniques, and methodology related to the scheduling, coordinating, operation, and efficient utilization of government quarters and facilities.

Knowledge of acceptable work standards associated with the repair; maintenance, or improvement of facilities, equipment, furnishings, and other housing assets.

Knowledge of agency management procedures and practices as they relate to the maintenance/repair, management and utilization of government quarters. Knowledge of project planning and ability to analyze information and prepare for presentation to higher authority for approval.

Factor 2, Supervisory Controls Level 2-4, 450 points


The housing supervisor sets the overall objectives and establishes the resources available.  The incumbent and housing supervisor, in consultation, develop deadlines, scope, and level of work to be accomplished.

At this level, having developed expertise in the application of housing management principles and practices in a variety of routine and unusually difficult assignment involving Government owned, assisted, leased and rented, or privately owned housing projects and facilities, the incumbent is responsible for planning and carrying out the assignment, resolving most of the conflicts which arise, coordinating the work with others as necessary; and interpreting policy on own initiative in terms of established objectives.  In some assignments, the incumbent also determines the alternate approaches to be taken and the methodology to be used.

Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with other work, or effectiveness in meeting requirements or expected results. 
 
Factor 3, Guidelines Level 3-2, 125 points

The incumbent is provided with housing regulations, directives, administrative instructions, management procedures, housing habitability standards, and other procedural guidelines that are usually applicable to the work or tasks assigned. Specific guides concerning such functions as assignments, occupancy, inspections, maintenance standards, and other requirements are available for use. The work requires keen judgement and intelligent initiative in the selection, interpretation and implementation of the guidance provided.

Factor 4, Complexity Level 4-3, 150 points

The work includes involvement in complex situations requiring astute and tactful ability to resolve problems. The incumbent conducts special studies or audits to support budgetary, maintenance, improvement, or occupancy activities and develops data, evaluates findings, and prepares recommendations for improvements or correction of deficiencies.

Decisions regarding what needs to be done include the assessment of occupancy standards, cost limitations and adequacy standards developed during inspections, surveys, or interviews. The corrective actions, proposed or implemented, are typically selected on the basis of specific objectives and requirements of the project.

The work involves ability for technical elements such as the physical condition of structure which have an impact on such activities as the maintainability of housing units, tenant relations, housing improvements, and other factors that must be considered in determining the level and extent of corrective actions required.

Factor 5, Scope and Effect Level 5-3, 150 points


The purpose of the work is to identify, schedule, coordinate, and monitor requirements to ensure the continued adequacy of the housing units for occupancy. Also those activities related to the operational management and utilization of a government housing project; the treating of a variety of conventional as well as unique problems encountered in the management of housing projects; analysis of problem areas and recommendation for implementation of a variety of corrective measures within the frame work of housing program requirements.

In addition to facilitating the work of higher level housing managers, the work affects the efficiency and adequacy of the housing program; the quality and quantity of services provided; and the socioeconomic conditions of the families or persons housed.

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

Personal contacts include applicants, tenants, maintenance personnel, contractor personnel, State and local housing officials, and housing personnel from various levels within the agency. The contacts are established in an unstructured setting at a variety of locations.

Factor 7, Purpose of Contact Level 7-2, 50 points

The purpose in many cases is to advise the persons contacted of changes in plans, schedules and policies, coordinate work, exchange information, and resolve operating problems. This includes informing tenants of housing requirements or non-compliance concerning maintenance, orders. In many cases the person(s) may be skeptical or uncooperative and will need to be approached in a manner conducive to obtaining desired results. 

Factor 8, Physical Demands Level 8-1, 5 points

The work involves everyday risks or discomforts. The work area is usually adequately lighted, heated, and ventilated. There are scheduled visits to housing units or facilities where there may be occasional exposure to dirt, dust or other irritant caused by repair or maintenance activities.

Factor 9, Work Environment Level 9-1, 5 points

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

TOTAL POINTS: 1945.    This is in the GS-09 grade conversion range of 1855-2100.

