AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:         	 	                    SCPD NUMBER:	9G353		

SUPV LEV CODE:         2                                   	                    COMP LEV CODE:	GG1A	

TARGET GRADE:        11	FLSA:				Exempt	

JOB SHARE:                                                     		CAREER PROG ID:	D

SENSITIVITY:              		                    BUS:				8888

EMERGENCY ESS:                                          		DRUG TEST:				

KEY POSITION:           	                                 	POSITION HIST:	See Note to Users

__________________________________________________________________________________________________ CLASSIFICATION:  Housing Manager, GS-1173-11

DUTY TITLE:  Housing Manager            __________________________________________________________________________________________________

ORG & FUNC CODE:             	ECY	        Civil Engineering 	

1ST SKILL CODE:	100%       DRTBHM     Housing Mgt/Base Housing Manager		

2ND SKILL CODE:	      %

3RD SKILL CODE:	      %

__________________________________________________________________________________________________            SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 10/07/98



CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.



________________________________________________________                         _________________

CLASSIFIER’S  SIGNATURE			                                         DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.



_________________________________________________________________         ____________________________               SUPERVISOR’S SIGNATURE			                                         DATE

__________________________________________________________________________________________________        



PERFORMANCE PLAN CERTIFICATION:

�

*Signature acknowledges receipt.  It does not indicate agreement/disagreement.                                                       















AF Form 1003 APR 90 (COMPUTER GENERATED)

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:



The primary purpose of this position is:  To develop management plans and directives concerning the operation and utilization of all permanent party housing assets, including:  family housing (FH), general officer quarters (GOQ) or senior officer quarters, unaccompanied officer quarters (UOQ), unaccompanied non-commissioned officer quarters (UNCOQ) rooms, unaccompanied enlisted personnel housing (UEPH), and Basic Allowance for Housing (BAH), Furnishings Management Operations (FMO), and housing relocation assistance/referral (HRA).  Typically for small to medium installation programs with moderately complex assignments.



The organizational location of this position is:  Housing Flight, Civil Engineering Squadron

_________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:  Promote mission readiness by assisting all eligible members in all matters involving on- and off-base housing, and ensure maximum usage of housing resources.





DUTY  1:									%	 Critical 

Directs and supervises the administration, occupancy, and termination of all permanent party housing, including accompanied and unaccompanied personnel for small to medium installation programs with a moderately complex housing assignment.  Ensures incoming occupants are provided housing that meets AF standards.  Ensures departing residents perform necessary cleaning, pay for damage, etc.  Maintains housing waiting lists.  Develops overall installation plans, procedures and guidelines within the framework of AF and DoD policies relating to housing administration, occupancy goals and practices, tenant relations, assignment procedures, eligibility requirements, maintenance conditions, and other rules governing housing and furniture management operations.  Ensures compliance with agency objectives.  Ensures adequacy and accuracy of in-service and contract activities.  Ensures information regarding policies and procedures is conveyed to base personnel, occupants, prospective occupants, etc.  Responds to issues raised by occupants and advises either prospective or current housing occupants on issues regarding status of housing availability, tenant concerns, etc.  

STANDARDS:

A.  Almost always administers the housing program in a proper, effective, and efficient manner in accordance with applicable procedural/regulatory guidance.

B.  Routinely ensures Air Force occupancy goals are met and appropriate action is taken to attain goals in a timely manner.

C.  With few exceptions, manages and performs QAE responsibilities for maintenance contracts as required; ensures timely scheduling of all maintenance activities; and keeps abreast of the progress of various aspects of contractor’s performance.

KSA:  1, 2, 3, 4, 5





DUTY  2:									%	 Critical

Manages the off-base housing referral program through locally-established policies and procedures and liaison with civil authorities and property owners/managers.  Provides general information to members on community support facilities and services.  Provides detailed information on available housing in the area.  Receives customer feedback on housing obtained.  Maintains continuous liaison with real estate boards, realtors, brokers, individual property owners, and other commercial and public (city/state) organizations to advise them on housing conditions and changes.   Reviews building permit issues, court records, occupancy permits, local economic news, etc., to keep abreast of local housing conditions and changes.  Mediates complaints between military tenants and landlords concerning such matters as lack of tenant cooperation, safeguard and care of landlord’s properties, care of pet, lack of landlord cooperation, refunds and deposits, etc.  Investigates and processes complaints of discrimination in housing.

