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Citation 1: OPM PCS Housing Mgmt Series, GS-1173, Sept, 1981

Classified By: 
Classification Date: 


	PRIVATE
FLSA: Exempt
	Drug Test Required: No
	CIPMS PD: No

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

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

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

	Competitive Level:  
	Emergency Essential: N
	Career Ladder PD: 




 MAJOR DUTIES

Incumbent is responsible for assisting with the operation of the off- post housing program. This includes assisting service members, family members, and civilians in obtaining suitable housing in the civilian community; and assisting service members in determining on post housing (family/and bachelor) requirements.  Coordinates with local realtors, building associations, apartment managers, and property owners to arrange for off post housing in accordance with applicable Department of Army (DA) standards. Interprets regulations and directives, receiving broad administrative direction from immediate supervisor. (25%)

--  Set-Aside Program Administration. Develops the Fort Myer Military Community Set-Aside Program policy: Establishes administrative and negotiation procedures for releasing news-ads for expression of interest, conducting pre-proposal conference, reviewing expression of interest submission, negotiating rental rate and terms. Responsible for coordinating administrative procedures to renew current set-aside agreements involving negotiating new rental rates and for coordinating onsite inspections of facilities.  Establishes procedures for interfacing with updating of any changes for the Fort Myer Military Community Set-Aside Program (FMMCSAP) to include management companies, site managers, counselors, military finance office, etc. Responsible for mediation/resolution off landlord/tenant disputes, review of leases, provision of reports as required by program manager. Responsible for reviewing all required forms and coordination of move-in and move-out inspections. Develops procedures for preparation of allotment forms and instruct other staff members, devise forms control process as check and balance. Establishes record keeping-procedures to track each customer to provide weekly, monthly, and year to date status report. Develops, distributes, and analyzes customer feedback evaluations to determine effectiveness of the program. (20%)

--  Complaint Resolution. Conducts investigations of complaints received from tenants and/or landlord. Responsible for the preparation of all required records and reports incident to these complaints. Exercises a high degree of tact and diplomacy in attempting reconciliation of these complaints. Negotiates disputes between tenants, landlords, or property managers, applying principles of applicable laws and ordinances affecting occupancy of listed housing by DOD personnel. Investigates alleged discrimination complaints and makes recommendations as to resolution and prevention in the future. (20%)


--  Serves as field inspector on all housing facilities listed at the Housing Office and makes determination as to adequacy and suitability. Inspects property when there is reason to question the suitability of the housing based on environmental considerations including health and safety factors. Exercises tact and diplomacy in coordinating correction of health, safety or fire hazards with proper authorities when necessary. (20%)

--  Miscellaneous Responsibilities. Establishes and maintains liaison with state, county, and municipal agencies having parallel interests in equitable and non-discriminating housing of DOD personnel within the adjacent community. As required, represents the installation Commander in meetings with these agencies. Determines zones of consideration based on commuting distance and times. Periodically checks established zones for changes in traffic patterns and travel time, coordinating with applicable traffic authorities. (10%)


--  Assists with the Segmented Housing Market Analysis (SHMA). Analyzes Survey information gathered, determines housing requirements and translates requirements into prescribed format for forwarding to higher headquarters. Prepares, maintains, and submits to higher headquarters reports as necessary and required by regulations. (5%)

-- Performs other duties as assigned.

FACTORS

1. KNOWLEDGE REQUIRED BY THE POSITION (Level l-6, 950 POINTS) 

Comprehensive knowledge of DA policies and procedures governing on post and off post housing program (family/bachelor). Comprehensive knowledge of DA policies and procedures governing landlord/tenant responsibilities, as well as general business practices related to rental and purchase of private housing. Comprehensive knowledge of, and skill in, developing procedures and instructions concerning on post housing (family/bachelor) applicants; coordinating with property owners and managers to achieve desired goals; conducting inspections and reviewing data on available housing to determine suitability and compliance with government requirements; and dealing with landlord/tenant complaints.

Skill in preparation of short range planning documentation of requests for funds, personnel or materials required to accomplish housing services operations.

2. SUPERVISORY CONTROLS (LEVEL 2-4, 450 POINTS)

The supervisor provides broad assignments in terms of DA housing mission requirements and areas of responsibility. Responsible for planning and carrying out assignments to completion in accordance with DA management procedures, local instructions, and accepted practices. Completed work is made on the basis of a review of records and reports, results or higher headquarters inspections, complaints or other comments offered by housing tenants.

3. GUIDELINES (LEVEL 3-2, 125 POINTS)

Guidelines include DA and DOD housing regulations, standards, pamphlets, and other procedures that are generally applicable to the work, but lack sufficient detail for specific decisions or actions. The work requires judgement and initiative in the selection, interpretation, and application of guides pertaining to on post eligibility; off post referral, rental, purchase, open housing, etc., and originality in adapting such guides for specific work situations or special projects within the framework of established objectives. Must also review and evaluate housing services procedures, work flow and methods as they affect the cost of housing services operations, and recommend changes or adjustments conducive to increased efficiency and economy of operations.

4. COMPLEXITY (LEVEL 4-3, 150 POINTS)

Work involves relatively independent performance of numerous standard housing services functions requiring different methods or techniques. Work performance is generally prescribed in established guides. Issues concerning compliance or conformity with established requirements or resolution of complaints may often require such methods as reviewing case histories; examining management records, forms or practices; interviewing tenants, landlords or property managers: or performing physical inspections to identify deficiencies and determine corrective measures required.

5. SCOPE AND EFFECT (LEVEL 5-3, 150 POINTS)

Work involves planning, scheduling, coordinating, and/or monitoring the operation of the off post housing program, analyzing problem areas, and recommending or implementing corrective measures within the framework of the housing services program requirements. Work affects the efficiency of off post housing program operations and living conditions of the persons or families housed.

6. PERSONAL CONTACTS (LEVEL 6-3, 60 POINTS)

Contacts are with individuals and groups from outside and within DA and the installation and include higher and lower level housing personnel, other installation program specialist, tenants, community groups, public officials, contractor personnel, and private individuals. These contacts may occur on the installation as well as other locations.

7. PURPOSE OF CONTACTS (LEVEL 7-2, 50 POINTS)

In addition to exchanging information, the purpose is to coordinate off post housing functions with other housing personnel; serve as principal point of contact for off post housing referral activities; and clarify established goals, objectives, and responsibilities.

8. PHYSICAL DEMANDS: (LEVEL 8-1,  5 POINTS)

No special physical demands required.

9. WORK ENVIRONMENT (LEVEL 9-1, 5 POINTS)

Works in a typical office.


Point total is 1945 which is with in the GS-09 grade conversion range of 1855-2100 points.

