POSITION:	Housing Management Assistant, GS-1173-07  (1173-07)





0  1  2  3  4	1.	Uses AR-210-50 in matters pertaining to on-post and off-post 


		housing management assistant duties.


0  1  2  3  4	2.	Interpreted local and state laws pertaining to tenant-landlord 


		disputes.


0  1  2  3  4	3.	Interpreted and applied federal laws and regulations applicable to 


		government quarters.


0  1  2  3  4	4.	Maintained liaison with Realtors, brokers, property owners, and 


		local organizations.


0  1  2  3  4	5.	Maintained liaison with VA, HUD, SJA, and other similar 


		government agencies.


0  1  2  3  4	6.	Performed or coordinated inspections of off-post property with local 


		officials, such as Health Departments, building inspectors, etc.


0  1  2  3  4	7	 Conducted on-site inspection of rental properties.


0  1  2  3  4	8.	Assisted in the coordination of data and preparation of the annual 


		housing justification process.


0  1  2  3  4	9.	Received, researched, and resolved complaints from military 


		tenants and landlords.


0  1  2  3  4	10.	Maintained or worked with official landlord files and registration 


		records.


0  1  2  3  4	11.	Identified new construction within the commuting area, using 


		newspapers, building permits, and other records or media sources.


0  1  2  3  4	12.	Used the Housing Referral module in the Housing Operations 


		Management (HOMES) computer data base.


0  1  2  3  4	13.	Used the Assignment/Termination module of the HOMES computer 


		data base.


0  1  2  3  4	14.	Performed in-processing and/or out-processing of military 


		customers for both on-post and off-post quarters.


0  1  2  3  4	15.	Provided one-on-one counseling regarding housing matters.


0  1  2  3  4	16.	Prepared written responses relating to housing issues for both on-


		post and off-post quarters.


0  1  2  3  4	17.	Possesses working knowledge of quarters eligibility criteria.


0  1  2  3  4	18.	Counseled potential occupants regarding eligibility entitlements, 


		assignment policies, waiting lists, community standards, and 


		requirements for quarters termination.


0  1  2  3  4	19.	Prepared requests for exception to housing policy.