STANDARDS:

A.  With few exceptions, housing referral activities continually endeavor to produce adequate private housing and maintain harmonious relationships among tenants, management personnel, and the surrounding community.

B.  Typically ensures detailed and appropriate information is provided to members about community support facilities and services.

C.  Generally conducts inquiries and investigations of housing discrimination and enforces sanctions for valid complaints in a concise and timely manner.

KSA:  1, 2, 3, 4, 5





DUTY  3:									%	Critical

Directs and controls funding for Family and Unaccompanied Housing budgets.  Develops and controls program requirements based on application of established agency or MAJCOM procedures; past experience; anticipated strength, number, type and condition of existing facilities; and available community support for housing.  Provides data for and participates in the budget formulation phase and finalization of the base civil engineer financial plan in line with changing conditions.  Analyzes Element of Expense Investment Codes (EEIC) and ensures adequacy of financial estimates for family housing cost accounts for operations, management, housekeeping, miscellaneous expenses, maintenance of real property facilities, maintenance and repair of alterations and additions.  Evaluates and justifies the use of funds for in-service work forces or maintenance contractor to maintain a high occupancy rate.

STANDARDS:

A.  Almost always ensures projects are in compliance with DoD, Air Force, MAJCOM, and installation policies and requirements, and meet installation’s long-range goals, objectives, and future housing needs.

B.  Routinely develops accurate, up-to-date information that includes current and past expenditures and estimates of future costs by type of accommodation and budget codes.

C.  Normally develops budgets that meet the needs and objectives of the activity on an annual and multi-year basis, and defends 	rationale for justification of budget proposals in a manner that results in acceptance of the proposals.

KSA:  1, 2, 3, 4, 5





DUTY  4:									%	Critical

Performs and participates in periodic or unscheduled studies, surveys, reviews, audits, inquiries and inspections; evaluates results; and recommends necessary actions for needed improvements.  Briefs supervisor and consults with other flight chiefs on housing matters that impact their operation.

STANDARDS:

A.  With few exceptions, accurately determines housing conditions that are based on surveys, audits, reviews, and inspections and ensures requirements are identified.

B.  Almost always accurately evaluates results and determines needed changes or adjustments to operating methods and procedures to achieve increased efficiency and economy of operations.

C.  Ordinarily maintains familiarity with similar programs at other installations and agencies to assure adequate services and facilities are provided; and typically answers valid customer complaints as prescribed by local policy in a proper and timely manner.

KSA:  1, 2, 3, 4, 5





DUTY 5:									 %	Critical



Directs work through subordinate supervisors.  Oversees the overall planning, direction, and timely execution of housing program activities.  Determines goals and objectives for each subordinate supervisor and section.  Develops or oversees the development of work plans used by supervisors.  Hears and resolves group grievances or serious employee complaints.  Exercises significant responsibilities in dealing with officials of other organizations.  Makes decisions on work problems presented by subordinate supervisors.  Evaluates subordinate supervisors and serves as the reviewing official on evaluation of non-supervisory employees.  Determines whether contractor performed work meets contract standards for authorization of payment.  Makes recommendations or selections for subordinate supervisory positions.  Assures reasonable equity of performance standards and rating techniques developed by subordinate supervisors.

STANDARDS:

A.  With few exceptions, takes prompt and accurate personnel and management actions; appropriately considers EEO and mission objectives; and effectively demonstrates leadership in housing management.

B.  Routinely provides timely and substantive technical and administrative guidance, and effectively promotes development of individual skills and abilities.

C.  Almost always ensures established policies and guidelines are enforced and directives pertaining to operations, sanitation, environmental, and safety issues are properly implemented.

KSA:  6





DUTY 6:								 	%	Critical 

Maintains an effective and efficient furnishings management operation in accordance with agency housing procedures.  Provides furniture, appliances and amenities for UPH, transient, TLF, UNCOQ, and UOQ quarters.  Budgets all facets of the furnishings program to include warehousing, replacement, repair, pickup and delivery.  Oversees the Quarters Improvement Committee (QIC) and prepares and maintains the Quarters Improvement Plan (QIP).  Provides furniture, appliances, and amenities for unaccompanied personnel housing including billeting, dormitories, and temporary lodging facilities.  Programs replacement furnishings and warehousing.

