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AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:


SCPD NUMBER:  
9G002
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 Notes to Users
_________________________________________________________________________________________________

CLASSIFICATION:  Housing Manager, GS-1173-11
DUTY TITLE:  Lodging General Manager                 _________________________________________________________________________________________________

ORG & FUNC CODE:                          ECY
                 Civil Engineering
 
1ST SKILL CODE:
100 %
DRTBUM
Housing Management, Lodging Manager
2ND SKILL CODE:
       %

3RD SKILL CODE:
       %

_________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 7/31/96 

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:
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Reviewer

Date
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Date


*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 serve as installation lodging manager who is responsible for the accomplishment of broad management functions associated with the operation and utilization of all lodging assets and activities at the installation including:  Visiting Airmen Quarters (VAQ), Visiting Officer Quarters (VOQ), Distinguished Visiting Airmen Quarters (DVAQ), Distinguished Visiting Officer Quarters (DVOQ), Visiting Quarters (VQ), Temporary Lodging Facilities (TLF), and contract quarters.  Typically, the number of lodging facilities and programs managed falls into the large to very large size range with an unusual complexity. 

The organizational location of this position is:

__________________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:

The organizational goals or objectives of this position are:  to promote wartime readiness and assist eligible transient members in all matters involving on and off base lodging.

__________________________________________________________________________________________________

DUTY 1:  







%
               Critical
             

Responsible for the planning, cost management, scheduling, and coordinating of lodging program requirements with local authorities, regulatory agencies, and others.  Develops overall plans and administrative procedures related to the construction, maintenance, improvement, use, and management of lodging projects and facilities.  Participates in audits or special studies on current operations and future needs.  Negotiates with management and tenants on broad programs and problems related to the operation and use of lodging assets.  Directs a contract quarters program to obtain adequate private sector lodging during unusual peak occupancy periods.  Inspects contract hotels on an annual basis or as required to ensure compliance with contractual terms and agreements.  Manages a large, active distinguished visitor assignment program in accordance with installation protocol.  Establishes local procedures to ensure prompt assignment and termination of lodging.  Develops performance work statements (PWS) for contract service requirements.

STANDARDS:

A.  Usually ensures processes and procedures promote optimum efficiency and quality in the operation and utilization of all lodging assets and activities. 

B.  Typically assures guidance developed and used is within agency standards and policies.

KSA:  1, 2, 4, 5, 6

__________________________________________________________________________________________________

DUTY 2:                                                           



%                     Critical                    
Responsible for the development and administration of budget and financial planning.  Conducts studies and develops recommendations on current and long-range funding requirements, cash flow, lodging rate determinations, and utility conservation measures.  Develops information that includes current and past expenditures and estimates of future costs by lodging activity and functional budget code.  Develops rationale for justification of line items or activities of lodging budget proposals.  Reviews and adjusts budget in regards to projected cost and actual expenditures.  Monitors accountability and disbursement of funds (appropriated and nonappropriated).  Monitors and evaluates personnel expenses and payroll, maintenance, and supply costs.  Oversees and reviews business income from revenue producing activities to determine costs for services and support.

STANDARDS:

A.  Regularly assures financial programs are sound and effective and promote optimum service and operation.

B.  Most of the time, conducts audits and special studies to effectively evaluate future operation costs.

C.  Normally prepares accurate revisions to financial documents as required to ensure fund integrity.

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY 3:                                                            



%                         Critical                    

Applies lodging management principles, concepts, and methodologies to a variety of difficult and complex projects involving new construction, improvements, maintenance, and repair.  Integrates upgrade and improvement programs for design of facilities to meet diverse configurations, age and condition, or physically dispersed assets in various locations with overall installation facility plans.  Formulates current and long-range plans and justification for new lodging construction in conjunction with installation budgeting, engineering, and other specialists.  Develops recommendations for improving lodging activities and conditions.  Prepares statistical data and proposals or planning documents containing requests and justification for work to be accomplished and funding requirements.  Reviews and coordinates on proposed designs, making recommendations or suggestions on changes.

STANDARDS:

A.  Typically ensures projects are in compliance with agency and installation policies and requirements.

B.  Almost always assures construction (new and upgrades), maintenance, and repairs meet current and future lodging needs.

