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INTRODUCTION

This revised Bul-letin No. 21 is the result of a classlfication survey made

cooperatively by the regions and the Central Office. A draft of the buJ-letin
was written on the basis of information acquired by sending questionnaires
to the projects and by field studies and vras sent to the regions for comments.
Many changes were made as a resul-t of the comments recei-ved.

IViany specifications lncluded in a draft of the bulletin have been vrithdrawn.
Sewage treatment and water pumping station operators have been combined with
other classes sufficiently alike to permit the use of a common title" In
ot.her cases, the d"raft speeifications had been prepared on the basis of veiy
little material and since little additional- information was received", it was
assu-med the specifications were of limited appli-cabillty, However, specifi-
cations for certain classes in the Project Services and the Account Cl-erks and
Accountant series have been retained even though the information is sti11 scanty.

ft was agreed that the primary factor for allocating general housing manager,
housing manager, maintenanee superintendent, and engi-neer positions is the number
of units. The grades have been increased for the enti-re maintenance superintendent
and engineer series and some adjustments have been made in the class intervals
and in the title structure of the general housing managers and housing managers
serj-es.

It was also agreed that the variable proposed for manager seri-es, namely, varia- 
-tions in types of dwelling units and exbremely dlfficult prohlems in tenants and It

public relationships and the variables proposed for maintenance superi-ntendents
and engi-neers, namely, variety of dv'relling types and complete centralized responsi-
bility for utility systems, heating plants, etc., were the only ones which add
measurabl-y to their responsibil-ities and represent basic differences between
positions affected by these factors and those that are not.

The suggesti-ons that deviations from the basic grades should be made on account of
a variety of dwelling types or centralized services only when the numbers of units
is in excess of the midpoint of the dwelling unit range for the class (for example
300 units would be considered the midpoint of tfr" 201-400 unit range) was decided
upon as the principle i-n applying the variables. Proposals for deviations based
on extremely difficult public or tenant relationships should be submitted for prior
approval of the Central- Office Personnel Division and lVlanagement Branch"

A ferv suggestions regarding additional variables such as the rate of personnel
turnover and the restricted labor market, cli-matic peculiarities, percentage of
occupancy, delinquent aecounts, tenant turnover, school problems did not recej-ve
much support from the other regions.

The rate of personnel turnover and the tight labor market provid-e complications, but
not to the exbent that would justify an additional grade because the Regional
Personnel Offlce and lVlanagement Staff lend considerable assistance in the recruit-
1ng and training processes, and because personnel administration including training
of project personnel is a normal- responsi.bility of al-} Ulanagerso j
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Clirnai ic pecttliarltics are not vaLld. as variablcs unless tne proJocts arc
Located. outslcle of contlnentill Untted Str,tos or tho lrork lnvoLves physical
har"rclsnlps because of cllnate or location or tho hazard.s aro excesslv; whon
conparod with that usr:a1i.y lnvolved ln posltions of the sa,ne character. In
the event of the latterl fuII supporting natertal should be submltted. to the
Central Offlce Personnel Dlvlslon for prlor approval. lhe ?E percent d.iffer-
entlal only ma,y be authorlzed. for posltions outsld.o of the contlnental
Unlted. States

?robloms raised by 1.orr occup.nncyl tlolinquent er.ccounts and tenant turnover on
proJects tn active status are so closeJ.y related. to the norma.L day to day
responslbllttles of a nanager as to not merit add.ittor:.r,L compensatlon.

ffnere proJects hn,ve been partly or pennanently closed awaiting d.isposition,
the grad.o of the Eanager nnd superintendont would ho based. Iarge1lJ on tne 

r

nurnbor of a"ctlve units,

frre posltlon responslble for,:11 operi.rtlons of a, singLe project reporting to
tiro regional offlcc or the Genoral ilousing Manc.ger shall be ca1led. tlhousing
rnarngerl. lf]ren tho houslng nan'rger requlres a iuII time asslstant in pLaniing,
organizingr coordtnatlng ;rnd. supervising tho operatlon of tne project ind. to -
servc in the absenco of thc man'iger, that posiiion si:aI} bc celLcd. ttAsslst:-r,nt
Eousing Mrmagorll. [he tit].c of Goneral Eoustng Manager will bc uscrl for tho
positlon responsible for planning, orgnnizing and. coordinating anrJ. sr4rervising .

aLI actlvltlos of a proJoct consolld.ated. for mani,gcnent purpo"u". I{i; fu1}- - 
.

tinorassistant shalr bc caI1ed, rAsslstant Gencral llousing Managerll,

Iho wrltirig of specifications for thc aecounts qlerks and accounteni; series
hi'us bcl:: conpllcated. by'scveraL factors, some of .,rhich are: the cxtcnt to ,

yh19i: &ecounttng functlons rnro to be ccntralizod. to the proJect lcvolr. thc
Laelc of, infornatlon concerning a.ccountlng functlons on constitucnt sitcs ns
agalnst nccountlng v,rork on si.ngle projccts or tirose consolid.atcd" for nanage-
ncnt purposesr the abscncc of rork l"oad, d.nta incl.lcating how ru:.ny r:nits rcquiro
how nany accounts clcrks -a.nd n"t what polnt is a qr:aIifted. accountant roqufred..
It is our .present feeIln; tnat on constituent sitesl the bookkeeplng duties
ean usu,r,I1y be perforned. b.y ci.erks responsible for other d.utles as ivell. We
o"re also d-oubtful that tne accounting work on cven the La.rgest projects could.
be valld.I;r classlfied at C,.4.!'-11' Iloweverl ln ord.,:;r to provld.e =or.c ,-gtridesl
we have drafted. thc spce:flcatlons after considerlng all material tnat coul-d
be obtained. and. have irrd,icated an alternate grade for each class beginning
with accounts cleri: CA3-6. We feel this is neoessarlr since speciflc standards
cannot bc.qrittcn a,t thc rnomcnt. I[e hopo ti:i-s situation yri]1 'be only tcnrporary
and. vrllI continuc onl;; until inors clefinito a,.nd. reallstic spccifieations can tovrit tcn.

frre qr*ri-ificn"ticn str.tcm;nts hr.vo br:en written ln t,crr:s of flesirabtLity and
should nct be consi.dcrod. as rostrictive,

T{irorc d.ecreascs wouLcl rcsult from applJ.ing: tiic spccifications, it is siuggosted_that action tre vitirhoLd. durlng thc tonure of tiir prcsont inerrnbcrnt.
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I itle

Accounts Clerk
Accountan'b .xt.

Housing l{anager
Clerk
Clerh Stenographer
C1erk {ypist
Leasing and. OccupancY Agent
Management Aide
General Housing i{anager
Personnel C1erk
Procurement Cle::k
Project Services A"dviser

l,i"A'IiiTEiUr-i'lCE

Fire Sighters
Fireman
Gard"ener
Janitor
Laborer
Maicl-Housekeeper
Maintenance },id.e
I'{aintenance Mechanic i

Maintenance Superintend.ent & Engi.neer
OperAting Engineer

!

Grade

CAtr'-S to ?
CAI'-8 to 11
CAI'-? to 12
CAtr'-Z to 4
CAtr' 2 to 4
CA3-I to 3
CAI'-5
CAF*A tc 6
CAI'-7 to 14
CAE-4
CAI'-4 to 5
P-I to 4

-cFc-5
cPc-3
CPC,4
CPC-2
CPC-2
CPC-2
CPC-4
crc*6
CPC-7
CPC-6

'to 4

to3
to3
to4

to P-5

Eaeq

I
8

L2
l4
20
2?
33
36
45
48
50
54

63
64
6B
70
?3
(o
B0'

B2
85
BB
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ACCoUI$IS CLEAK, CIF-3

Performs a variety of routine duties involved. in the maintena:'rce of
teqant Jedgers, collection of project revenre and preparation of accountirtil
forms and. reports at the project site or consolid.ated officei ,?nd performs
other c]-uties as assigned..

DISIINOLUSHING TEAT1]33S OT' Ti$ CI"ASS:

[his is the first leve1 of erccourtt clerk pos.itions and. may be character-
ized by the per:lormance of simple bookkeeping duties in accord.ance wi[h well-
defined. proce&rres. Positions in this class perforn a, variety of sirnple
clerical. tasks in add.itiou to tho rnaintenance of'tenant led,gers or &s roqrrired,
such as filing, tyDing, airswerin6q i;hones f'or a. mirror portion of tire time, lifork
is subject to close revlew, either durin6; [)r'ogr(-]ssi or through surunary state-
ments ancL reports. Empioyees ixa,.V r)per&te a bool,*oepilg rnachine in posilng
account s.

IIIUSIIA'IIIE S)il"I{PL&5 (rX' Wt IiSr

.Lr Beceipts for a.I i 1:r'oject li"rncis,',ind irr-rsis:ntrnthilr rerlt ch;:.r'gtr.rs,

' ',). idairitair:Ls card.ex fj.1es on teoants a.ud ()tilel: gloneri.ri rll.-Lesr eL:tii. l;r:iter;
public vouchers for pr:rchase (3orm 1047),

3. Rect: lves compla,ir-tus frou tenilrrts r+tit1 refcrs su.ch comlrli:.ints to tj:ir:
mainte nance'C.epar tme nt.

1,.. +. Preparcs daily stateincnt of op<;ratior:s i.rn,l notices of intont to vacatt-l

5. Assiets witir the coiiection of ten;ant rent; preparation of payroIIs,
cez:tlficatr:s of deposit, and schedules of cclfcc,l!6ns; a.nd compilation of,
trial ba,lance f i$:res.

S[AfE!,ijiltr 0f QLAT,II'1CAt IC]itS:

l.t

.-)
Q.

,.

F.rcUl_edggS-,_-Q}iili.q*tl1:td._g!.]_11-t-tq5.:

A wcrking irnowladi]e of and. .rbiiib;. to apply r;1entr;trtu.ry boo],;-
Iceepine Drirrc.iples i.rrd pra,ci;ict:s.

+. xpel:19-qg9-a, +:li. -tlq l-+-rui. :

Sxporience in gcriural off ice proce&rre a,nd. training equivalcnt
to grarduation from high school and., irrrferably, a cor-rrse in hookJ<ceping.

:

Other

3

,l
l
I

Sr:r'rst-, o.r rcsponsibiLi.t.y ir: havi.ng; custody of public funrls.
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LCCOUIES CIERK, CA!,-4

Sorves as bootckeeper on a project of average sizc with respoirslbility for
the maintenance of books of accounts, collection of project revcnue, and. the
preparation of accounting forms antl reports; a.nd performs other dut,ics gs
as s igne d..

DISII}IGUISHIi{G T$AW8IS OF TI{E CI.},SS:

llhis class'of positions reprosents the performance leve1 of account cierks
and, as sueh, performs'aII bookkeeping duties under the general sultervision of
the- Eousing Managerr tTork is performed in accorclance with established. accornt-
ing procedures, and. is subject to a geuoral review upon eompletion of sr:mmary
statements, trial balances, and other bookkceping reports.

Positlons at this level may participate in generertr ad.ministrative and
routine management activities for a minor portion of the time, such asr re-
f.ieving the Housing Manager of office details or hand.ling routinc tenant com-plaints; and. may assume additional responsibilities in tht> absenco of the
Housing l4anager.

JUUSTRA? IlJ?l Ex$liPIE s _QI__DII_I4* I

1. Maintains books of ac0ounts or other fiscal rocords reflecting: pro;ec!
incorne and. expense.

2. Prepares varioi-,-s docutnents; , such as, purohase ord.ers, requisitions,
vouchers, bi1ls of lad.ing, receivirrg iencl inspection re;ports, rental and secur-ity d.eposit refunds and. transfers, r'eviev*ing tht:m upon completion for compli-
ance witir proper 1.:rocedur,:.

3t Effects executiort of leases ancl furnishesr prospective tenants with
inform;;tion concerr:ing renLal charges, services ancl facilities provid.ed.,
conciitions arrd. tefms of tenancy; and. consults and. ad.vlsos tenants regafd.ing
compla.int s.

4, Makes small purchasos from agent-cashierrs fund. prep;aring and. typing
vouchors for reirnbursement of the fund.

5. iVlaintains or supervises the maintenance of general office files, and.asslsts the Housirg ivlanager in tire preparation of the bud.get.

