STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G492

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G492

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
FF6A

TARGET GRADE:
07
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Housing Management Assistant, GS-1173-07

DUTY TITLE:  Housing Counselor

__________________________________________________________________________________________________
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:  To perform a variety of assignments relating to eligible military members for occupancy and termination of accompanied an/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:  To promote mission readiness by assisting all eligible members on all matters involving on and off-base housing, and to ensure maximum usage of housing resources.

__________________________________________________________________________________________________

DUTY 1:









50%
Critical


Advises, recommends and resolves difficult assignment and termination problems of a regulatory or procedural nature referred by lower-graded employees or as assigned by the supervisor.  Explores alternative solutions to the problems presented in terms of the intent and spirit of regulations or of regulatory or procedurally appropriate alternatives.  Assigns housing to military accompanied and/or unaccompanied residents; answers referred phone inquiries; records applicant information; processes forms; briefs applicants on policies and procedures; processes basic allowance for housing (BAH); and updates computer data base files.  Operates personal computers to enter, retrieve, and store data. 

STANDARDS:

A.  Assignment/termination problems are typically addressed accurately and in a timely manner.

B.  Recommendations are almost always in accordance with the appropriate guidelines, regulations, and instructions from the headquarters and local levels.

C.  Applications are normally processed within established time frames; and exceptions to policy are typically properly determined and processed within the established time frames.

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

__________________________________________________________________________________________________
DUTY 2:









10%
Critical

Participates in regular or periodic surveys or audits to identify housing requirements or deficiencies.  Prepares draft survey reports of the activities assigned.  On larger projects, coordinates findings with other survey team members.  Develops recommendations for improvement or correction of reported conditions.  Prepares reports using the software available in the housing office.

STANDARDS:

A.  Almost always meets imposed deadlines for all surveys, studies, and reports.

B.  Recommendations are typically prepared in a timely manner and in accordance with appropriate guidelines, regulations, and instructions from the headquarters and local levels.

KSA:  1, 3, 4, 5, 6

__________________________________________________________________________________________________
DUTY 3:









20%
Critical


Participates in resolving a variety of housing problems by assembling facts through interviews, monitoring complaints, and other housing actions and issues.  Evaluates information.  Drafts reports and answers to correspondence that can be used as the basis for recommendations, interpretations, and decisions by higher level housing officials.  May carry out terminations and relocations.

STANDARDS:

A.  Typically amicably resolves customer problems within established time frames.

B.  Reports almost always address all pertinent facts in an objective view.

C.  Recommendations are normally well thought out and in accordance with regulatory guidance.

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

__________________________________________________________________________________________________
DUTY 4:









20%
Critical

Performs presentations, conducts meetings, and conducts special studies or reviews.  Organizes periodic meetings (such as Town Meetings); leads discussions; addresses problems of occupants and suggests ways of seeking assistance/relief; answers a variety of questions; accomplishes minutes; prepares action items; and briefs upper level management.  Coordinates meetings and provides pre-briefings.  Reviews utilization rates for military family housing against targets for adequate and substandard housing established in Air Force regulations.  Conducts other studies such as occupancy rates; turnovers by month; costs of household goods movement; trends in use of utilities; etc.  Reviews data and prepares short range estimates of projected costs for use by other installation personnel in the preparation of financial reports, budgetary requests, turnover analyses, etc. 

STANDARDS:

A.  Typically performs presentations and inspections in an orderly organized fashion.

B.  Almost always ensures all interested parties are informed in advance of meetings.

C.  Special studies and reviews are typically planned and conducted in a professional manner.

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

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1. Knowledge of the fundamental principles, techniques, and methodology of housing assistance to schedule and coordinate operation and efficient use of government quarters and facilities.

2.  Knowledge of realty practices, management and financing practices of lease and sale of real property, and relocation assistance.

3.  Skill in conducting technical studies and surveys.

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

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

6.  Ability to interpret and apply agency policies and directives.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1.  Knowledge Required By The Position



Level 1-5
750  Points

-- Knowledge of basic principles, techniques, and methodology pertaining to the management planning, scheduling, coordinating and efficient use of Government-owned and off-base housing facilities and quarters.

-- Knowledge of agency housing audit or survey requirements and procedures, and skill in performing regular or periodic reviews of local housing management operations.