C.  With few exceptions, assists installation officials in determining and locating funding.

KSA:  1, 2, 3, 4, 5, 6

__________________________________________________________________________________________________

DUTY  4:                                                            



%                         Critical                    
Represents the installation at various conferences, meetings, and negotiations with other Federal, State, or legal organizations concerning current lodging programs, practices, and trends.

STANDARDS:

A.  Usually exercises tact, diplomacy, and skill in gaining acceptance and compliance with established lodging policies, and to overcome resistance or resolve problems or concerns.

KSA:  1, 5 

_________________________________________________________________________________________________

DUTY 5:                                                            



%                         Critical                    

Manages a basewide linen services program and provides quality assurance oversight over laundry and dry cleaning contract services.  Maintains statistical data to monitor contractor performance and budgetary requirements.

STANDARDS:

A.  Typically develops performance work statements for contract services and measures compliance through inspections, audits, and customer critiques.

B.  With few exceptions, assures budget forecasts are sufficient for Linen Exchange inventory requirements.

C.  Generally ensures adequate linen inventory to meet lodging needs.

KSA:  2, 5, 6
__________________________________________________________________________________________________

DUTY  6:                                                           



%                         Critical                    

Directs work through subordinate supervisors.  Oversees the overall planning, direction, and timely execution of lodging program activities.  Determines goals and objectives for each subordinate supervisor and section.  Develops or oversees the development of work plans used by subordinate supervisors.  Hears and resolves group grievances or serious employee complaints.  Makes decisions on training needs and encourages employee self-development.  Exercises significant responsibilities in dealing with officials of other organizations.  Makes decisions on work problems presented by subordinate supervisors.  Evaluates subordinate supervisors or leaders and serves as the reviewing official on evaluation of nonsupervisory 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.  Routinely applies EEO concepts and requirements to the decision making process and maintains an appropriate working environment.

B.  Almost always ensures established policies and guidelines are enforced and ensures proper implementation of directives pertaining to operations, sanitation, environmental, safety, house rules, and fire protection.

C.   With few exceptions, assures actions and/or decisions are in accordance with personnel management regulations and established procedures and policies.

KSA:  3, 5, 6
__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES:

1.  Knowledge of Federal and agency lodging management principles, theories, and practices.

2.  Knowledge of appropriated and nonappropriated fund systems; and of contracting provisions, sufficient to prevent illegal or unauthorized negotiation or commitment of government funds.

3.  Knowledge of personnel management policies, practices, and procedures.

4.  Skill in conducting audits or studies, evaluating the results, determining the feasibility of necessary repairs and/or improvements, and scheduling/coordinating corrective actions.

5.  Ability to communicate effectively with a diverse group of individuals, both orally and in writing; and to justify budget submissions.

6.  Ability to interpret and apply DoD and agency policies and directives; to adjust work operations to meet emergencies; to change program or production requirements within available resources and with minimum sacrifice of quantity or quality of work; and to establish program objectives or performance goals and assess progress toward their achievement.

_______________________________________________________________________________________________

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

-- Comprehensive knowledge of a wide range of Federal and agency lodging policies, requirements, administrative practices, and procedures related to the planning, budgeting (appropriated and nonappropriated), scheduling, contract monitoring, and coordinating of management resources for efficient operation and utilization of agency lodging projects or facilities.  

-- Knowledge of applicable laws, ordinances, and codes (municipal, county, State, etc.) governing the construction, leasing, renting, location, operation, and utilization of lodging projects or facilities and skill in developing related plans, directives, and other administrative guides.

-- Knowledge and skill in directing the application of lodging management principles, concepts, and methodologies to a variety of conventional and unusually difficult assignments, involving the full range of lodging activities.

-- Skill in negotiating major program issues and operational requirements with other agencies, community organizations, and tenants.
Factor 2, Supervisory Controls                                                                              
Level 2-4     450 Points  

The supervisor defines overall objectives and budget limitations.  The incumbent in consultation with supervisor develops priorities, deadlines, and project assignments.