6. Maintains persoruiel and payroll record.s, and prepares the payroll

}

;1.il
't.

Ii
a

i\
l^

::-4
i1,

per i o di c;ri. ly.

S[ArEiriINf 0I' QUAtIf ICAI ]0 lilS:

1e Knowlg$Ees, skil1s and abilitic_ql

Goo d" knowled,go of, and abillty to apply bookJceepi ng principl.es

:,!.J
:,,:.1:
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rrra.ct ices, and to follow the .A,ccounting ifa,nu.al of Ins truct ions.
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A0counts Clerk, CAI'-4
Ability to marke computations and tabulartions; to compile :rnd.

prep"ilrc f isci:,f reports; to oxercise good. judgment and some initiative
in the performancc of vuork.

2, Erperience and. tralnin&:

Experience in bool<keepingn hanciling c'f fund.s, and doaling rvi'bh
personncl, ancl training equivalent to grar.drration from high scirc,o1,
including courses in businoss administration.

3t 0tber

Scnso of responsibility in havin. custody- of prblic funci.s.

,l
. ad

l

i
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GEJ@NAI [E1,[ENT:

ii,iaintains, or supervises the maintenance of books of accorrrrts for a
single or' a consolidated project of between 400 and. 800 units; collocts proj-
ect revenues, ancl prepares all accounting forms an,l reports; and perf,orms other
tluties;ls assigned..

D 1 SIII.IGUI SIIING IE"[ !]IIIES OI' TIfi OI,ASS

Chi.rracterlsbic of positions in this c1ass, as d.istingulshed. from the class
below, is the responsibility for all bookkeeping activitj.es usua11;r on two or
more project sii;es of a sonsolid.ated project composod. of betweon 400 antl 300
units, including the review and examination of a]1 led.gers, record.s ai'id. reports
maintained. on the separr,,.te sites, and. supervislon and. training of new employ-
ees i:: booldceeping proeedr:res. Employee-s in this class follow well-defiriccl
accor.:-nting 1:rocedr:res and. function und,er general supervision, and their rrork
is sr:,bjcct to a general review by the llousing i{anager.

' I.iis class of posltions may functiorr und.or an Accountant on a consolid.ated.
project iend. assist in the verification anrl acsountability of reverme for
several--lroject sites; or be responsible for sui:ervising a large group of
account clerks on a large single projeet.

Supervision of clerks or account clerks is usually fr:und. at tiris level.

Positions at tiris level may partiqlpato for a minor portlon of tbe ti:ne
in a numbor of a,dminis Lrat ive act ivi.ties.

-Il-rff 5-Ee&[-lIE--EeA!iqlEs--Q3--Q.{!.!E-$.:

1. lvi;:int.-ritts, or supervises the jnaintenarrce of d.ni1y bookkeepin€ :recor
and tenantsl Ied.gers, prel-1ares adjustments, rlonil:xttes rrtilities charges r-inc1-

pro-reltes rt:nt charges.

.i.o:
a

j

I

:;

i
-l(1.; i

1.i

,i

. i:,1

2. Ir,{airrtaias budget controls at:d. cosi;lnalysis recortls, i}nd" assists in {
ttre -prepa:"u,tion of the budget. j

',5. Preparesr or si:rpert,iscs thc preir.:rra,iion ancL srrbmissicn of nontl:Iy and
yeat'.1-y rr-;norts, prcparation r:f pityrol 1 rror:.chers i,r.nd. suDportini:l docr:mcnts, an6 ':d

miscelliineous expense voucl'rcrs. 'l
iii

4, $r:perrrisos rl,tiy rccoucj.Li"rtiorr if ler.ants .lred.gers with ccintroL accounts. jl
if

5. Prepares and. maintr-rins files on all d.ocun;:ats affeciing persoirnel , ;i
pro.pertjr elnd. invr:irtory control reports. ,j,),

6. Roconciles d.ai1y statu'ment of cperation:i'or. sevcreil proj(lc! sitcs, riJ
and uaint,tins a running tuorrthly yr:capitulation for -,.rsc in thc pr+par:-rtion of .l
moniirly f iscal rcports. 
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Accounts Clerk, CAI'-5

slatEiiElE 0r ff,I CATIONS

I Knowled.ses. skills and. ab ilitles:a

Considerable knowled.ge of bookkeeping principles and practices,
and knorvled.ge of and ability to follovr the Accounting idamral of
Instructions.

Ability to make comtrru.tations and. tabulations with accrrracy; to
solve complex booldceeping problems; to compile reports; to make,
cliff icrrlt reconciliations; to plan, organize a,nd. review tire worlc of
o thers.

2. E:refle4gg_end . _t.Lalg_i3e:

Experience in booklceeping, handJin; of funds, and in a re-
sponsible supervisory capacity.

tbainirrg equ.ivaleni; to graduation from high schcrrl supplernonted
by a commerclal course r:r c,rtg year. of br:siness collego.

'3. 0ther

Scnse of lesponsibilit;r ln having c,srody of public fund.s,

,

I

It

t
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accoullrs cmii(, cAx'-6, 7 t

eEr@t-A,r ]Im .

Supervises the maj-r'itenance of al i cost i"ecords and books of accr:u.t:ts,
inch:ding the collection artd accountabllity for il1-L 1:roject revenue o:r [r1r.;j-
ects fotaling between 800 and 1600 units; and. performs iither duties as
as s ignt: d,

DiSTIi{GU ISiII}IG IE.Afl]NES 0,! [Eii c

Characteristic of positions in this class is ihe responsibility fcr p.ii
bookkeeping aciivities gn a single projecl or 8roul) of project sites composeci
of between 800 and 16pg units. fhe posj.tions Irray be d.istirrguishetl from the
third. class of Account Clerk positions in size; <.'f ltroject' i. €., responslbil-
ity:ior hetween 400 and.800 units, and in numher of acgount clerks sr;ipervj.sod..

As necessary, ihis class ri positiorrs uiarv a.ssist :.ri the instal-la,tion r:f
systems of a.ccounts ancl records coveri;'r,"; evitr.r acti.vity involved. in tht:
o1:era.tion, lnanagement arid. inirj.i'rtoriinc€ of the project, includ-ing experida,bJ-o
and. noir-expcnd.able prol'jert; records.

Ver;r little super'.risicn is requ-irr)(i ii,t bl:is; levcl arrcl v,rork is per{'orncd.
in accordance wi bh establishccl a,ccou.nl;i:rg l_trc,ct*,,r.:.'es, sub ject only to er,

general or adrniliistrati"'re rcv iiltv.

IITUSTEAI

1. Sur.1.,i,,ryigt;ri thr', rr:ceipt r:J'r"i:niat,l al,ir(1. otii')i' c,,flirctiorrs oa uI1 project
siies, with x{,)sppnsrb iiity f or 1;hc ruLlnicit:rrtce of r11 r ecorcls oerta,ining
thercto in accordai:co with accountiirg I-).nC tn:rn:r,g(:mulit rr:gulations.

2, Iristails s;rst,:;m-s, rr:corrl.s, .:t,]id accotrirts on the pro ject itr a,ccord"a.ncr;
!iith iiistructions from bhie B,ui,;iorra,l Ac:c,o,.intarti, tr;rins, Cir;cts :rrd. assisls
a)erson,:r:,1 i:r +,hg i:' nropr:r i:liti]]t0ruj,i:<;ir.

ii. i,Ll.i:rtai::s cos'b ri:cords and rr.ccounts covoring. operat:i.ori anrt rnaj.ntr;n-
i-r:lcc a,ci;irritics, budgctrL::y a,Ilotmcnts, i:r,nd. c1il,";sif ,^ca.t,i.o:r of oxp:;i-rr.i"ituri:s
:rccc::cr.r::q bo r1gggilntr nutn'i)rrs.

4f Purch;i.sr.rs suppi ies ,,nai- sratcr i:uLs f or rrru: tililiiir i.-.ni} mairrtenance of
buiiclin6s, plunibi.ng, iitratiirs ir,nrl clt:ctric s;gste:ns, g.rounds, rnd. othor
rto cos ssrr;i cxpcndi trlrr.r s.

5. Prc,,;;11',.v1;, oJ' lii;-'Jtcrvil-ici; biiil 1-,;c'1;,iri-i.lio.l of ;-r.Il ;>ayro11s, y:grcherse
orclers, r,:c1;isitic)rls, vouc::';rs il.rrci ..itlt::!'rt:li.rtcd- cloc"-;.i:lr:nts for a, mmbor of
projcc'b liitcs, l'ii.tti rtliipcifsibil ily r'or cotn,ol j-ilrlc,,r :,iitl: rcgullt ions, contragt
re crlr.il:cr-rcrits a,nrl oth.;r ]-lLrrtiitoilt ccatt'o1s-:.

5. Confers arrci advj.sr:s t'l hh. bir,,: lio;sj.iir-' i,:a,nt,,ilcr ,'-,n problems pertaining
to'rrranr.lgetttont, :liid. in his r:bll,;irC(j, :.isS1llrieri i-i,ir1 rL, l,i'rror';.siltj.1it;,, i:c.,rtir.i1ing; to
mannE;t.ltli; nt.

o

o

r'!

,",$
1!t

f,i
I
'l

.1-,

'.t

^r ,r!3



J J}
NPEA

Bulletin idor 2L

- - Sl.-9=l6,144 !___J Accounts C1erk, CAtr'-6, 7

$TAttrMiENt 03 QUAI II' I0A[I01{S :

1o @Ls-e&-e&JU-1199:
fhorough knowledge of booidreeping principles and practices, and.

knovrledge of and ability to follow the Accounting i,Janual of
I nstruc t io ns.

ability to make computi,rtions and tabr-r.lations with accuracyi f,o
sonve eompS.ex bookkeepirg problems; to comnire reports; to make
d.iff isult reconoiliationsl to p]-an, orga.rrize and review the worl: of
other s.

o

2, Experie+cq ancl -t.raininel

Ixperience in booiciceeping or business arlninistration, in
hand.ling funCs, and in u, rospc.rnsibLe sui.rervisory capacity,

Ireririing ecuiva,Ient to gradrrertion f5orr ,hlgh school ancL comple-
tion of a booilkeepir6 course, or at least one yea.r business col1ege.

3, Ot_hef

Sense of rt>sponsj.bllity in lravirrg cusl;ocly of public funds.

,
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ACCoUNIAM, C],!-8, 9

GU IERAT ST"A,[E1rE]I[:

Srrpervises, d.irocts and is responsible for ,u,li irccountirrE; functioirs
performecl on projects totalir:8 betwoen 16O0 and,3500 unibs; ancl perrforms other
duties as assigned..

DISTIi,{GUiSE11{G I"dAIUMS C,!' I1& CI.A.SS:

Characteristic of I;ositions ii: llris class is the responsibility for il:e
accuracyr propriety a.nd complr,:teness of ul. I boolcs of accouuts, cost ancl r:on-
trol record.s, and. re;,rorts; for the u,ccou.irtabil.ity for a}l project rcv(lnuc on
a luz'ge 1:roject sibe, or grouj) of project sites eonsoliclaterL for m:r'ruegcincntl
and. for serving as advist:r' to tire (icnei{I1 Iiousing i,drrnrtiit:r or }iousinlr, }..lrinri1:er onall, erccountirg policios affcci;ii:g thc r:peration of a piojoct.

fiis class of accounto..rrt positions mlry. be Cri.gtinguished. frorn thc class
above by thc sizo of thc project, i.o. r over 3500 units lrnd. in the rurnber ofglerks or account clcrns supr.rrvised. w.hich. mi,r,y va,ry in ilccordancc ,rrith size
a.nd. number of 1-rroject sit,;s.

?rrsitions al"locatcd to uhis class aro d.eJ-egatrd tl:ie rcsponsibiiit;-'for
making al 1 <1,:cil;j.ons nithin r;stabl j.shorl accorrntinf.l Folicies ,irnd" prococluros
affcctil4i accountiitg activitius on el projt.;ct, ancl'rrorJ,- is subjcct to tht_;
Horrsing i,[aner,gr.lrrs reviciz for conforma;]c$ to ovor aLl policit.:s an6 proc'durr)s,

IIIUSMA[TVE IES OY 
'UTId

.t

t'l

cI

o
1r Supcrvlses anil tlirLrcts thc proparation of p,urchasc ord.ors, rcquisi_tioDs, miscollancous oblig,l,ti.on rccorrLs r:,nd. vouchi:fs irr p€rtym,;nt of surviccs

and. material.s, r'eviews pxol,;:rxed. clocumt:nts prior to execuiitn by the i{ogsi"ng
i;ianager.

