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MAJOR DUTIES

1. Serves as Housing Management Specialist responsible for the accomplishment of management functions associated with the operation of the Fort Myer Military Community (FMMC), Installation Services Center (ISC), Housing Division off-post housing service program. This includes providing consolidated customer services for government family quarters and off-post housing to families and bachelors; the FMMC Set-Aside Program (families/bachelors): bachelor office quarters, and senior enlisted quarters. Represents the ISC Housing Division in negotiations or meetings with landlords or rental agents. Supports equal opportunity in housing. Performs housing requirements surveys, housing market analyses when required. Develops input for the PCSHOUSE EXPRESS program and serves as housing POC and administrator of the HOMES program. Negotiates with landlords interested in joining the housing FMMC Set-Aside Program, etc. (30%)

2. Plan and develop on/off post housing (families/bachelors) procedures this includes ensuring that staff is properly trained and updated on housing (on/off post) requirements, eligibility, and other pertinent housing information based on DA and local housing, policies and guidelines. Ensures that weekly, monthly, and quarterly reports are properly generated and distributed to appropriate office. Informs area housing referral office of housing facilities, which have been inspected and approved for rental to military personnel. Compiles information on schools, shopping areas, transportation, churches, and other community facilities for home seekers. Approves advertisements of houses for sale or rent to be published on installation bulletin boards, or any other means of military adverting. Tracks whether individual applicants have found suitable housing and determines which applicants may need special attention. Coordinates the operations of off-post housing, ensuring that operating requirements such as personnel and facilities are adequate. Coordinates with all of the area housing referral offices to insure that DOD policy is being followed uniformity. Ensures that data related to real estate are maintained current and in an efficient manner, that customer service is adequate, that complaints which warrant investigation are expeditiously handled, and that appropriate liaison is being maintained among area housing offices, area realtors, and effectiveness of methods in achieving goals. Prepares recurring periodic and special reports on housing services program activities. (30%)

3. Responsible for the annual 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. Represents FMMC in making personal contacts with owner or operators of rental property to request that facilities be made available for rent to military personnel without any discriminatory practice. Collects data, summarizes the results of surveys conducted, and provides specific information as required. Directs the development and maintenance surveys, suitable off-base housing units, whose owners have filed statements indicating that they maintains an open housing policy, homes available for direct purchase, and coordinated master file of off-post housing available to DOD personnel within the National Capital Region. Receives changes from area housing offices. All changes are made by means of communication from tenants, and from landlords who own property, which have been approved for rental by DOD personnel. Verifies the availability of homes for sale and/or rent on a periodic basis. Maintains cognizance of new construction of facilities that represent either potential rental or potential sales housing for military personnel. (10%) 

4. Represents FMMC in making personal contact with owners and managers of housing properties, and government housing officials of city, county, and state agencies in the National Capital Region. Represents FMMC at meetings conducted by real estate associates, tenant/landlord associations, city and government agencies, and other agencies concerned with housing. At such meetings, makes known government housing aims, requirements, and problems to associations and agencies, and encourages open housing policies, amendment of leasing requirements for military members, and legislation favorable to military members. (10%)


5. Represents the FMMC in placing off-limits those facilities which are found to practice discrimination in the rental or sale of off-post housing to military members. Maintains close liaison with National Capital Region Equal Opportunity Officers concerning highlights and/or problems in equal opportunity in off-post housing. Initiates investigations of formal complaints lodged by military members against owners, realtors, or managers, which involve discrimination of unfair housing practices. Monitors complaints until final resolution is achieved. (5%)

6. As systems manager for the Housing Division, responsible for managing and coordinating automated housing program Housing Operations Management System (HOMES) for training, hardware, and software maintenance, and future developments to HOMES.  Responsible for overseeing the routine operation of the HOMES system. This includes resolving disruption of service clarifying operator questions and insuring the system provides the intended service to customers (On/Off post). (15%)


Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION LEVEL l-7 1250 Pts.

Knowledge of Army and MACOM housing policies and requirements concerning housing costs and financial requirements, habitability, maintenance, utilization, community services, tenant-community relationships, exceptions or waivers, and techniques related to planning, and knowledge of practices scheduling, and coordinating management activities. Skill in negotiating with tenants, local housing officials, and others on programs and problems related to operation and utilization of housing assets.

Knowledge of area ordinances, laws, and requirements governing the occupancy, construction, use, and operation of assigned housing facilities or projects.

Knowledge and skill in the application of the full range of housing management principles and methodology to a variety of difficult and complex assignments.

Knowledge of off-base housing referral programs and policies, equal opportunity in housing policy in local communities, etc., in order to locate and refer clients to acceptable local housing.

FACTOR 2. SUPERVISORY CONTROLS LEVEL 2-4 450 pts.

Supervisor defines housing program objectives and budget limitations. The incumbent in consultation with the supervisor, establish deadlines, scope and other program requirements. The incumbent plans and carries out assignments; coordinates with other organizations or persons as required; determines the methods and techniques requires; and advises supervisor of program progress and the potential for problems related to vacancies, turnover, over-expenditures, local housing problems, etc. Work is reviewed for conformance with housing policies and program guidelines, and effectiveness in meeting housing program requirements.

FACTOR 3. GUIDELINES LEVEL 3-3 275 pts.

Guidelines include Department of the Army, and MACOM housing regulations, directives, and handbooks including inspection guides. These guides are general in nature, requiring that the incumbent be able to select, interpret, and adapt the guides to the local Program, and studies and evaluations. The incumbent must assess the adequacy of current housing practices, methodology, and techniques regarding new construction, unusual housing requirements, or revised costs. Develops recommendations for review or change in guides.

FACTOR 4. COMPLEXITY LEVEL 4-4 225 pts.

The work requires the full range of methods and processes related to management planning, operation, occupancy, maintenance, and utilization of assigned housing facilities and referral services for off-base housing for members who cannot be accommodated on post. Decisions regarding what needs to be done include the assessment of problems encountered which can pertain to any or all phases of project management and referral. The incumbent must be alert for possible trouble areas to avoid discontent among tenants or local area residents and continually evaluate housing facilities or data to identify variations or conflicts. The work requires making of many decisions in the course of a typical year.

FACTOR 5. SCOPE AND EFFECT LEVEL 5-3 150 pts.

The work involves developing management plans and criteria related to the application of DA and MACOM housing policies, in the operation, and utilization of housing assets and referral assets, and treating a variety of problems associated therewith. The work affects the FMMC housing program.

FACTOR 6. PERSONAL CONTACTS LEVEL 6-3 60 pts.

Contacts are with individuals and groups from inside and outside FMMC and the MACOM. Contacts are with lower level housing personnel, other installation program specialists, tenants, community groups, public officials, contractor personnel, and private individuals. The contacts are not established on a routine basis.

FACTOR 7. PURPOSE OF CONTACTS LEVEL 7-3 120 pts.

Contacts are to coordinate with other installation personnel, for integrating housing tenants into local communities, etc. The incumbent must use tact, diplomacy, ingenuity, and skill in gaining acceptance and compliance with established housing policies such as equal housing opportunity policies, and to overcome resistance and resolve controversial issues arising within the scope of the assignment.

FACTOR 8. PHYSICAL DEMANDS LEVEL 8-l 05 pts.

The work is primarily sedentary. No special physical demands are required.

FACTOR 9. WORK ENVIRONMENT LEVEL 9-l 05 pts.

The work environment involves everyday risks, which require normal safety precautions associated with office situations.

Total Points = 2540





