STANDARD CORE PERSONNEL DOCUMENT                                                                             Number:  9G493

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:  
9G493

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
FF7D

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 Inspector/QAE

____________________________________________________________________________________________
ORG & FUNC CODE:
ECY
Civil Engineering

1ST SKILL CODE:
100%
DRTFRP
Facility Maintenance/Rpr Prog

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 housing assignments related to maintainability, habitability, and cleanliness of housing units; and to provide contract surveillance, performing inspector duties related to maintenance, repair, and janitorial requirements. 
The organizational location of this position is:  Housing Facilities 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 ensure maximum usage of housing resources.

____________________________________________________________________________________________

DUTY 1:









55%
Critical


Performs installation housing facilities services.  Conducts joint resident/management inspections of quarters to evaluate appearance, structural stability, maintenance, and habitability of the units, equipment and facilities.  Performs initial, pre-termination, and final occupancy inspections of housing units to identify scope of maintenance and repair to be accomplished between residents.  Estimates the labor, material, equipment, and other needs to accomplish the work identified by inspections by applying engineered performance standards.  Determines requirements for repair resulting from other than fair wear and tear, and makes recommended cost estimates for resident reimbursement.  Follows established schedules, procedures, or plans.  Often must review case histories; examine management records, forms, or practices; interview project personnel or residences; or perform physical inspections to identify deficiencies, and assess damages and determine the appropriate corrective measures required.  Operates office automation equipment involving data entry, storage, retrieval, etc.
STANDARDS:

A.  Typically accurately and consistently performs joint resident/management inspections to established standards.

B.  Determinations of cause of damages in excess of fair wear and tear and estimates of cost of repair are normally accurate and provided in a timely manner.

C.  Almost always accurately inputs data into the computer system from source documents.

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

____________________________________________________________________________________________
DUTY 2:









25%
Critical

Monitors service contracts within this functional responsibility.  Receives inquiries and/or complaints from customers.  Investigates complaints, validates or clarifies the situation explaining the requirements such as timeliness, quality of service and other items affecting the complaint.  Performs random sampling and surveillance at prescheduled times to maintain integrity of maintenance contract.  Surveillance work is performed to insure work accomplished meets contractual specifications and that quarters are returned to housing management in user-clean condition.  Develops inspection schedules, surveillance checklists, and modifications to contracts.  

STANDARDS:
A.  Almost always processes complaints in a timely manner.

B.  Typically adheres to prescheduled date/time of inspection schedules.

C.  Normally ensures all phases of the contract are being met and the proper statistics, records, requirements and documentation are accurately maintained.

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

____________________________________________________________________________________________

DUTY 3:









10%
Critical


Performs surveys of housing units, streets, utility systems, roofs, drainage, and other conditions for input to housing improvements, maintenance, alterations, modification, and construction programs and projects.  Analyzes service call logs and facility surveys to ensure the total maintenance, repair, alternation, and minor construction requirements for family housing are identified.  Uses a variety of Federal, GSA, and commercial stock catalogs to identify and price materials.  Schedules and coordinates renovation maintenance, repair and minor construction.  Makes recommendations to supervisor for continuation of action for housing master plan.
STANDARDS:

A.  Normally provides accurate input for the housing master plan.
B.  Reviews of maintenance records to identify work requirements for maintenance, repair, alterations, and minor construction are typically performed in an accurate and timely manner.

C.  Costs estimates to accomplish identified work requirements are normally accurate.

KSA:  1, 2, 3, 5, 6

____________________________________________________________________________________________
DUTY 4:









 10%
Critical

Reviews all self-help work orders and recommends approval or disapproval.  Inspects completed projects to insure that all work is completed satisfactorily and in accordance with standards of adequacy.
STANDARDS:

A.  Typically monitors completed projects to ensure that all work is completed satisfactorily and in accordance with regulations.
B.  Inspections are normally completed in a timely manner.

KSA:  1, 2, 5, 6

____________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of HQ USAF, MAJCOM, and local housing management policies, directives, and procedures related to Government-owned housing facilities.

2.  Knowledge of the basic principles, techniques and methodology of housing management and apply them to scheduling, and coordinating operation and efficient use of government quarters and facilities.