2. Su1:'.;1'y."us the prepar{}iion of i.eguiar and special reports ancl sta.te_ments, such a,s summary of da,ily tiine re1)orts, vehiule operation r,:1-,or1s, etc.,
and. rcviervs al-1 monthly sulnmary st,rtements of operation, Scherj.ules ofGolloctioits elnd- certificatos of Depos:i.t for a larile nurnber of consolitlg,bcd
nroj ec t s.

3. Ass;ists ivith:rnd, directs tl:e cornputation anrl prep;r,ration of 211 per.y-rolls for thu ci-,nso.lid.a,t<;d. i:rojr;cts.

4. Prepares, or d.irccts the ;irelraration 6f dr:ta,ili-.d. rerorts from thrlcost record.s for usc in i.;stirrr:-iting bu,lgsb requiremt;nts; gnA fer"orraf:-yadmrnisters thr; .tgr:lt-Casirit'r fund., pt,rfr::,miirg necossary bookkeepir:g dltie sand. prcpa::ing t.rc r,ronf,hly rcl.rort on tiris aocount.

5. Dj.rccts ,ar.nd. su.pervises Lirc n-ri.r,intonr_rncc of cost records anri accou-nts,covering i:r det''ii-l evory activrty involvr:d. in thil operation, ina,nagr-irn(jnt anrlma.intenancc of thi: severrul pr.ojects.

6. Su-pcrvises anci :.eviews the work pi:,rfornred. by account clcrks of thcseveral i_:rojccts.

I

,l;

o
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.dccou-ntant, CL-T- 8' 9

STATEI',IIN[ 0]' G,UAIII' ICAI I0]iS:

1r Knoryledee srltkil ls- nrnd. +bil ities:

?PiiA

o

o

o

linolvledge c.f the principles anct practices cf goverirme ntal and.
commerclal accounting and a knowled.ge of cost accounting rnctirod"s
ernd. yrroceclr:.res. AbiLity to iirterprct and effectively camy ou.t
oral lnd written inst::uctlcrns; to hqnd.le large sums of money; to
p).an, coorC"ina-te anr') superviser t.he worir of a rmmber of emplo;,rees.

2, Bpgf:ence--a14. tralirltler

Xxperience in accounting work and" in a sunervisory cilpacity,

Trilining eui-rivalt;rii; to gri:,duation frorn college with sy-.ecial ized.
courses in acgourrtingq

.1 iijt"
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A,CCOUNIAI{I 0AF-]0, 11

$sl'EIAt srAtEuliN[:

Supcrvist; s, d.irects, ancl is resl-rons ible f or a^l"l accounting fi-incti.ons
performod, otr extromely largc projects, ancl composed. of a large nrmb<.lr of
cons;o.l.itla.tcd. sites; and pt,rrforms othor duties as assignod.

DI STII.IGU I6IiIi(G XEA TliX3S OY [i{E CI,A,SS

Ch;-r.racteristic of positi-ons in tiris class is the responsibility for the
acculracyr'propriety and, complcrteness of at1 books of accounts, cost a.nc1

control reeord.s, and. reports; for the aecountability for alL projr:ct revenue;
for serviilg as'fiscal adviser to the Housing lvjanager and Assistant
lrianagers on aLl aacounting policies affecting the operation of the project;
and for serving as administrative head. of a large area Accountin!: Divislon.

Ehis class of pt.rsition may be distrngXri.shed by the resporrsibility for
initiatinE policies and. proceflures to ad.ecluately provid.e conpletr: account-
ability on projocts, which due to size and. geograpi.ic location, {resent
unlgue lrroblems affecting the oporation of a pro.jeet.

lhe tremendous increase in size of 1-rrojoct and number of eoiisolid.ated.
projcct sites increases prolrortionately a&ninistrative responsibilities of
accountairts in this cIass, such as direct and indirect supervision of arr
extrcme-'l-y large staff , reconciling many rccord.s, preparing composito f inancial
s tatements and. b':dge ts.

I IL{JS_IRAT IVE ExAivlPIE s 0jl-U.lT-lE!:

1r Servcs as f iscal adviser to tne l{ousirg i,.{anager, consulting with
hfuo on all major or unusua,l accounting problems, and provid.es the l{ousing
l,,ianagerritir the accounting inforraation nect:ssary for thc control of project
operat ior:s.

2. iirterprets aecounting policies and proeedures and ls rest:onsible
f or their a1-,p1icar,tion t,o the pi:rtlcular arca.

3. Supcrvises, d.irects, and coorrl.inates aLl accounting activitics fora consirlcrable rrumbcr of projcct sites.

4, Pcriodically antrlyscs and. revie'rvs policies and- procedures to d.cte::minethoir cffccllvencss ond need. f or revisioir, ancl initiates procecluros to meet
the rerlu"i::cmeirts of the rnarry lrrojccts und.er his jurisd_icition and to improvework pr:rformance of tho starff,

5. Ad-rninistralively suirorviscs the instarlation of all
ancl thc m:rintenance of all accounting record,s for ttie area.

reco::cl- systorns

6r Devt:Iops and supcrvises the installation of a.ccounting arnd. costcontrol systems for a larrgo group oJ' project sites.

7. Aclnrinistrrtively examines an,J a;:1:roves all- vouehers, pa,yroli.f and-other r.lccou:lting ciocumentsl

.1,

o
i
&lt;: i,
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Accou.irtarnt, CAI'-10, 11

SBATEI/E}Ig OT QUAIII'I CATIONS:

I Knowle 6. skills atrd

NT
pPiia.

Bev. 9-15-44

accounting work arrd. ii: a

t

!t4 -o

o

ili IeS+
a

Comprehensive knowledge of thc principles and practices of
large scale nodern goverixnental ,;rnd. conmerciaL accounting, thorou6$r
knowledge of cost accounting m<ltirod.s and. procedures.

Ability to interpret rerid. effectively carry out oral ancl yrritien
instructions; to initiate eund d.evelop operating procedures; to hand.Ie
oxtremoly largg sums of monoy; to plari, coordinerte Ernd. su5-x;rvise the
vrork of an extromely large rnrmber of employees.

2, Exper in-ce ernd, tgg.l!l3e;:

Extensivt: cxperii:nce iu professiorull
responsiblo supervisory cnpacl tp'.

.'
Trairring eguivalont to graduation from eollege with specialized.

coursios, in accouirtlng and. aud,iting.
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HOUSINO MAMOXR

helline Linits C1as ifi ee.t 10 n Grad-es (Basie)*+
* 2Al * 400 CAI-7

401 - BOO CAI'-B
801 - 1600 CAF-g

T601 - 35OO CAT-IO
over 3500 CAI'-II or Lz

* Ior und.er 200 units see Management Aloe series.
*x f'or single tr)rojects the Manager of which reports d.irect to th.e

regional oft'ice. Use the same table as for the 0eneral Housing
h[nnager and the same variables mentioned. und.er the Distinguishing
Xeatr:res of the C1ass for that series.

GI]'IENAi STATX}I@IE:

Responsible for, within prescribed. policies and procedures, the ma.nage-
rrent operation and maintenance activities of a single project lvhich may be
part of a project consollda'oed. for ln management purposes or ivhich may exist
as an ind.epend.driu project the manager of which reports d.irect to the regional
off i ce.

- DISrrNGLTrsiirflG r.E.A.f-.itus JF Tm 0LASS:

-
Inc'umbents of positions in trris class are eitlierander the su-pervision

of a Geieral llousing Manager responsible for the consolidated project, or the
regional office; in the latter case ttre responsibilities of the Housing
\,ianager are similar to those of a. General i{ousing Manager.

ILLUSIIATIYi XIGNTIIES 0f IUIIES:

1. Determines types r-rf project servicos and recreational activities
required. on a project, and takes necessary action to stimulate and. encourage
the developrnent of such activities.

2. Contacts 1oca1 social agencier ,:.nd off icials of surround-ing con:."nunities
regarding services for the site, as d.irected. by the Housing l{ang1.ge3.

3. Investigates ancL ad.justs the most serious tenant complailts.

4t formulates and" exercises eontrol over budgets,

5. Interviews ancl selects appli:cants for positions, and inltiates, and
eonducts trainir:g ,orograms for members of the staff .

6. Corrfers wiuh officials ot'neai'by wa:'plants regard.ing il.re nec-d.s for
aeqommod.ations and the eligibility of prospective tenants.b

'$to
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Assistant l{anager v 
i,lt Assigns maintenance persol:",el in makirg all necossary repairs and. .l

keeping the builtiirgs and equipmr:nt in good. and. serviceable cond.ition, and iiinspects completed, sosintonance work. 
.,,

Br Malces reglular inspection of grounds l,o insure attractive and.

sanitary cotid.it lotts.

9. ParticiPates in or supervisesi

b.
fhe preparation and,review r:f required, reports'
[he intervieivini] of appllcants for uuitsr
Inspecblon of rrnoocupied, untts to d.etermine necessity for
repairs, paintir4, etc.
Collection aucl deilosit of reiits.
I{aintenance of e1.11 boo}r}leeping a:id. cost, record.s.

ESEId]u--aI-Q94I.-!IIA4LI-o.I{QI

1. Enowl-E:iggS,_-is-tsi-1,1-q--ary!--eiLil i UqSl

I'arnilia.rity witir a,riministrative ancl business practicos, anit w;i.th
them;lna6emerrt}-,rf,oflrl.uTri:Ind'po1iciesofbheAuthority.

o

2, ience ancl trai

Experience slmlLar to that,gnintrd.;r.s a ivianagement Aide or in a
position requiring some or all of the follovrirg features: contacts
with the prblic; stimulatlon and coord.ihation of cournunity aetivitios;
knov,iledge of the probleras lnvolved. iri the management of a horrsing
d.evelopment such. as tenant relations, procrlrement, 1.rr;rsonne]
admi;ristrat ion, account ing and rcporting, bud.gct1.n6, mreintenance
problcms anC procodares.

Tr.aining v,rhich is eqtl.ivalent to grar{uation fr'om co}lege

(Iiris scction is ostablished. a,s a g;itle to.placement and. 0qes
not exc.Lud.e from consicleration other f idlds,of ,work or other means
of tra,iiring r,vhi.ch ma,y navc providcd. the a.pplicant with the knowled.gr:s,
sktlls, and abilitit:s nt,cessary f or thr: s;:,tisfactory perf ormarrce of
the chrt ics of thtr g1n..js. )

dra

cr

d,
e.

Ability to carry on harmorrious r€lationsirips with resid.entsl to'
orgarrize and. work with smal1 groups to stinrirlate and ensourage social,'
civic, and recre;rtional aetivities; to supervise a small rnimbor of
c1erica1andrnaintenEincepersonno1,topreparereports.

o
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GEr,trXlll StATEir{nN'i :

Pci'f o::ms routlne, r'r;,r-relbi;ivt: c.Itjlical work in a project off ico; ;j.il(i
performs other duties as tlssiained..

DISTIl{GUlSiiIi.JG TTAflJiiIS CT Titr CI,A,SSI

fhls class reprerlenbs tire errtra.nce leveL.ior tire Clerk Series at, a
project site.

o

Posi,Lions 1n tl:i-s slass perf orn ror.-r.f,iiie, rcpotitivc clerica.L
as: !r.laintai:rin6i i'i1c:s:,I?i,i. i'ecr:rds, supplyiilgr gelr()r:il iirl'clrma.tioii
re cept ir::ri s t.

rinties s,.ich.
ser r -'ittg; ;;ri

o

Iner-,:llrent,r,'of positions in il:L:'Ls c. la,ss ii,rlr-i-r..1..1;y operatrr rrnr-ter the si:.p<:r-
viriioir of a iiigher-grad.e cier.i,, and fcil l.ors irrst:luct j-otrs rt:,gard-ir1{ tur,s.r.;.s; tr: be
perforirt,,:d. Grrid.a:rce is occasionar.lly received rlLrring the pe:'for[].r.nce of d-i.rties,

l1.ro,oerformirllce of cccaslonal or inciaent;j} typing du.ties Cor:,.j irgt to.lre
the,Josj.tion out of this sr:ries.