STANDARDS:

A.  With few exceptions, effectively maintains inventory control to ensure proper accounting of all items.

B.  Generally repairs existing assets to provide functional items for customers and properly orders new/replacement furnishings in a timely manner.

C.  Normally prepares budget submissions and operates budget in a manner that funds major requirements in the current year without major adjustments.

KSA:  1, 2





DUTY 7:							 		%	Critical

Represents the organization in installation level meetings and/or at various conferences and meetings with local officials and other federal, state, or legal organizations concerning current housing programs, practices, and trends.  Advises chain-of-command on all aspects of the installation housing program, and submits necessary reports, briefings, etc.

STANDARDS:

A.  Almost always exercises tact, diplomacy, ingenuity, and skill in gaining acceptance and compliance with established housing 	policies, overcoming resistance and resolving controversial issues arising within the scope of the assignment.

B.  With few exceptions, prepares and presents effective, accurate, and complete briefings, information, and correspondence.

KSA:  1, 5



RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA)



1.  Knowledge of Federal, DoD, HQ USAF, and MAJCOM housing and furnishings management principles, theory, policies, directives, and procedures.



2.  Knowledge of appropriated fund budget system sufficient to justify budget submissions, and contracting provisions sufficient to ensure proper negotiations or commitment of government funds.



3.  Skill in analyzing, interpreting, and applying a wide variety of policy and procedures.



4.  Skill in conducting regular or periodic audits or studies, and evaluating results to assess accomplishment of program requirements.



5.  Skill in effective oral and written communication.



6.  Ability to lead, manage, and supervise a staff.





CLASSIFICATION CRITERIA:



Factor 1, Knowledge Required By The Position	Level 1-7 	1250 Points

Comprehensive knowledge of a wide range of federal, state, agency, and local housing policies, requirements, administrative practices, and procedures to perform broad management planning, budgeting, scheduling and coordination of management resources for effective and efficient operation and use of Air Force, housing facilities and implementation of AF housing policies.



Comprehensive knowledge and skill in the application of housing management principles, concepts, and methodology to a variety of difficult and complex assignments involving the full range of housing activities including operations and maintenance, cost management and financial planning, assignments and use, inspections and special surveys, construction and improvements, management-tenant relations, referral services and furnishings management (including the special allocation for General Officer Quarters).



Knowledge of applicable laws, ordinances and codes (municipal, county, state, etc) governing construction, leasing, renting, location, operations, and utilization of housing projects or facilities and skill in developing related local plans, directives and other administrative guides.  Recommends changes, improvements, and amendments to housing policy.



Skill in negotiating broad program issues with counterparts in other services, and agencies, community organizations and occupants.



Factor 2, Supervisory Controls                                                                              	Level 2-4   	450 Points



The supervisor establishes the overall objectives and identifies the resources available.  Having developed an expertise in application of housing management in variety of routine and difficult assignments the incumbent is responsible for planning and carrying out assignments, allocating resources, and determining necessary expenditures, planning management activities, directing or carrying out the assignments, resolving most conflicts through negotiation, and independently accomplishing objectives.  The work is usually reviewed overall in terms of accomplishing goals and objectives.



Factor 3, Guidelines                                                                                                          	Level 3-3 	275 Points

The Housing Manager is provided with Air Force housing instructions, policies, 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 guidelines 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 and recommends changes or adjustments conducive to increased efficiency and economy of operations.

Factor 4, Complexity 	Level 4-4      	225 Points

The work consists of continuing assignments involving direct responsibility for the Flight.  Typically involves the application of the full range of methods and processes related to the planning, acquisition, construction, operation, occupancy, maintenance, improvement, furnishings and use of a variety of housing assets.  Decisions regarding what needs to be done require the assessment of all operations with the Flight.  The work requires the analysis of problem areas or deficiencies; determining the feasibility of improvements or repairs within the framework of established cost targets; and the development of recommendations and justifications concerning funds, personnel, and materials to accomplish all of the housing activities.