Incumbent plans and carries out assignments; coordinates with other organizations or persons as required; determines the methods and techniques required; and advises supervisor of progress and the potential for critical problems related to vacancies, turnover, over expenditures, or other areas of interest.

Completed work is reviewed only in terms of meeting objectives, lodging program accomplishments, compatibility with other work, and effectiveness in meeting lodging program requirements.

Factor 3, Guidelines                                                                                           
Level 3-3     275 Points  

Written guides include agency-wide lodging regulations, directives, and handbooks including survey schedules and inspection guides.  Such materials are usually rather general in their content and applicability and frequently lack sufficient detail on which to base day-to-day management actions.

The incumbent uses judgment in selecting, interpreting, and adapting available guidelines and often makes compromises and adaptations within the framework of established objectives.

Factor 4, Complexity 
Level 4-4     225 Points  

The work consists of continuing assignments involving a wide variety of different and unrelated methods and processes related to the direct on-site management of one or more lodging facilities.  Typically, the assignments concern the planning, operation, occupancy, maintenance, improvement, utilization, and occasionally the acquisition or construction of government lodging assets.

Decisions regarding what needs to be done include the evaluation of lodging factors or conditions subject to gross variations or unusual circumstances such as, required maintenance or services; control of lodging funds; harmonious management-tenant relationships; regular and priority assignment and occupancy activities; and other related activities.

The work requires review and analysis of data concerning occupancy turnover and vacancy rates, costs related to current or projected utility usage, rental rates, and other related lodging elements to maintain control of expenditures.

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

The purpose of the work is to plan, schedule, coordinate, and oversee the operations and utilization of the lodging projects, facilities, and resources:  reviews and analyzes problem areas, recommending or implementing corrective actions as required; formulating directives; and evaluating the adequacy of lodging services provided.  The work affects the efficiency of lodging programs and operations and the living conditions of the tenants.

Factor 6, Personal Contacts                                                                                   
Level 6-3     60 Points    

Personal contacts are with individuals or groups inside or outside the agency.  The contacts include permanent and temporary installation personnel and their dependent families, temporary students, visiting personnel from other departments or agencies, and other accompanied or unaccompanied transient personnel.  In addition, contacts include local business representatives and owners or managers of lodging facilities (hotels, motels, etc.) outside the installation.  Periodically, the incumbent meets with public officials or law enforcement officials as required.

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 lodging occupants; cooperating with law enforcement, fire, and other agency officials; mediating agreement 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 actions planned.

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 lodging facilities under going repair, maintenance, or renovation.

_______________________________________________________________________________________________
Other significant facts pertaining to this position are:
_______________________________________________________________________________________________

CLASSIFICATION SUMMARY:  
CLASSIFICATION STANDARDS USED:  US 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, 8-1/05, 9-1/05

GS-11 Point Range: 2355-2750

Total Points: 2540

Grade: GS-11

CLASSIFICATION REMARKS:
The GS-1173 Series covers positions which (1) manage or assist in managing one or more family housing projects, billeting/lodging facilities, or other accommodations such as transient or permanent individual and family living quarters, dormitory facilities, and restricted occupancy buildings including adjacent service facilities and surrounding grounds; and/or (2) to administer, supervise, or perform work involved in the evaluation of housing management programs, the development of administrative procedures, and the provision of technical assistance to on-site housing management.  Positions in this occupation require a variety of housing management and administrative knowledges and related practical skills and abilities in such housing activities as:  operations and maintenance, procurement of services, cost management and financial planning, assignments and utilization, occupancy changes and periodic inspections, scheduled and special requirement surveys, new construction and improvements, control of furnishings and equipment, master planning, and management-tenant relations.  Positions in this series that are involved in the direct, on-site management and administration of housing projects, facilities, or complexes are titled Housing Manager at grades GS-9 and above.

NOTES TO USERS:
1.  The total value of the top lodging 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 did not result in a grade higher than the grade determined for the nonsupervisory duties.  However, in some positions, the supervisory responsibilities may be of greater weight in the evaluation of the position than the housing operations responsibilities.  Therefore, in these special cases, the supervisory duties and responsibilities should be evaluated by reference to the General Schedule Supervisory Guide and classified appropriately.

2.  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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