I!-i,UsUli=[IYI--EJA:rld-$.-:r--[L]!J-r,-$.:

.l-. iyiainbieins geuerai crfi'rce f.i les not contfirrj-ng a great rn:rnbor of
clas:iif icatiors in a project off ice sucir asi corl'e$pondence; terurnts f iles;
mallagement, p,ersonnel ri.;rd policy and proced,rr:e mariu:i,Ls1 clippi:rgs fro(r news-
papers and magazines regardi.ng housing,

2, Estrr.blj-shes nnd- rnaintrrins simple r,:corris sirch irsl eqiripment ancl
supplies rcceived., furniture and. furnisiriug_r's f ol evi:ry apartment, outgoing
rrairl , t irne.

3. Answers thi; teleph.one, receives callers tc the office and. gives 6r-r-t
routl.ne i.rrformabion conce:i:ning the vil.rious opnri:,tioiis ot' the proji;ct frorn
inf oln,-rtion in tne f iles or car<i ri:cord.s ma.inta:iir:fl in tne ofilice .

4. Priroares ro-:.ti:it; reports on namerl oi- li,;ti,r-1ts, hit.r.;_s.;s occultied., nunber
of b,sd"llooms; alrplicatioils 16cL;ived, acorrptod. or rejt,rcted. and. roilsl,irs for ro-jection for ;nembcrs of tho prr-ijoct i:.r'rri reir,i{)&nl oft'ice staffs,

5" Checks a:ac or t;-lr;ctl'j,c trietct'r'ciiri.in6;s v,,.?ii:n terra,nts:rtovc in, figri-r4s
gas or r,r.l-ectric consi:mpt ion i'oI rhc rl0ntl:. i),nc! il''1.:?s bii l-s.

6. f;r,l.-''rl; s/.,rvi.ix.r t'ccuesLs frorii teria:.rts, nr-,'r,ifi.es nrainb(inr)ncc sba,ff, a:Ltri
roliol-;s r:-p to ciisccv,lr status o.f rvitr.ir. r:rr.li:rs.

'/. Beceivi;sr opt)rr,3, r'i,-t',crr:cis, sorts t:.rrci cr-isiiributgs proje;c0 uailo

, .rI'

o
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L . I{iowte-{ge s.--qg-L!-q--a!0;rb i 1 i t ie s.:

Som...: familia,rity with genr:r4"1 of'f ice metirr-rd.s, proce,,h,.res and
c qu.ipnie nt.

Abillty to liecp 1",i)(.:orcls anci filr:s; to ;nakt: aritiunct.icaL coiiiputa,-
tions;,, to use 6ooc1 nnglisir, spt;Iiin6: alnd gramnrar. .'

2), Exper i.ggggjtld jUc_ipijlg:

Pr,:viours cicri.cal i;xperit;nct, 1'.r des j.rabl.o, bub nct rr.:q-rr.irr:ti.

Tri,rirring cquir/illr.ri-it ic i,i:a; I',.)-j.{?.j(;ti.i,,)d 0;/ {.r.iAu,:}.t:,.rrn ffonr
:rigrr schoo l.

o

o
I
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GEII,IEE$I S[A{EI[EM:

Pdrforo'rs general elerical work of a somewh.at d.iff icult or responsibl.e
nature without specifle instructions, but in accordance with stand.ard, rrr(F
ced.ures; elnd performs other duties as assigned.

I ST I i[GU I Siil IG FTATUXX OF T}G

Posltions in titis class perforu responsiblo clerieal work 6uci: ;,r,s:
establisi:,ing and maintaining off ice recoid.s, composinB general o)rr(jst-roruience,
givir:g out generar j.nt'ormation regarding projecr opcr:iticrrs.

Supervision may be received. from cle:'ks of iri.gher grad"e crr from.trroje;cr
sta,fjl raenrbers. Usually a 1rosition in tiris cle.r,ss lvill be rei;trlcted tci 1argcprojects with large s'i),:rciillized slaffs, Srnall;rrojects genererlJ-y l,ril1 combine
sucl: functions lvith t;ypinll anii st()oo€;rapnic duties. Sta,naar.O policies ancpz'ocecliu'es;rrc follolved. brit i;ire inguurbent do*s not rcceivo c,rnsta,nt.<-uida:rc.;rr:l ti'lt,' t-rork progressos nr,s d.o lirc clerrrs of ii:e to'v'yur rrr ontra::gu levi.ii. The
cornplt-:tod. ','iori{ is ri;vio'roti f0r conformanc() tc stanclii.rrl,s anrJ prr-rcociures.

f?:.e; perr orrirance of oecersional typina:: duties d.gt;s not tak.; the rosition
out rrf this seriesr

IVE EXA].{P.[ES OIi' DIJTIJS:

o Rev.'9-15-44 Pa.Ee

o
L. Itrberviews tlroSpOOtiVg te rurUts r ru'Cr,ivc-rS an,J classif ii:s i-rpp).iCr-rtionS,oxplairrs ri:ntal terms, propiu'Gs feir.sos f or si6ni,.t',rre, displays r:noeci.r.pii:i!.

uirits, assigns houses, co1 lects rents i.Lrirl- issui:s.roctilpts,

2. fuiaintains.or;oject ofij.ce fiLes vuhich involves ind.exing, cJassif;,i.:ig,
f i1 irlg and irithdraving materials.

',3. ivi;ti.itrtins contacts by rcutino s61'vss.irorrclence with repr.esent*tivos .;fvarior-Ls industries and. ni1 itary' esta.blishments regirrdiiig avl.ii.a.bilit;i, clf units,elif:i'ciilty of vrorkers applying for house s, aad o"c.,rpor"y conditj.olrs.

4. Estr.lblisht'.s nnd lt:'lii-it.:iins oft'ice rec,.rros; r;uch r:,si niaii.iLterieini:e costs,bcntt d.edrrctic,ns, 1eove, ',rithi:o Iciing tiz,x, persons a1-rply irig for ]iornes, reJer:tedappl icat ions r"nd otliitrs.

5. Prepares pa;,'ror1s and crrecks sa.r-lr.'l checj.:s.igainst pa;,-.coJ.1s.

6. Corlpo5i.'5 roUt inr: CorrosI),-,i.r(irlirci) rega.r'ding,: prO jeCt aCt ivlties On oyininitia.ti-,re or i'rom brief, oral instruct.i.ons,

7. Collects, assembles irnd l-rresents d.:rt:r ir;. thc f orrn of reglrilr orspecial reports concetrnirrl a;1:plica.tirins, so'iLrceii of empJ.oyrnr:rrt, tenantpoSmlation, and existing vacancic;.

8. Prepares purchase orCers, ,ou.chers arrd receirrind an1 inspectionreports wiricir irrvolves selectitr; the d.,:;ta,-r,i:d presenting docuinenj;s irr fiiralform.

f
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9. Plansr assigns, d.isbributes work, trains and. instructs clerical
workers in Lower grad.es.

10r 0ccasionally or for a ruinor portion of the time serves ir,s general
assistant to an Account Clerk in higher grad.o arrd, performs 6uch duties as
posting to tenant ledgers, making out certifieates of deposit, a.nd. compiLing
f igi:.res for use in trial balancos.

11. 0ecasionally serves as receptionist, rcct:ivos visitors. ascertains
tht, purposo of thcir visit, gives out p;encral itrformation concerning project
operations which requires the excrcisc of cliscre,.tion, or refers thern to thc
approprii:,to off ico; takes servico requosts ancl- rrotif [t; s the proper maj.ntonance
mar.

lIAQiriE NT 0J' . QJTAI II I9$T IO.ijS:

I Knowled.Ees, skills ald .abilit,ieS:

o
,ai

a

Good. knowled.ge of lvlaniral of Folicy and Procedure as it r"e.Lates
to project activities; working Jcnoruledge of general office method$,
procedures, and. eEripment, includ.ing filing, record keeping, silrple
Ietter writing and otler clerlcal tasks.

.[bility to use gcod Eigiishg to plan,:nd. supervtse the yrork of
clerical vrorkers ia lower grd.d.es; to collect, assembre and irresent
clata in report f orro; to establislr and" maintain contacts.

2. IXpe.rience. ana tr+ l

Previous clerieerl experience, preferably in the field of
real estato and housing,

- [rainlng equivalent to that yepresented. by gradrratiop from
irigh school incrud.ing or supplemented, by corrrses in cemmei-cial
subjects.

o

C
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1B?agea cJ,EgI{,, -CAr-4

csNEnaI, s['AtEl[rNE: :

Perf orms responsible clerical duties, sitcit as d.etermintis siigib ii it"v of
applicants for housing, assigns unitsr prepares leases and other r,:ntal agree-
ments, rna.intains contacts witir industries and. military estabLishmeuts servcd
by the project; stimulates tenant activity; act,g as project booljce,;per anrl is
responsible for all fiscel actions; serves as an office assistant; and nerform
other du.ties as assigtred..

X'E.A,T.IIJT3S 08 TiTT

A position is allocatod. to this cl;ass only iri limited cases, basc.,
prinrrily upon considorabJ.e varie ty of activity, vesteld. in and. the foci:}'point
nature of the posibion. 

\
S<lrnc sma}.t. pro.ject's rnar,y:i'irrci iI etcononrica]Iy rlesirab]e to courbine bhe

responsibility f or all clerical operatiot:.s; lvith leasing anEi occupa]1cy, aircl
thc sstimu-letion of tenant activity.

Su-pervision;nay be exercised. ov,"rr subord.i:rate clcrks, steno6:raphers and.
typists, depending on thc volume of offic.c; cleta.ils.

3or further comparativo guides, soo i'ianagerrtoitt Aid.e, CA*"-4,
Stenograpl:er, CAtr'-4.

Clerk-
,o

IIJLUSIXAIIVB EXAI/IPLES 0X' DU[I.0S:

L. 0n an inrlividuell project site is responsiblc for all bootdceepinp,:rnd
f iscal oporations: receives and, receipts r'or rentiels, r.:.tilities, security
d.eposits and. service charges; posts entries tc tcnruit .l-edgers; makes trial
balances; d.eposits projec'b income; compiles arrri suulrits irl1 period.ic account
reports to regional off ice; ci:recks f or natl:eniaticr:I accuracy :,r.nd. compliance
wi.th existii:g regul-a.tions all pureirase order, vouchr;rs, conNractsr reQu-isitj.ons
and. ot;.l,rr f isca.t docunentsl transrnits dClurqut:nCy n,:tiCes br: tenlnts; and-
computos rclnant refund.s.

2o lnter','iews appl icar:ts f or ir<.,rrr's ing r ,;xpIi,: i ns ci.rnclit ions f'or tena.ncy,
assists in determinirrg i;ligibilit;., ap'rirovrrsl o,pi)l ici;:it, cxecutes le.rsers for
the managoment, and assigns u,rj.ts I rind commuiiicat,:s vritii certif icd. industric;s
a,nd. inil j.tar.'," establisi:nents i:rs vg.cr-*icics i.)c.ur.

' 3. -dllocates urjt: of coirltliii.iiitJ iri.ii.iirriigl conrposes iioticus rtir.l builo], l.ns
of llro joct st,rrvices futtct ions, r'(igulat ions il:rd itr:us ot' geiii:ra.I intcrc;st; or,
on a clormitory projec,t, folrters a r'::ii;r.:.ul;i ai:d.:rclpfu.l rolationshin I,r.long t),re
grou.p cf singlL; tern;.i,ntso

4. Acts a,s assista.iib lo rire Hou;.;ing iviil.r:agt:r of a constitu,;i;t prr;ject;
transmits 'vrork orders to tit,o nraintt nar:ce slaff ; chocks on the complction of
work ord"ers; rnakos lnspcctio.os of rralls, r'ooms, utiliti<;s, wa.lks l,',nd, grounrtr.l
and. reconrnelnd.s improvemcrlts and. repairs oi: thc sitc. Occasion.dly: i)repa,ros
payroll; checks conclitions of units abor:t to bc vacu,tcd.; or performri niscclla,-
neo11s ctutit.,s of tat<ing:erid. transcribi;.g Jictl:tj.on, .:.rrcl. typing, not recl-ririqg
a skilled. stenographer or iypisb.