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

The work involves treating a variety of conventional occupancy-related problems by planning, scheduling, and coordinating the operational management and efficient utilization of housing facilities, analyzing problem areas; and implementing appropriate corrective measures within the framework of established program requirements.  The work affects the efficiency of the installation housing program for that base, the work of other housing personnel, and the well being of substantial numbers of people.  The purpose of the work is to plan, schedule, coordinate, and/or monitor the operational management and efficient use of housing projects, facilities and resources; analyze problem areas; and recommend or implement corrective measures within the framework of housing program regulations.



Factor 6, Personal Contacts                                                                                   	Level 6-3      	60 Points



Personal contacts are with high-ranking individuals or groups inside or outside the agency.  The contacts include permanent and temporary installation personnel, Major Command staffs, Wing Commander, Base Commander, subordinate housing management assistants, other base housing managers, Air Force, other installation organization command personnel, occupant, community groups or officials, realty agents, property owners, security police, and contractor personnel.  The assignments or objectives dictate the frequency of personal contacts.  They are typically held at the employee’s workplace or facilities available to the person’s contacted.

Factor 7, Purpose of Contacts                                                                               	Level 7-3     	120 Points

In addition to planning, scheduling, and coordinating the operation and utilization of facilities and resources with other individuals or groups, the purpose of contacts includes serving on committees which propose and justify ways and means of improving living conditions of housing occupants; securing housing to meet new and future mission requirements of the installation; cooperating with law enforcement, fire and other agency officials; mediating agreements among occupants, management and other conflicting parties; and persuading acceptance of proposals among agency committee members and advising on the feasibility or legality of the action planned.  Such contacts may require skill in approach or methodology to obtain desired effect.



Factor 8, Physical Demands                                                                                 	Level 8-1      	5 Points



The work is primarily sedentary.  There may be some walking, standing, bending, carrying light objects, or driving an automobile.  No special physical demands are required.



Factor 9, Work Environment                                                                                   	Level 9-1      	5 Points



The work involves normal risks or discomforts associated with an office environment.  There may be occasional exposure to dusty or dirty conditions while visiting housing facilities undergoing repair, maintenance, or renovation.

________________________________________________________________________________________________



Other significant facts pertaining to this position are:



May be required to work overtime as required.  Professional housing certification is desirable.

_________________________________________________________________________________________________ 



CLASSIFICATION SUMMARY:



CLASSIFICATION STANDARDS USED:  OPM PCS for Housing Management Series, GS-1173, (TS-56), Sep 81; US OPM PCS for General Schedule Supervisory Guide, TS-123, April 1993, revised in April 1998; and DOD Supplementary Guide to the GSSG, June 1993 (HRCD-7, July 1999).



FACTOR LEVELS AND POINTS:  1-7/1250, 2-4/450, 3-3/275, 4-4/225, 5-3/150, 6-3/60, 7-3/120, 8-1/5, 9-1/5



GS-11 Point Range:  2355 - 2750

Total Points:  2540

Grade:  GS-11



CLASSIFICATION REMARKS:



The total value of the top housing manager position is usually determined more by the nature and scope of the housing operations responsibility than by the specific nature and extent of supervisory duties inherent in the assignment.  In this standard core personnel document application of this Guide would not normally result in a grade higher than the grade determined for the non-supervisory duties. 



Normally a small to medium housing program is one with 1600 or fewer housing units.  The complexity of the program is measured by a number of variables.  Typically programs that fall into the limited to moderate range of complexity operate under routine or basic procedures where there is not a significant presence of complicating factors that have an impact on the overall management of the housing program.  Examples of factors that increase the complexity of a program include issues such as:  high turnover rates, significant number of substandard housing units, high number (10 or more) General Officer Quarters, and a significant portion of managed units more than 20 years old.  However, the existence of one or more of these complicating factors in and of itself is not sufficient to warrant the assessment of a program as being complex and therefore beyond the GS-11 level.  The key distinction is not that the complex factors exist, but that they exist with such significance and scope that they place special demands on the interpretation of guidelines required and the overall scope of the housing program.



NOTE TO USERS:



SCPD was updated 05/28/03.  The following updates were made:  Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.  Non-critical duties were changed to critical duties.  *Performance standards, as needed, were changed from absolute to non-absolute.  Number of KSAs was revised from 7 to 6 and KSAs were re-linked to the duties of the position.



*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.

_________________________________________________________________________________________________
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