STANDARD CORE PERSONNEL DOCUMENT                                                                                 Number: 9G491  

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER: 
9G491


SUPV LEVEL CODE:
8
COMP LEVEL CODE:
FF6A

TARGET GRADE:
05
FLSA:
Non-exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Housing Management Assistant, GS-1173-05

DUTY TITLE:  Housing Management Assistant

__________________________________________________________________________________________________
ORG & FUNC CODE:  ECY
Civil Engineering

1ST SKILL CODE:
100%
DRTHSA
Housing Management/Housing Assistance

2ND SKILL CODE:


3RD SKILL CODE:


__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 6/01/01

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:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


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

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  Perform a variety of assignments related to the occupancy and termination of government owned accompanied and/or unaccompanied housing. 
The organizational location of this position is:  Housing Assistance Element, Housing Flight, Civil Engineer Squadron.

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  Promote mission readiness by assisting eligible members in matters involving on-base housing and housing referral services.

__________________________________________________________________________________________________

DUTY 1:









35%
Critical

Receives, reviews, and processes advanced inquiries and applications for accompanied and/or unaccompanied units.  Determines eligibility and types of quarters required and authorized by reference to a number of guides, regulations, and manuals which are usually directly applicable to the work being performed.  Initiates correspondence to clarify or obtain needed information or documents, and to inform applicants of proper procedures and forms.  Maintains a variety of waiting lists of applicants by reference to regulatory guides and clearly defined local policies.  Updates waiting lists of  both  arriving and departing personnel and prepares and posts copies for customer reference.  

STANDARDS:

A.
Typically processes applications accurately and in a timely manner.

B.
Almost always applies guides accurately.

C.
Normally maintains waiting lists of applicants in a fully satisfactory manner.

KSA:
1, 2, 3, 4

__________________________________________________________________________________________________
DUTY 2:









25%
Critical



Advises incoming personnel on types of housing available; eligibility for number of bedrooms; advantage and disadvantage of various housing areas; turn-down options; tenant rights and obligations; applicant's position on waiting list; and procedures for on and off base moves.  Provides information on rental fees, utility and service charges, and other related matters associated with off-base housing relocation.  Provides information on problems associated with moving to a new location.  Answers complaints and questions relating to assignment of quarters, explains change in position on waiting list, changes in policy affecting quarters assignments, etc.  Refers individuals who refuse to accept explanation as given or who have problems affected by established housing policy that should be elevated to supervisor.

STANDARDS:

A.
Typically courteously assists families in making valid decisions pertaining to on or off-base accommodations.

B.
Normally handles complaints and questions in an accurate and courteous manner.

C.
Almost without exception elevates only those complaints that should be elevated, and in a timely manner.

KSA:
1, 2, 3

__________________________________________________________________________________________________
DUTY 3:








20%
Critical

Processes routine assignments and terminations of accompanied or unaccompanied housing.  Schedules specific assignments to quarters from the top of waiting lists.  Notifies applicants in advance of housing assignments and prepares all necessary assignment documentation based upon established regulations and local policy.  Schedules assignment dates and times and maintains a schedule of all pending actions.  Explains procedures and requirements to residents concerning initial, pre-final, and final inspections.  Provides schedule to the housing inspector with all necessary documentation prior to the assignment date.  Prepares start and stop of basic allowance for housing (BAH).  Coordinates the storage, handling, inventory, and movement of household goods between storage and tenant’s quarters.  Maintains drayage/storage accounts.  Provides input for budget submission regarding these accounts.

STANDARDS:

A.
Almost always schedules and conducts inspections in a proper and in a timely manner.

B.  Explanations of procedures and requirements for inspections and other matters are typically correct and provided in a professional manner.

C.
Normally accounts for drayage/storage of household goods accurately and in a timely manner.

KSA:
1, 2, 3, 4
__________________________________________________________________________________________________
DUTY 4:








20%
Critical

Prepares and inputs documentation related to housing assistance activities.  Gathers and compiles data on housing activities and prepares various reports.  Locates and assembles data from various office sources.  Uses a personal computer to input and retrieve required data and prepare routine reports.  Operates office automation equipment involving data entry, storage, retrieval, etc.

STANDARDS:

A.
Typically completes documentation correctly and in a timely manner.

B.
Typically maintains accurate records and data on housing activities

KSA:
1, 3, 4

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of Air Force housing management regulations, procedures, and directives to process applications, advise applicants on housing options, eligibility, and termination of housing.

2.
Skill in interviewing applicants to obtain factual information and to explain housing regulations and procedures.

3.
Skill in applying a variety of housing policies and procedures.

4.
Skill in basic computer data entry, retrieval, and storage of information to input into an automated system. A qualified typist is not required.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-4
550 Points

-- Knowledge of extensive administrative methods and practices of housing management to perform a variety of duties concerning eligibility, assignment, occupancy, maintenance, and use of housing facilities; to process housing applications; interview candidates; provide information concerning eligibility, reasons for turn-down, tenant rights and obligations; and other support work.