:r,l , ,, .,

:o
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STAltri;Elr;lf 0I' QUAIIiICltTiOllS:

l. Knowledges. ski l1s ancl abiiitics:

Good knowlodgo of thc itlanual of FoJ.ic;. irnd Procedure and thc
rules and rogulations pert;r.ining to project management; Eoocl lsr-rolv-

lcd.ge of project orga,nization; consiclera,ble knowled.ge of off ice
r1otails.

Ability to pcrriorm important dutics witir a, minimum of super-
vision; ability to d.eal rryith vnrious cl,:rsses of peoplc (off icials,
business r,:prescnti"r.tives, tonants) with cqual tact arrd diplomilc;'r

2. .ExpSTierice ar,l$ trqinigg:

Experierice,rs ri clerk rvith a business flrn, prefcrably ii: tirr:
f ield,s of rr;a,l ostatu and. housing; previorrs expcricnce vritir ar: FPILA.
y:rojoct desirablc.

fraining i-ind udu.ccit ion ccJuLiv;rli;nt to that reprcscritcrt b;.
graduation from hi:;;i: sc,rool , j.rrclud.ins or suj:)ploncnte d. b..,, corl'sos il.
conmr:rcial. ssub jr:c bs.

o,
s
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CAI'*2

0Er@RAr QfAEiliE{T:

Ea^kes and transcribes d.ictation, and. performs a variety of routiheclericar tasks; and performs other duties as assigned..

ISHING S OT Ti{E

lhe clerical work of positions in th:is class coirsists mainl;- o1'rcpi,titivetasks, which usually involve typing as an occasional part of the operation anrr.*pff9.from typing of dictation notes. rhri ineumbent is expectrd ;; ;;;;;;;-'.-the simplc recllrrent duties with a minimuu of explanation once the operationhas betzn learned., bui; subject to close rcview:"or results and ro, 1-rrlao"ti",of work.

II,ITUSIIAIIIE El0jripr_ES . Cf Sjf$l$l

I. Tai<es arld, tr';nscribes ii.i.ctar-ioi. airri, i.r, aaiii.tion: compilcs arui' types sirnple office reports v6ich invoivr.: c,ry the exercise of arithr.retiealaccuracJ,' in.'rrostin.i tabu.la.Nions from a. grcn].p of inclividual reco"d;;;;;;
rnas tor shrto t,

"...1 .,. " ,.

2' i"iaintains sim'ole lsff ic", recorrLs consisti::r*- of Dosting of trans;rctions:such a s, posts ',veekly to Stores Etquisitiol ;-r:rci post s inonthly io Stoclr Ccrrtrolo *rr*;tfil. 3""1lJr;#,1J. ,;''iJ;;;; ::l: ff ,f ru#:*t X;:m, ;liiill# iij",,,ord-ers; maintains an invr:ntory of supplles ;rnr1. equii.xrent; an1 ket;ps ieaseregister,sj)acCinvcntoryanritenantd'ir'cctorycUJrUI]t.

3' Guf,s stencil-s and. critto mastcr copies for le,.bor sche6ules, bud.gci;justif icati.ons, booickeuping :r,nd easi:icr f,rrr,-rs, bulli;tin aml noticcsr
4. checks irrvoices agai.:st obligatin.-r irocrur,,:nts.

ii. Receives *nd rccr:lpts 
'or 

rc't and servicc cha,rges.
'6' I;d<es a:id transcribes d.ictrtion of corl-espor:d.oncc anil re,orts thc

Hi#;1,"i5"r:::" 
on a :rrojcc:t vrhcro guilera,l off icc cicreri,L is dividcd ,rrnong

o ' 'page 
;JO

V,*- --r -T*T'q

T;rpes froni rough clraft t'arious officu rtc,giilii:nts s;:cjr 3s:rLu.cha.scmiscellane our: obli;.t;r.,f ionr;, i-,i11s or' iadiri;., aud 
";;;;r;;.,rLs 

wrf,di

,' B' Acts'as rccupt,ion.Lsi and:rrls'flurs i-nqr:iri-cs, .:ithcr ovi:r-thc-counterQl by tcle'phont; , af a, routri; rratu-::e, sucir .:;s co:;rjib j-,lns f or lc,asiirg r:.nilocclil'Ii1cy, commui:it.v* fiLcilitius anil Iocl,tion of ii;nirnts on tii,-r i.rroject; airtLregisters s;crvjcc rco]lr,sts for rcp;ir,ir wc;ric by i;hc ma,inLcna.riec siterf.f.
g' fypcs and records sunclr;"' ti;nant <l.tei on -Luascs, fl.$$:) histor.T li]ports

O ;i}:Tj_f 1:#;:1",il',:;J,,1"ffi;I" l;1, il,*il::;; *;:: "fiI":ii"l:li:"

7.
orders,
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Clerk-stenographer, CAE-Z

10. Performs simple record-keeping and filing in the maintenance
d.epartment, such as computing and posting tine and. material costs on unit
cost card.sr

11. 3'iLes and. pulls a variety of material under several subject
c las s if i cat io ns.

12. As incidental tasks, mioeographs form letters, sched.ules, labor
reports, bulletins and. notipesi distributes incoming and d.ispatches outgoing
mail; inserts releases in lviarrrral of PoIicy and. Procedure; keeps folf ow-up
control on correspond.ence to be answered; loans equipment to tenants and.
maintains lecord.s thereof; keeps bulletin board. posted with ite$s of currcnt
interestl operates a switchboard"; and perforrns miscellaneous typiag.

SIAIU\{ENI 0I' Qt]AI, If: I C,A,tIOitIS:

1o Knowlgdegs. skil]s.-.4.-n4-Abjl1;Lt:LgS:

Working knquledge of the il6anua.l of Policy and Procedure as
related. to tht> assignments of the incirLnbent; vrorking knorvledge of
project organiza,tion; consid.era.ble 1.;rrorvledge of the care an6 operar
tlon of a typevriter; and. worhing knowred.ge of grammar, spelling
anci. punctuatiolr.

$(irI in stenograpr{y or stenotype, and typing as measured. by a,
capacity to take riictation and to type at a, mod.erate rate of 'speed.

Abili.ty to fol]ow instructions a.nd. perform sirnpre, repetitive
clerical ta$1cs vribir a miirimum of follow-up explanation,

2. Xxperiellc_e__et{ lf.aining:

lilo trxevious experionce rcquired,; soue off ice erpericnce
prefcrrefr..

lb;r.inilg anci cducaiion equivalcnt to that representod. by'grrrdua.-
tion from bigh scirool, includ.ing or su-ppl.mented. by secrctarial
coursos.

Eligibility in a stt;nog;raphic and. typing examination

o

o

o
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0LERK-SIENoGRAPItrB, CAX'-3

0xl{EBAt SEA[3iyiE]ilT I

lakes and. trenscribos d.ictation; performs clerical duties pf CAJ'-3 levcl
for a, major portion of the time; and porforms rolated. duties as i;r,ssignc'1,

D ISTTi,[GUISHI}TG i'E[[rr83s 0r TE CI.,ASS Gener:r1
r:

Positions in thls class usually serve as seiretary to arltlousiirg ii,lanager
or .Houslng;" ldanager and., in ad.d"ltir:n, perf orm a variety of re_sponsible
eloricaf aid. administrative drities $uclt as: the preparation of Aetailed
leasing and occupancy reports involving bhe selection and compilation of d.ata
from varioll.s sources and preparation of final reports, mainterra:rce of several
more complicated. types of record.s, includ.ing time, leirve and. personneL, and.
the preparation of payrolls from record.s.

tho incumbent is responsible for proceelding without specific instructious
or d.etailed. work plans, fhe completed. worlc is cleared. through the strper.risor
and. is srrbject only to a cursory review.

lItrUSffiAIIVE El{AliiiPlE-S rJtr' Dli'I IJ S:

1r [akes nnd. transcribes d.ictatlon from the Housing Manager covering
interoff ice Mernorand.a, Short Sorm contracts, vatricus types of business letters,
reports erncl occasional specif i.cations.

2. ii{cil<es appointments for the iiotisin6l irianager, acting as rccept,ionist
and. mariati:.ining a rccord of d.aily appointnonte. Answcrs the telephone, gives
out ir:f orma.tion regard.ing project activitios.

3. Collects, asserrnblcs and prescnts dcta i.n thc form of ,regu"lar or
special ru1rorts regnrd.ing leasing and" occupancy, sources of employmcnt,
vir,capcies, and Nypes t,abular rcports, sbur.tistical t,:rb1es and master ditto
shccrts ir,:ich involvc thc; selection of dai,t.:: tr.l be iriclud.ed therein.

4. Composes on own initiativii or frorn bricf , oral instructions cor-
resl:ond.oiroci pcrt;Linir:g tcr t: t,u.ipmcnt .i.nd sui:plics orderud., inquiries ,zbcmt
tenants, a,v::ila.bility and./or relrtal lcrms, notices and bullctins.

5. Intr:rviolvs applicants, J-)rcparos casrl .nistorics, assists appltcants in
filling out irpplicatior:s, cl&ssifi;s rLnd. filos.:lpplications, e:plains rental
terms to tcnants, pre.parcs and tra"nsmits 1,i:r;scs, ,:rssigns housr:s a,nd. proparcs
vacate notices.

5. Figures, posts to individu;r.l earnii:g c,lrd.s, ,au-d.its and types p4yrol1s
for tire project off ice.

7. ?osts to tenant led.ger and cl oses out i:,ccounts at enci of month,
preparing; rnonthly sunmaries of i:11 accolr.nting5 oocuinents sent to the pegioiral
office.

B. Posts all hrchase Ord.ers and. litiscelfaneous Obligations for aII
projects for the operating bu-dget; anrl prep.ares sched:les of coilections an6
certjficates of d.eposits.

l.
lir
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' .g. Sorts, classif ies, establishes new classifications, and- maintains
comPlex files in a Proiect office.

10. L{aintains such off ice recor,J.g as tirie, laaver i)efsonnel, gasoline,

-srrppl-ies, ecluipment, employment sources, forvral'cli;'g i)d"iL/"jt<rlt':s of tenants,
'vacant i:-nits, war bond. deductions'

,l1r Istab}ishes ancl rnain',ains contacts with f ocal dealers, nevlspaperst

contractors an6 public off icials regarding equii.rrnent to be pttrchaseo, bid.s
and" project activit ies'

L2. Ii-rstrucr,s, traiirs, i-rnd. reviews the 
"ur.rrl. 

c,t' e l-ilr:ica.L v,rcrltors of J.ovler'

grad.e in the off ice.

5!Ar!r,c0_{!_!n _.qu!], i.r' t !&ti i$lE :

J-. Know1e b s t .i I Is i;ncl 11:i t ies

Knoi.rledge of stenog:raphy or stenot5rp;l ; working knoule.lgi-' of
ilis.nual of Policy anci Procedurc'; ti:orough krior',rlodge of thc eare at:d.

opt:ration of a t.vpevn'itor; good ';uorkiq; knolrledge of office ',lrocod-lr:'cs

and opera,tiotrs ilcluui,4: f l Liri;., recoi'd. i;'.;i:pirrg and. organiz;-rtional
structi-n'i, of thc ilri-\.'l 'ct off ictl; gccrd. kno"vrlecl8c of s}le.L1iri::,
punc tr-ia'u ion :rnci. a-rirrllll iii ir

TPNf;t

-(bi1i-t;, Lc, ti-rkc ,anci traiiscribc dict.:lti.trn at a fairl; ii'r.piJ r'"ri,o
,:f spcccl ar:ri. i;o i;y]:c frort plii l-r:. or colri'.,;ctcC ccpy of rrio::c than
&yr)rago' diff icu.L luy; 1,r.r Ilrralr{cr il,riil si)aCs ci:mpi.ex t;r}'r1lr'1.1i,"-'. ' tC,

co1lcct, a,ssernbl.r iinii !r€isr,,rr'i d:.t,.i tr; 'lo.[] t;i conplox or:rl" oilr7r.i-r.;;ti!-:.
iristructiorrs; to s,:-i.rl:rvisc :',r:ii ::.ssigir th'; ,'lt.,ri- cf )tni;,I:s'

2, E:rpg4ei.sc--a!.d tttjlull-ru:

Ir*ini::g oqlr-ivaliijlt 'bo i,itat ruljrcsciiiir,:d" by Sraduiltion fron h:Lgh
scbool, includ-ina-i ol ttuppl.i-rriunt,:ii b.y' a, coul's(i irt stirnograpi:y alncl

typi.ni;; ,:.;.n(i cor,;.rse;* -l-ii cuimmcrciai sub ji-,cts, rrcf erao1..,'.

