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	Career Ladder PD: 



MAJOR DUTIES

Performs housing assignment and termination duties in a Housing Office which may be configured in one of a variety of organizational structures:

Provides counseling and guidance to military of all ranks and to their family members. May perform any combination of the following duties:

--  Receive and process applications for on-post (family/bachelor) housing. Review application for accuracy and completeness of data to include eligibility date, number of bedrooms required/authorized, approximate waiting time for on-post housing.  Provide a complete explanation of on-post quarter’s availability, waiting list, and approximate waiting time. Explain applicable regulations and installation policies, e.g., how bedroom requirements are determined, how housing assignments are made, and process for placement on waiting lists. Utilize photographs, floor plans, and map to answer questions and to provide information about location, size, type, and condition of on-post quarters. Provide general information about installation facilities. (60%)

--  Assign quarters. Notify applicant when quarters are available. Prepare assignment orders and other required paperwork Schedule quarters termination - coordinates scheduling between tenant and inspector, and insure timely accomplishment of pre-termination and final inspections. Contact individual to insure that the service member clears through the Housing Office. (25%)


--  Maintain personal and telephonic contact with housing project managers.  Uses various automated systems in the maintenance of all records in the organization. Basic office automaton skills required. (15%)

-- Performs other duties as assigned.

1. KNOWLEDGE REQUIRED BY THE POSITION 1-3, 350 points

Knowledge of the fundamental principles, techniques and methodology related to the scheduling coordinating, operation, and efficient utilization of on post housing facilities. General Knowledge of acceptable work standards associated with the repair, maintenance, and/or improvement of facilities, equipment, furnishings, and other housing assets.  Office automaton skills required. 

2. SUPERVISORY CONTROLS 2-3, 275 points

The supervisor or higher level housing manager makes assignments by defining project requirements, work priorities, and task deadlines and assisting the incumbent with extreme situations or unique problems. The incumbent exercise resourcefulness and initiative while completing assignments in accordance with established housing policies, instructions, prior training, and directives. Completed work in the form of narrative recommendations, technical reports, inspection findings, and other work products are reviewed for conformance with established policies and requirements.

3. GUIDELINES 3-1, 25 points

Is provided specific guides concerning such functions as assignments occupancy, maintenance and other requirements are available for use. Must use judgment in selecting the appropriate procedure, schedule, or criteria for specific work assignments and may be selected from among several methods defined within the scope of the guidance materials.

4. COMPLEXITY 4-1, 25 points

Assignments are conventional in nature and consist of a limited variety of well defined and directly related administrative tasks.    The work is performed as indicated by the supervisor or as defined in local guidelines.  The work consists of the application of specific criteria related to family size, status, and location and housing availability. 

5. SCOPE AND EFFECT 5-1, 25 points


The purpose of the work is to accept applications for on-post housing maintain the waiting list and assign personnel to houses when they become available.  These are specific processing and disposition of a limited number of routine assignments.  


 6. PERSONAL CONTACTS 6-2, 25 points

Personal contact includes applicants’ tenants, maintenance personnel, and housing specialists from various levels within the Department of Army. 


7. PURPOSE OF CONTACTS 7-2, 50 points

The purpose is to coordinate the work, exchange information, and resolve operating problems with persons seeking similar goals. This includes informing resident of housing availability.


8. PHYSICAL DEMANDS 8-1, 5 points
The work is typically performed in an office setting with no unusual risks or discomfort. 


9. WORK ENVIRONMENT 9-1, 5 points

The work involves everyday risks or discomforts. The work area is usually adequately lighted, heated, and ventilated. 

The point total is 785, which is in the point to grade conversation range of 655-850, GS-04.