-- Knowledge of various accommodations or quarters, and different rental schedules or agreements.

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

-- Ability to survey and study housing needs and trends, to evaluate condition of housing, and to coordinate corrective action.

Factor 2.  Supervisory Controls





Level  2-3
275 Points

The supervisor makes overall work assignments; establishes work priorities and deadlines; defines requirements of studies, surveys, and reviews; and assists incumbent with unusual problems.  The incumbent performs daily work independently in accordance with established policies, written and/or oral instructions, and appropriate regulatory references and manuals.  Completed work is usually evaluated for technical soundness of conclusions or decisions, and conformity to policies and existing requirements.  In some cases work is reviewed through general observation and periodic monitoring of contacts with applicants and residents; review of written products, such as studies or surveys; discussion of observed problems and kind of problems referred to the supervisor for assistance.

Factor 3.  Guidelines






Level 3-2
125 Points

The incumbent uses a variety of Air Force instructions, manuals, standards, and guides that are directly applicable to the assigned work.  In some cases guidelines have been supplemented at the command level, and are further refined at the installation level through operating procedures and written instructions.  Incumbent uses judgment in the selection, interpretation, and application of guides to specific problems.  Uses established procedures in performing studies, surveys, and reviews, but the incumbent may exercise some discretion in selecting among alternate approaches to gathering data and format presentation.  Significant deviations require approval by the supervisor.

Factor 4:  Complexity






Level 4-3
150 Points

Performs numerous housing management functions (occupancy, terminations, studies, counseling residents with a variety of problems, such as age, size and type of housing, planned renovation projects, utility concerns, projected availability, assisting applicants with finding off-base housing, etc.).  Assigned tasks are conventional with clearly identified objectives.  The incumbent performs these duties rather independently on a day-to-day basis.  The counseling of members takes into consideration their housing eligibility as a result of divorce, marriage, promotions, increase in family size, etc.; desirability of having immediate units to waiting for a specific unit, and finding off-base housing complicate the difficulty and originality required by the incumbent.  The work involves conditions and factors that must be identified and considered during completion of assigned tasks.  Issues concerning compliance or conformity with established housing parameters or criteria may often require such methods as reviewing case histories; examining management records, forms, or practices; interviewing project personnel or tenants; or performing physical inspections to identify deficiencies, assess damages, and determine appropriate corrective measures required. 

Factor 5:  Scope and Effect





Level 5-2
75 Points

The primary purpose of the work is to perform a variety of housing assignments that are segments of the housing manager’s overall responsibility for managing the installation’s accompanied and/or unaccompanied assets.  The services and work products provided by the incumbent affect the efficiency of the housing program operations, morale of applicants and residents, and the responsiveness and accuracy of the program administered by the Housing Flight Chief.

Factor 6:  Personal Contacts





Level 6-2
25 Points

The primary contacts are with military applicants and residents, including their dependents.  Other contacts are with officials from other base agencies, such as transportation; other employees within the section; employees in the facilities section; and the housing manager.  Contacts are usually made at the incumbent’s workplace on a routine basis.

Factor 7:  Purpose of  Contacts





Level 7-2
50 Points

The primary purpose of contacts with applicants and residents is to receive and provide information and address applicant concerns.  Considerable coordination is required with housing inspectors and some coordination is required with other base offices, such as transportation.  The goals of all parties are similar.

Factor 8: Physical Demands





Level 8-1
5 Points

Work is mostly in an office setting.  No special physical demands are involved.

Factor 9:  Work Environment





Level 9-1
5 Points

The work is usually in an office environment.  The work area is usually adequately lighted, heated and ventilated.  There may be occasional exposure to dirt, dust or other irritants caused by repair or maintenance activities.

Other significant facts pertaining to this position are:

1.  May be required to operate a motor vehicle while conducting site surveys and studies.

2.  May be subject to temporary duty assignments.

3.  Work may include some overtime.

4.  Professional housing certification is desirable.

______________________________________________________________________________________

CLASSIFICATION SUMMARY:

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

Factor Levels and Points Assigned:  1-5/750; 2-3/275; 3-2/125; 4-3/150; 5-2/75; 6-2/25; 7-2/50; 8-1/5; 9-1/5

GS-07 Point Range:  1355-1600

Total Points:  1460

Grade:  GS-07

Final Classification:  Housing Management Assistant, GS-1173-07.

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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