Elj.Sibi-i:.l;,'in;:. s0clio,,irl,i;hrc i'.rlii t,,irj.st, Jxall]iina*ri"oir..

o

o'

-:\i.t; -tt),

O
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gElE_BAr Sr+TEldEN,It

lakee and transcrlbes d.ictettion; performs clerical duties of CAtr'-4 levcl
for a major portion of the time; and performs other duties as assigned..

DIS[ SHING TEAILINES OF ri{E CIASS

A position is allocated, to this class only in limited cases, based.
primarily upon the d.iscretion allowed the inqrmbent to execute importernt as-
sig:rments with little or no supervision and only cur'sory review, and. based.
upon tho ,:rutbority delegated. the lncumbent by the llousing L{an:rger to act in
his s ter.id,.

Small projects usually find. it economically desirable to employ a com-
bination bookJ<eepor and. secretary to the iiousing l,{anager responsible for all
clerical ancl fiscal deterils, r,rith the possible assistauce of a subordinate
clerk-stenographer or clerk-ttrjis.t;. In other instances, a position in this
class may be established. for ern ernployee to be responsible for office aclr:rini-
stration on a small sito of er consolid.ated. project, und.er the gonoral su1:er-
vision of the llousing ivianager or his assistant.

fhe position of secrot,ury (in tcrms of the nwnber one clerk-stcnogr.:rpk;r
or cloi:k-typist) to the Housing Llarurgcr on siir6;1e projects or projccts unrLor
consolid.atod. rn:-rna."gement',vith scvoral sittrs is rLsu:itIy a,I locatcd. to grad.e Cf-3
due to tire division of clcric;rI ar,nrl fiscr.r,I dutios ailiong tho st;ff, 0n lilrge
projcct organizations (consid-erod. in iixct;ss of 1600 units), a position in this;
class ritay scrve as a clcaranco for official contacts a.nd. infornation (a11 of
a non-lrolicy na.tur.:) b.,tween thc public and thcl project, and btrtwccn tht:

,Ilousing i.,{a,nag,:rrs office and. tna various siti:s olr.r consolid.att;d project.

$apcrvisio:r is frequcntly cxercist d. rrvcr srrbord.ini,r.uo stcnogr,tphers ancl
typists, ar.od. consists of 'l;hs a,ssigruau.rtt and review of work.

fnc allocation of er posi.tion to this clliss shoutd be determinorl" irr::rci-
pa1ly on thc lcvsl of clifficuLty of tho clcrical duties, Tno taking and.
transcribittg of dict,rtion, lvhilc a rocurrunb tasli., does not matcrial.ly affcct
the graclc of n position in ti:is class, un1r,.;ss thc incr:.nb.;nl frcquonbly a,tr,cn<iri
confcre nct)s, &od. transcribcs aLnd. oriits noti:s of thc proceedings.

IIIUSIRATILI EIGM$ES 05' DUTIES:

!,

o

1. Und.er supervision of tht' ;Si6usiitin:' j'1ia:tir.g,Jr, t.:ktls i,r.nd- tri:.nscribcs
dictation and, in ad.d.ition, serves rn cli,:,rge of thr; officc:it a srnall sitcl
d.otcnninr:s cligibility of al,rplicalits, ':xprains f i:a,sing and occup.l.ncy rirles,
assigus ui:its ancl fllls in lease forms, maintcr.ins,llf tcrrant a.ccounts and rLl 1
o{{:"?" 

"9:88*Bir$ctermint;s rr;fu}rds of rcnt and socurity dcposits; correspond.s
with thc/HouSi.'r4-Iiiallager and prcje ct central off icc st:r.ff ; composes corre s-
pond.e nce for Maintenance Superinte ud.ent,i corrirspor:rls occesionally with thc
personncl off iccs of the nii.lita.ry t-'stablishrn,:nt a,nd ri:dustries s<;rviccd. by
tho sitc to ad.visc of occupancy cha.ngos anrr to asccrti.,in salary changes ftrpossiblc cidjustme;:t ir. rental cha.rges; makcs ;qinor pi:rc.lurses,

..S, ., , L
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Clerlc-stenograpber, CA?-4

2. In ad.d.ition to secretariril duties, on a single project, maii:terins and
postCI to tenant ledger ascounts, AlC Bec,eivable and S/0 Payable; posts to
Schedi:"lo of Chr:rges and to terra:rt accounts; prepares Certificato of Deposit
and. $chedlrIo of Collecticn for revellut) and secrxity dsposit accounts. Daily
Statement of, Oporation ;rnd Reoapitualtioa of Daily S{tr,tenrent of Operr-rtion
(f,rom w:rich weekly trial iralc.nces are run), Report of, Prepaymeuts arul Accruals,
I{onth}y fun:nary of Charges and Credits to T*ne,ntsl "dccounts, Vehicle Report,
Eiet of -A,ccounting Documents Malled. tc Reglonal Office, $tatement of Account
of S.:-nds Intrusteid. to Agent Cashier, SPIIA Sorms 840W, i341ll, 172, l?&a, 172b,
12161 1213 and 31, Ireasury Form 8DD and. 10DD, o.nd otlror statistical tur.ta
reguested. by the Eousrng Mii"nager or Beglona] Office; assists hin in comprrting
and. justifying f lsca1 bud.gets; posts to rlieburslng Off icerts fudger; posts
Stores Boqp-isitions agalnst stock inventoryg roceives and. receipts for rtntals;
ua,kos d.uily deposits; complotes ir,I1 vouchers, otrd.crs ,urd. reeulsitions and.
processos them according to existlng proccdurosl and. l.ssumes cha,rge of thc
off J.ce in hls er.bsence with a proscribed. a,morrnt of r:.uthority.

g. $:riug thc frequent absonco uf the ,,jiousln., l,icnager who is responsi-
ble for sevcral sites sepi:rated, by a d.isti,r,nco ox'miltrs frona the ccniral ofiicc,
and. as;ris secrct;-rry, supcrviees the lvork of clorks in iower grad,es, o.nd d.irects
off lco activlty; approvcs applicar.nts for housing; propares leases, assigns
units ancl issr'rt:s koys; aad conpll*s rc<lrrirod of:fiqo l:ilports and. rraintains
r*gu'rar off icc' rccorcts' 

Gener*,
4. In tho offlce of bhr;7'il<using iri*aagsr rospftnsibl* for a ru.mb<;r of largc' sitosl rece ivos al1 tncor,ind ofr'icial nail, rcrl,d.s thlr contents, routos to

ind.icated dopartimcnbsi tri.rvi.r.rwu for qorrr:etness;ud. no*tnr:ss aII lctters to be
elCnru-d through thu liousill* &irrriigf:f ls off,iCOri from tfue sev,.:rr.l sitesl iioeps thc
sito st,af,fs il:fprrnod.rf tlru 1r:.tr:sU FroAodurog:,,nd feE-irlaitons not otncrr.risc
contalnod^ in wrlttr.rn d,lr*ativets; attends mor:tiq;s an0 conf*roncei3 to takr,
trairscribu ancr aclit notogi genposrls.rnd signs in hor owtl nano lr.ojoct corrr.)s_
pondenco uhich she datsrmi$r.rc does riot reruir': lllc ltl,r.:atlon of ttu; Horrs.rng
l,laru:ger, or cqmposi.rs L:rtors from briof qral i.:rstructlonu aird. signs j_n the
name of tilu iloustnd Ma**i<er for corros3rondcqc'.: tiot requlring lils fi:rtber
roviawl chocks thr.r o.riNhu.rtieCI.I {rseurney of Wcokly Oi*tlgt}qA} r.eports for-
werded. frorir th': siti; or'fleesr r$\riuws f,pr spB,l.rqnt d.isorcpapel$sr and. transmitsto thc rcgional office'i tr+c,;:ives cntr},,rs r^rUd, diBpOsos of, i*E iff,ig, i.r.s oftcn,r.s j.rossiblo, wlti:out furthcr roforrelsi rlnd yol{cv..,s ih.r iiouslng iiana6,;r of as
nnrcl: office dete'.il as poeslbla,

5r Incident,?.11y, perforuis mieecllrinoous typtng of, ch:irts, rrjp,grts Andf iscal fonms la conneetion with tho spmptl,i.rt*qD-of nuah Ooeqnrntgr

gT4 rcl,E i[T a{. .qw}.Jf,I.q*}S].Lql{[r

1'$;
' sonsld.#::nb},l knoivl.:cig.: of th', rriaiu,r,l of $o}lcy ::,nd. Frogodurq andtho rulcs 4v1d 1i:6u1:itiotts;:crtr.!uin€ to proJ*oi qururg*r*eott-;i pio;rtt

o!€Buire,ttoa; of of,fise rleia11s, suih aq th* mo,in(oni,4e; ;i ;;.$l;i-',
rceords and filesi eorrsid,orable knowicddo of, thc eere rlnd op"*oiiq; ofI typevrvi.ter and d.ictaPhonsg corrslderable knowled,go Ef grp,pin'iaql
spelling and. punctuatir:& ' r
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Clerk-Stonograpber, CA3-4

Sri1l in stenograpiry or stenotypy, and typing as rneasured. by a
capacity to take dicta,tion and to type at a irigh rate of sj)er:d..

Abllity to perform important ,luties with d"iscretion and with a
minimr:m of supervision; ability bo d.eal witl: various classes of
people (officials, business represeutattves, tenants) with equal tact
and d.ipIofi&cflo

2, Erper ienco _Alt_d__!rgi-p1]l]i:

Experience as a secretary- to a business executive, preferabiy irr
the fir:ld.s of rea.L estate and housinll , or as secretary to ir, ranking
goverrment off icial; or experience as tr clerh performing resl:onsible
work with a business f irm; previous experiencc with an tr'FiiA" project
des irable.

fraining and. e&rcatiorr eqrr.ivill^: nt to tir,.r.t repr:esenterd ];.
graduation from high scliool, rnclud"ing or supplenentr:d. by secretarial
and. commercial courses.

Eligibility ir: i.r, stenograpir"ic an<jt t;'pin6; examinations.

e
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CIJEIK-11?IS!, CAX'-I

GXIE&A.L IIAIEMIM3 .i 
$

Perforns typing duties of the slmplest and rnost routine nature a:.rd. the
least responsible clerical duties; and performs other <luties as ilssigned..

'DIST INCIJISHINO fUiES 0F II{ri CIASSI

Positions in this class pert'orm the siraplest, most routinp, repetitive
typittg and clerical duties. [he incr:robents recei,ve explicit lnstrueti.ons as
to how tho task sha1l be performed. and as to oach phase of the work as itprogresses. Problems involving d.iscretionary action aro referred. t,o the
supervisor.

]IIUSINATIItr E)U\iPI,3S OT DTJ'IES:

1. fypes from plain copy such material as bulletins, aotiees, form
letters, rnonthly and spec5.a} reports, tabs f or f ile foIders, payrolls; andfills in f orms s,:ch as 1ea6es, rental cert,if icates, schedules- oi cof fectioi-rs,
cr;rtificates of d.epositr aod ot,hers,

2, Inserts und.e r s i:nple olassif icat ioirs si;.ch materials iis ri,a,irual

o ;:Hil;;;r::*,", 
se::rice requesrs, leases, corrcspriilccn,re, rules;:.rii

5, Heceives, sorts, diltribu0es trnd. f orward.s mail to tens.nts; a1d.
d.ispatches meiil which rnvolvo$ obti:,irii,rg. sigiraiures, checking enclosurcs ai:d
stuff1n6i eirvelepuso

4, Mlneographs r'orms ar.nd. oti:or matorials, assenrbling an6 stai:1j.ng tire
completed. work.

5. Performs dutios ittl connsctior with inventorie s mad.e b;,r o1hr:rs, su-chas meilcing notations of items counted. by orhers, or making physical co,.,it ofiterns on hand..

6. Occasional ly receipts f or ront, answc,rs .bhe

calls, or registr.-rs si:rvice requests for .r,:pairs.
to lephone a.i:cl relr:,:/s

$fA[trirlEM Otr' QUAIIFICA ?I0i,iS:

1r Knowl-edee s. ski1ls'and ili. tie s:

e
r'iiia
5,PEI

Iinowled,ge of tiro care and operatic,n of :r. typelvritcr.