-- Knowledge of local housing reporting practices and procedures to prepare, assemble, coordinate, and process various housing reports.

-- Skill in interviewing to obtain factual information and to explain housing regulations and local procedures to applicants and tenants.

-- Ability to appraise a limited variety of housing information or data and periodically prepare summaries for use by higher level housing specialists.

-- Basic knowledge and skill in computer data entry, retrieval, and storage of information into a computer system. A qualified typist is not required.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The Chief of Assistance, or higher level staff member makes continuing assignments by indicating generally what is to be done; limitations, quality, and level of housing functions expected; and the deadline or priority of assigned tasks.  Recurring assignments are carried out independently without specific instructions.  Situations involving unfamiliar problems not covered by instructions are referred to the supervisor or higher-level staff member for assistance or resolution.  Completed assignments are reviewed to assure that work practices, techniques, records, and other functions are technically accurate and in compliance with instructions or established housing procedures.  Review of the work increases with more difficult assignments if the tasks have not been previously performed.

Factor 3, Guidelines






Level 3-2
125 Points

Guidelines include Air Force regulations, manuals, and policies; command supplements and directives; and local policies, procedures, and instructions.  Specific operating guidelines concerning habitability, occupancy, maintenance, inspections, surveys, and other related requirements are available for reference purposes.  Guidelines are usually directly applicable to the work being performed.  The employee must use judgment to locate and select the appropriate guideline.  Established procedures for performing such functions as processing of applications, requisitions, complaints, and management reviews are used, but the employee may exercise some discretion in selection from among alternative approaches.  Situations where significant deviations are required are referred to the supervisor or higher-level staff member for assistance.

Factor 4, Complexity






Level 4-2
75 Points

The incumbent performs several standard housing management functions that require different methods and techniques.  Assigned tasks are conventional with clearly defined objectives.  The work involves the consideration and selection of various methods or techniques that are usually defined in policies and instructions and are apparent, applicable, and readily verified to accomplish functions such as receiving, reviewing, and processing applications; advising incoming personnel on their on and off-base housing options, eligibility, etc.; and termination requirements and procedures.  Variations in the work usually stem from differences in such factors as the local occupancy or utilization procedures, in the condition of housing facilities, or in the nature of inquiries received.

Factor 5, Scope and Effect





Level 5-2
75 Points

The primary purpose of the work is primarily to provide assistance to senior staff members by performing selected work assignments in accordance with basic procedures and instructions.  The work is a segment of the housing manager's overall responsibility for managing the government-owned housing units and related facilities.  The work affects the morale of applicants and tenants and the efficiency of the housing program operation.

Factor 6, Personal Contacts





Level 6-2
25 Points

Contacts are with applicants, housing inspectors, other element personnel, and personnel from other offices on the installation, such as transportation.  The contacts are usually established on a routine basis at the employee’s workplace.

Factor 7, Purpose of Contacts





Level 7-1
20 Points

The purpose of contacts is to inform and exchange information with applicants and tenants in conjunction with housing needs and problems; and to coordinate initial, pre-final, and final housing inspections with housing inspectors.

Factor 8, Physical Demands





Level 8-1
5 Points

The work is primarily sedentary.  However, there may be some walking, standing, bending, and carrying of light items.  No special physical demands are involved.

Factor 9, Work Environment





Level 9-1

5 Points

The work involves normal risks or discomforts associated with an office environment.  The work area is usually adequately lighted, heated, and ventilated.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  May be required to operate a motor vehicle while assisting with site surveys and studies.

2.  Work may include some overtime.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  US OPM Position Classification Standard for Housing Management Series, GS-1173, HRCD-7, July 1999. 

Factor Levels and Points Assigned:  1-4/550; 2-2/125; 3-2/125; 4-2/75; 5-2/75; 6-2/25; 7-1/20; 8-1/5; 9-1/5

GS-05 Point Range: 855-1100 

Total Points:  1005  

Grade:  GS-05

CLASSIFICATION REMARKS:  The GS-1173 series covers positions which (1) manage or assist in managing one or more accompanied and/or unaccompanied projects, or other accommodations such as 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 knowledge’s and related practical skills and abilities in such housing activities as:  operations and maintenance, procurement or services, cost management and financial planning, assignments, and utilization, occupancy changes and periodic inspections.  Scheduled and special requirements surveys, new construction and improvements, control of furnishings and equipment, master planning, and management-resident 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 Management Assistant at grades below GS-09.

Factor Level 5-2 is assigned to this position.  The Scope and Effect of this position, while exceeding somewhat Level 5-2, does not fully meet Level 5-3.  In such cases, the rule for assigning factor levels is that to assign a level it must be fully met.

NOTE(S) TO USERS:  Minor changes, including skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of the SCPD.

__________________________________________________________________________________________________
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