3.  Knowledge of contracting provisions sufficient to ensure proper negotiations or commitment of government funds.

4.  Skill to manipulate computer data through input, retrieval, or storage of data.

5.  Skill in conducting inspections, technical studies, and surveys.

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

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1.  Knowledge Required By The Position



Level 1-5
750  Points

-- Knowledge of the basic principles, techniques, and methodology of housing management as they pertain to the management planning, scheduling, coordinating and efficient use of Government-owned housing facilities.

-- General knowledge of construction, maintenance, repair and improvement practices; and the methods and procedures involved in determining acceptable work performance in various trades or crafts associated with repairs, improvements or maintenance of dwelling units, buildings, structures, grounds, roads, streets, and utility systems.

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

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

-- Ability to perform various standard housing management functions such as periodic housing requirement surveys, joint resident/management inspections, recommending improvement projects, and reviewing or certifying payment claims for work or services provided.

Factor 2.  Supervisory Controls





Level  2-3
275 Points

Supervisor exercises technical and administrative supervision over the incumbent and makes work assignments; establishes work priorities and deadlines; defines requirements of studies, surveys and reviews; and assists incumbent with unusual problems.  The incumbent plans and carries out assignments and resolves problems and deviations in accordance with established local instructions, Air Force and MAJCOM policies and regulations, and normally accepted practices.  Completed work is reviewed through general observation and periodic monitoring of contacts with residents; review of written products, such as studies or surveys; discussion of observed problems and kinds of problems referred to the supervisor for assistance.  The methods and techniques used to conclude assignments are not usually reviewed in detail. 

Factor 3.  Guidelines






Level 3-2
125 Points

The incumbent uses a variety of Air Force instructions, manuals, standards, and guides that are usually directly applicable to the assigned work.  In some cases guidelines have been supplemented at the command level and, if not directly applicable, 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.  Established procedures are used in performing inspections, 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

Work includes assignments involving the relatively independent performance of duties involving maintainability, habitability, and cleanliness of housing units; contract surveillance; and inspection of units related to maintenance, repair, and janitorial requirements.  Assigned tasks are conventional with clearly identified objectives.  Generally, the work is prescribed in established schedules, procedures, or plans.  However, 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 residents; or performing physical inspections to identify deficiencies, assess damages and determine the appropriate corrective measures required.  The work involves conditions and factors that must be identified and considered during completion of assigned tasks.  In addition, assignments may require evaluation of drawings, plans, or work standards to ascertain the nature, extent, and acceptability of required maintenance or repair activities; or the identification of organizational expenditures, duplications, or improper record keeping in order to develop recommendations for management action.

Factor 5:  Scope and Effect





Level 5-2
75  Points

The purpose of the work is to schedule, coordinate, and monitor activities related to inspection of housing units to evaluate the need for repairs; surveillance of contractors; and participation in the development of the housing master plan.  In addition to facilitating the work of higher-level housing managers, the work affects the adequacy, responsiveness, and accuracy of projects and programs administered by senior housing staff members.

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 organizations, other employees within the section; employees in the Assistance Section; contractors, and the housing manager. 

Factor 7:  Purpose of  Contacts





Level 7-2
50  Points

The purpose is to plan and/or coordinate management functions with other housing personnel; serve as the principle point of contact and discuss matters related to occupancy, maintenance, or other areas of interest with local housing representatives; resolve or eliminate problems; reach general agreement on techniques; and clarify established goals, objectives, and responsibilities.  The persons contacted are interested in seeking improvements in use of housing facilities.  The goals of all parties are similar.

Factor 8: Physical Demands





Level 8-2
20 Points

Work involves frequent travel and inspections in and about project facilities requires some physical exertion while standing for long periods, walking on uneven surfaces, and bending, reaching, or stretching.

Factor 9:  Work Environment





Level 9-1
5 Points

Work involves everyday risks or discomforts.  The work area is usually adequately lighted, heated and ventilated.  There are scheduled visits to housing units or facilities where there may be exposure to dirt, dust or other irritants caused by repair or maintenance activities.

Other significant facts pertaining to this position are:

1.  Will be required to operate a motor vehicle while conducting inspections, 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; 8-2/20; 9-1/5

GS-07 Point Range:  1355-1600  

Total Points:  1475

Grade:  GS-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 the 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.

____________________________________________________________________________________________

AFPC Free Flow Format
AF Form 1003 APR 90 (COMPUTER GENERATED)

PAGE  
2
DATE:  6/01/01                                                                                                                                                   Page 