AbilLty tr: t;,pc accurately al a" fi;:.r. ::att: of speecl fromplaln or corrected eop)/; and to ]rerr o.r.Lr s:-rople, repetitive,
routine cl,Llrical cpcrations.

T
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916y1.;-Srpist I CL3-1

-o
2. Sxperience and. trainirrg:

tbainirrg equivalcnt to that ropresented. by graduation from
1:igh school, includ,itrg or supplemented. by a course in bypittg.

Incrrmbents must pass a typist exaxnination.
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CL&Bf,-TYPIST, Cltr'-e

9ENEEAI SIATEI'EMI

Perforus clerloal {uties of 0.AX-2 levol and dooe typlng of, ordinary
or moro than ordinary difflsultyi and porforns relatod, dutles as asstgttgd.

p r srl scur si{ I }10. 8I$ ['tJ.ffi :

Poslttons in bhis class may perforn difflcrrlt typtng duttos sush as
cutting stenctls, typlng frorn invoi.ved rsu€5 tlrafts anct tabular reports,
and. clorical dutttrs of, 0AP-I or CA!t? Iovel; or nay perform clsrlcal, duties
of 0AX'-2 lovol for a major portlon of th.i ttme and typtng &rtles of tho
slmpl,ost and. most routino natuie,

Usual.ly these duties are porformed in accorda,nce wibh specific instruc-
tions or establishe(l proce'durt:s ,as to uork mcthod.s to be used., but the
lnqlrfiont does not operatc undsr clos.) sur)$rvioion &s the work progressors
ns d,o the insuabents of posltlons of tho lower or entrance leve}r Ihe vrork
ia rcvierwod, for results upon conplotlon.

W,.A"I*!.u!.lEgi
1. nypo6 deltailod. tabul,lr mutoriali amr:nSos foruut on spoclal reports;

types vo':chors, prrchase orders rlnd dorrcirory rogistors; ond cuts masttr
ditto sirer:ts,and ste ncils.

Ar 9lf og fprlgop, ruli6tliciitIi;ne, racmofctnda,, bullotIns, ltlrut,tlt rucord.s,
Vouchepqt !$,r.$aP9 gp{crt ,*i,ld clrstla,r nrLteria}s unri,cr 6ovr)rrr} classlftca.tions.

l3r Posts and fllr':g r{rs6r"6u f,or suctr ttr?ns oo lia,aollno, fue} oiI,
cuppllos 0n htrndr matntonanco oostu, foaver poysglrrel. lr.rasilg arnd occulranc;i'

4r ' Dtrs trlbutee imyB I tlupptr lss, ,rlt.i ri r.irii pnr+.; r',.'ti r

o

6r Cpmpi.los aircl t;rpeg plmpls repoi'til rqgfu'rtlq, norucee of omplo5rmont,
trumber of antt roason for vacaten durxrg ttlcr issy1t6, populablo$, ages of
proJoct reetdents, nuubetr of, rrnlts leaeod. arid oocupied.

6. Posts time sheets, er,nd. computes i'igures not reguirirg statlstlcal
f ortnuLao.

7. Acts as receptionist,, and f'arnishes general J.r::forrnation to off icevisitors and people cal-Itn6; or: the telephone; registers soprice requests for
maintenanoo repalrs.

8' sortsr routos, dtspatcires and forward,s mail to tor-ents.

,-, li ,
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Clerr-TYPist, CAI'-?

EtA.ttr4E NI 0r QUAJ,iF ICAT IONS :

1. e ski1l ili e

Working knowledge of management rulos and re€ulatiotrsl
farniliarity with l[arrrral of Policy a.nd. Proceclures as it relates
to project operations; thorough knowled.ge of the care and
operatioil of a typewriter; good knowledge of spellir€r punctuatiori
and. grammari working knowledge of office procedures and. operations
includ.ing f iling afld record keepirrg.

Abiliby to typq accurauely at a moderate rate of speed"
from copy of more than average d.ifficulty and to perfornr ro'utine
clerical duties.

2. E3[er]9.rc9--a4{ - !.ral-n_$g:

lraining equivalent to that represented by graduation from
high school includ.ing or supplementod. by a eourse in typine;.

Lncrrmbents must pass a typist oxarnination.
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GE}TERAL STATEMEMI:
oLERI(-.TYPIST, CAF-3

performs clerical duties of CAf,j3 leve1 i'or a major portion of the time,
in acqordance l',iith a r,veIl-defined worlc program but'nrithout specific instruc-
tions asrto hov,r the task sha1l be performed; does typing of or*inary or more
than ordinary difficulty; and perfornrs related duties as assigned.

DISf, INGUISHING FEATURES OF THE CLASS:

Positions in thls class perform a variety of responsible cl-erical and
administrative duties such as: the preparation of detailed leasing and occu-
pancy reports, involving the selection ald compilation of data from various
sources and preparatj-on of final reports, maintenanee of several more eompli-
cated types of records, and the preparation of payrolls from records.,

The incumbent is responsible for proceeding vuithout specific instructions
br detailed work p1ans. The completed rvork is cleared through the supervisor
and is subject onl;r to a cursory revien.

ILLUSTRATIVE DGI/IPLES OF Di]'IIES:

1. Collects, assemt'les ancl presents data in the form of regular or
spercial reports re:garding 'leasing and occupancy, sourccs of empl-yment,
vacancies; anrl types tabular reports, statistical tables and master ditto'sheets lvhleh involve the selection of data to be includeci therein.

2, Conposes on oYJn initiattve or from'brief, oral instructions corrcs-
ponderrce pertaining to equi-pment and supplics ordered, inquiries about arvail-abillty of units, rental terms, notices ernd bu-l-lr:tlns.

3. Interviov,is a1:plicants, prepelrcs tenant ear.ds, assists appl-icants infilling out appiications, classifj.es and filos erpplications, clpfains rental
terms to tenants, prepares and trarrsmits lrrasts, a.ssigns h,:uses i:"nd preparcs
vacate noticcsn

4. F'ig,rr,r", posts 'bo indiviclual ;arning carcls, revi.:ws anci ty1:es pa)rrc;I1s
for tho project officc.

5. Occasionally posts to lodger and. closcs out accounts at r:ncj ofl month.

6, Prepares sumnrary of all accounting clocumcnts sent to the Rcgicn duringthe rnonth.

'/, Prcpeires schcdules of coll-ections and cerbificates of deposits.

8. Posts renteil chnrges a.nc1 ma.intains sccuri.ty dcposit ledger carcls.

9. Posts Purchasr: 0rders am1 fulisccrllancous Obiigations for tiie opcreitrng
budget.o

i
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Clerk-Typlst, CAF-,

10. Sorts, olassifies, establishes ner,' classifjcations, and malntains
complex files Ln a projcct office.

11. l,taintains such officr: records as time, leave, pr:rsonne1, gasoline,
supplies, eguipment, employrnent source.s, fomording addressee of tenants,
vacant units, war bond deductions.

12. Ansvrrers the telephone and givcs out i.nformation regarding thi opera-
tlons of the projoct office lvhich invoLves thc exercise of some discrction.

13. Establishes and maintains eontacts vrrith loca1 dealers, newspapers and
contractors regarding equipment to be purchascd and bids.

14. Occasionally gives out information to office callers and persons
inquiring over the telcphone regarding the rrarious activities cf tiic projeot.

15. fnstructs, trains, ancl revir:lvs the,,vorh of clcrical woriters ln loruer
grades.

STATEI;IEI{I OF QUALIFI CATIO}JS:

1. Knor,vlcdgt,s. skills anct abillties:

'.,Ior1.;ing knolrlcdgc of I'flanua1 of Pollcar and Proccdurc; thorough
kno'lvledgc of tl-ri: carc arC op,:ration of' er bypowritcr; good 'i,vorking
knowlr.;dg,: c-':-' of'ficc p::ocoduri:s and opl';rati,oris including filing, rccord
kieping ilLrl orgeinizatipnal stru.ctur.: of thc project officc; good
knorvlqdgc of spel}-ing, punctuatj-on and gr:-rnmar.

/)bili'c;,, to t,vpe accur.rt,rly and rapic"ily fr"om plain or corrected
copy of ilor'(-, th.an avurage difficulty; to arl:angc ancl spacc complcx
tribr-tl,r;.t'i.u.rs; lo coll-ect, atssomble ernd prt:si-:nt dat..r; to fol1on com;-,lcx
ora1 c,r urrtti;ll .Lnstru"ctj.orisl to sup,.;rvi-s,: irn,:i assil3n'i;ho lrork of
o';ii;:r's , as rcqu-irod.

2. Exlreri,:nce and triiininrr:

Training equival"ent to lhi,.t reprorjontcd by gradu':.rtion fi'om high
school including or supplcncntcd by rj. coursc in typing, and proferably,
clrurscs in coinrncrciai subjcgL$.

Incurnbi:nts must pass a t_i1pi-st ,:xiirnj,nabj-on.

e
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LEASII'IG iii{I] OCCUPANCY AG CAF-5

9ENEEAI SIATEITIENI:

Superrises ancl parbicipates in activities concerned nlth i,he ieasing of
housing ohi*,s and the maj-ntenance of tenant relatioris during occupancy at a
large public hcusing sj.te or sites, wi.th fu11 responsibility for tlie application
and interpretati.on of governing policies, standards and procedures; performs
other duties as assigned.

DISTINGUISHIIVG FEATLTRES OII ?HE CLASS:

This class represents the entrance leve] in the series and :Lnc-i.ucles
:'esponsibj-J-ity under supervioion by the l,,{anager, for all funcbions and acti-
vities involvecl in the leasing of housing unir"s, the handling of tt'^Irant com-
pLiants and grievances during the pe.riod of r,i:cupancy, and exit itrterwiews.
The incunrbent possesses a thorough knov'rl-edge of subject maLter and functicns
wiLh considerabre independence of operation in the perforrnance of hls wo::h,
partlcularly in his contacbs ',r,ith applicants and tenants, represer:tatives of
industrial plants and mil-itary establishments and iti tne deterrrnir"ration of
eiigibil-ity for tenancy.

Positions in this class ney exercise suirervision over a srrial.i clerica.l-
staff, planning, assigning and revlewingl their .,",lork.

At this level the incambent r,'riorks unclertlie administrati''re supervisicn of
the Housing Manager, viho revievrs lris accompl:ish'rents through the medir"un of
reports for,overall conform&nce ivith the poli cies and proqodul:es established
by EPiIA and }illA.

Fosilions at Lhis levei nar- br: fc,uri,l. on i.rrojr,ct.: wi:.cre l:scause of the
great workload it has become nJcess:rrir to ci,:nai'tinei,taj-izc bi:e basic projeet
actiivlties. The l.{anager, in such cases, dc-l-r.:gate s fu]i opr:rat,ing re sponsi-
bllity for a functicr:. tc, one o.i' iris staf,t' &n(;- rr.rvi er,rs .l;ire v'rork pcrformance
only occasionally an<l. thon usuaJ-ly oii polic;n nat j,i.,rs.

JLLU$IIiATIVE. EX4.},-PLES Oir iiORK:

1. 0n a large si-n111e project, under l/cri-f lienijrr;i suil-rlzisicn of r,l:e
Housing l\{anager, supervises the functions anC o6r,:1'sti,-,ns of thc Jir:ntal
DepaLrtment, involving tho assignment arrc1 rovierir of the worl: of tri,r: clcrical
assistants. In',:r;rvi*ws prospecr,iver tcnar:ts encl acr:ei':ts ar;piigsll6ir-. Detor'-
mines eligibi"lity for oceupancy, assi;1irs roorrs, and- .irranges for transfers
between units. Supervi-ses tlre iaaj-nti:nanci) ci' fiiJace i-nventory. Furni,shcs
information tothe local defense i-.fa,rt serveC b;i tirc pro;l cct,lti corC-irr,j.cls of
eligi-bility fo:: tena.ncy. Supt:rvisirs the prepairabicn of p$riodie and special
reports. Attends Area meetinr;s on leasing itnd occuDar:cy matters.

2. 0n a large sin6;1e project, under gcn;ra,i supcr-rision, is r;spousibl-6
for tenant sclection activities including determination of cligibility, clreck-
ing applications for propcr olassificaiiorrs ami transferring applications to
:lbttsi.:lpt Managers. Intl:rvitlws al-l tenents desir:rrg to vaicate or tc trernsfer
from one unit to anctircr, Supervi-ses i;hr wc::}.: oi six clcrks; ins;ructs bhen in

'
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Lcasing and 0ooupanoy Agent; 0Af-5 O
pollcy and procedural matters and makes work assignments. Compiles or super-
vlses ther comptlatlon of regular and special reports on Leasing and occupancy
actlvitieg, Furnlshos lnfoimation by telephone and personal intenriev,r in
response to genoral inquirles about the eligibility requirements for occupancy
avallab.Ie unlts, and other related mattersi.

3, In a Central Project Office, undcr'the vcry genr;raI supervision of
the Deputy llouoing l/ianager, supervisos tho work of six clerks engaged in
tenant selection activlti.os. Reviews appli.cat'ions, makes decistons in border-
line cases of eIi[ibility. Initi.ates proceaures to improve efficiency of
office oporations. Instructs subordinates j.n tenant sel.ection policy and
procedures, tralns ncw empLoyeesr l,,laintpins contact with Rent Control.Board,
'llar Housing Conter, Loca1 Housi.ng Authority, and liar Manpovicr Commission.
As requested, writes eviction notices, supplies inforrnation to tire Offiee of
bhe Distrlct Attorney for collection of rents and evictions. ,Super-rises the
proparation of, and reviews, per).odic and speclal re;rorts on leasing and occu-
pancy astivities. Conducts correspondence and interviev,'s ili corinectlon v'i:Lth
tenant eomplaints. IVIakes home vlsits in cases requlring invcstigation.

4, In the Central Office of a sma.l-I consoiidated project, under goneral
supervision of the Housing l,{anager, approves appiici.tlr:ns for occup&nc/e
Supervises a clerk-stenop;rapher in tenant selectj.on activities. Contacts
mi}itary posts served in the areei in connection with tho occupancy of the
project, Propares or supurvises the proparrttion ot periociic ancl spcci.tl
reports. Informs prospectivr,' tenants of' loas;ing ancl occupancy policies and
regulcrtions by phone ancl direet contact. Instruets leasing and occupancy
p,ersonnel on th,: projects in thc submission of pcribdie and special relrorts.
Supervi.ses tire registratloir of a1i roomers ancl boardcrs and the eviction of
uncertifled roomrrrs. Approves roomer ancl boarder ccr:tifications for the
Housing l\,lanager according bo FPHS policy and standards of. eligrbilitS,.

}.ICAT]ONS

l_ Knowl-edpes. s s and abil ities:

o
.t

a

Thorough }cnowlr:dg1c of the objectives, policlcs anrl operations
of NllA and FPHA relative to the leasing ancl. occupancy phasus of the
manag()m.llt program; knoluledgc of 1og.al housing condltlons eind pl:ograms.

Abilit;' to er<press oneseLf effecbively and to exercise tact,
courtes;r ancl social inti-llligcnce in personeil in'[crvielvs rrith prorj-
pective and resid*nt t,enants and in ccntacts l,ritli outsiclc industrial
and miLitary establishments; to det.irmine :l.igibirity for tenancy
in accordance with policics and stahdarls of hrHA and FpHA; to supcr-
visb the work of' others ancl to a,ssume rcsponsibility f'or work per-
formance,

o
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2, Experie.nce and trainin8:

$ome cxpr:ricnce in onc or morr) of the flelds of eCue.tion, social
scrvice work, pr:rsonnel, or roal-estate nanagemcnt or public relatiorrs,

" prefcrably in responsible suporvisory positioris requiring extensive
public contacts.

9raining equival.:ni, to tlro ycars of study in a col-lcge, univer-
sity or other rccognized :dr.rcetiorial institution with omphasi" on oncor morc of' th'; following fie'ldsl sociolog;r, cconomies, public arj.min-
lstration, adr-r1t education, social scrvicc aclrninistration.

(fnis section is t,stablishcd as er guldc to placcment and does not cxcludc from
eonsideration other ficlds of to:ork or other mcans of training which miiy havr:
provided thc applicant r,vith thc knovrlcdgcs, skills and abil.j.ii*s ncc"ssary f'or
the satisfactory perfornrance of thc d.utics of lhi, class.)
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ai

Performs a varicty of riuties assooiatod wlth the leasing of housing units,
tenant and public relations, projcct servlqos, personnel, of,iic"- managenent,
and maj.ntenanco; performs other dutics us aselgned.

i.

3. Under,supervi-sion of a il,{anagement Aide in a hlgher grade, intervievis
tenants, consults vvith them on family anrl neighborhood problems. i'{akes homevlsits to j-nvestigatc complaints of it1n""", ihild neglbct, instrnitary living

This clas$ represents the entrance Ievel in the series, The incumbent
works under the immediate supervieioyr of a Housing Manager ?r a Management Aj-de
in a higher grade in the performarrce of such varied Cuties as interviewing
prospective tenants and explainlng leaslng policies and conditions of occupancy;
receiving and investigating compl.aints of resident-tenants; participating in
the organization of health, eduiatlonal and recreational ciuL; through contacts
with Health Departments, ilielfare and SociaJ. Agencies, churcheur youth groups
and othr:r comrnunity activities; inspecting vaiated units; checking on delin-
quent rents.

Positions in this class may provlde opportunity for trair-ing for higher-
grade }fanagement Aide or Asslstant l,rlanager or Housing Manager positions luith
the delegation of additional'responsj.bility for work performanle.

supervision over others is nob usually found at this 1eveI.

IVE EXAMPLES OF T}iE ifirORl(l

1, Under superuision of a lltlanagement Aide in a higher grade, receives
and invesbigates coupl;rints of tenants concerning physica1 set-up of units,
domestic animarls and pots, noise-making, garbage and trash disposal, and oiher
matters. Refers family-vrelfare dnd chil-d-guidarrce problems to appropriate
agencies. Interviews out*going tenants, r:xplains policies governing rvacatelr
of units. Makes home caIls and comnunity contacts in Child Care antl playground
centers. Provides informrrtj-on to tenerrts on schools, clirrics, rnedj-cerl servi-ces,
and other facilities. Checks applicatlons for rehous-ing and makes reeomrnenda-
tion for acceptance or rejection, based upon examination of rent record, report
on condition of vacated unit, and. narrative tenant foldr,,r, Assj.sts in itre
compilation of vreekly rtvss3lgrr reports by erbretcting clata from tenant fiLesr

2, Under supervi-sion of the Housjng Ii{anager, visits homes of prospective
tenants, inspecting housing eonditioris bearing on eligibility for pio;ect
oc,cupancy, and submits reports on find.ings. Receives applicat.i.ons, explains
policy governing eligibility, Occasionally visits tenants in connectiln with
complaints or to discuss social problems lncident to close and cror,rled condl-
tions. Contacts as requested, social and. rru.;Ifare agencies to obtain serviees
in the development of tenant activities, Aranges ior apartmerrt changes.
Itiotifies prospective tenarrts of approverl of application irncl clat,c of o-cup"n"y,
and informs them of the policies governing conditions of occupanclr

,il i
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con<litions and other matt,ers. Refers cases to authorized health and vvelfare
ager:cies wheh necessaryr Asslsts the higher grade Managoment Aide in organi-
zing clubs, oducational and recreationaL activities, Red Cross Sroupsr Boy
Scouts, Campflro Glr1s, craft classcs, sports, adult educatlon groups, trursery
school, day-care schooL and clinic. Accepts notices of intent to vacatet
arrarlges for transfers betvreen units, and checks on doLinquent rents.

ST,AT mmE . 
pJ QUAI{$IOAT r0NS-3

1. Knor,'ule-dgp13, sj<iIl.s a-nd aDiliti-es:

I(nowled.ges of the FPIIA management program, objectives, policiec a"rid

operations, particularly wlth respect to such major activities as loas:itrg
and occupancy, project services and tenant relations.

Knor,'rledge of commtilnity serrrices aird resourccs.

Knovfled"gc bf of'fir:c piactices, mcthods and proQedures.

Ability to express oneself effeetively and to exercise tact, courtesy
and good judgmcnt in personal intervievrs uith prospectivqi and resident tenants
and in contacts vrith community organi-zations and agencios.

2. Exqerig-nce and lralning: o
Orlentation cxperior,oe j-n the phases of r:nc or more of the follor,ring fielde-

of educatlon, social sewice work, personneL, or rt;al estate managemt:Btr Pre-
ferably in positions whieh have invoLved exbcnsive public contacts.

Tralning v,'hich is the equivblent of tlo jrcars of study in a collcge,
r.miversity or other recognized educational institution. ll'ith errphasis on
one or"more of the follor,ving fieldst conmunrty organizatioi'i, social gervj-cc
.administration, adult educationr publlc adminlstrati-on, socioS.ogy.

(ttr:-s sectlon is establ-ished as a gulde to placement and does not exclude
frorn consideration other fir:Ids of' v,rork or other means of training which may

ha'ye provided the applicnnt vlith the lorovfledges, skill.s and abllities ncce'ssa.ry
for the satlsfactory perfonnance of the. clutit;s of the class.)

" ,i.,il1 i,j,' .".. 'l
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1. 0n a smal1 cr:nsolidatco prcj:ct, und-cr thir ,lerrcra-L supi:r-r,'isicrn af
the Housing lVlanagor, is rcsponsible for' -i-casj.nq e,rlci occupancy activit,-i ,,s and
for assisti-ng him in hcalth, edticati-onal. arirj rocr,e.:),tiona1 programs for tenants.
Intervievrs aprplicants for tenancy, l'urnishcs infornution on poiicios, sorvices,
and faeliities, and assigns housing units. Conipjlcs pcrroclic and speclal
reports on leasj-rig eLnd occu.pancy aiid personnel . l/lakes neccssary nrrarrg4ements
-for the repair, clceining, peii-nting anrJ o'bher scrviccs to units in conncetion
with re-rentals. Assists thu' tenants iri organizing clubs arrcL programs for
adult recreation and in rnaking arrangcrn:nts for a pre-school nurscry program.
Cooperates r,rj.th thc County Hcalth Dcpartmcnt in establishment of u clinic
i'o:' chi-ldrcn. Assi.sts in maiting arrangemcnts for r;creational activitics and
for health anC cducatj-o'nol programs to bo put into operation -rtrith ,coopcra'bion
by 1oca1 USO, Bcd Cro-"sr dcfcnse plants, and Ioca1 ci-..ic orgr-,nizaticni.

' 2, 0n a srru.i-I- corrso-iiCated projcct, under the gcneratr supervision of the
llousing l/larnagcr, is r:s1:onsibl' for th. iupcrvision of tlie office and for thc
operatlon, repair, maint,:nancc of the buildir:g, plumbing, heatrng, clectric:i1
and mechanical systcms, roads, vuaJks, yards, grorinds ancl'eL1l othJi,rappurten-
anccs arrd parts of thc projoct developmerit ano facilitics. Responsibtr-e for the
placcnent of applicant-tenants ccrtified bythe Personncl Officlr at the :
defense establishmcnt in thc arca, for thc invustigation of undesj-rable tqn-
ants, and for the adjustmer,t of tenant complaints. Checks up on delinquent

IfANAGEMFIIT ArDE, CAr-5
GEI{ffiAL STATEMEI.IT;

Performs or super(/ises othe rs in thc perfornrancc of, a var.lpty of ,,futidSi
associated. lvith the leasing of housing units and public-tenant'relatious;'
project services; personnel office m:Ina€iement and maintenance; perforrns othcr
dutics as assigired.

DIST.IN-GUI$HING EEATUEES OF THE CI,ASS:

At this levei the incumbent operates under the general supewision of a
Housing Manager or i.'{anagement Aide in a higher grade in perforrning or
supervising othcrs in the perfornance of a variety of cruties relating to the
management program.

Posltions in this class may be dolegated parbial operating rcsplnsibility
for the managenrent activities in which he is engaged, anrr in some mi.nor L.hascs
may have complete responsibility for example, arr&nging for necessatT repairs
of vacated r:nits and making final inspections of reconditioning; conducting
annual reexaminatj-on of tenancy as to inccme, family composition, and othi;r
data for continued eligibility for eccupancy, or for super.rising-the mainten-
anee of tenant records and files aird the preparation of cprrespofldqrnce, forms
and reports..

The combination of functions j-n positions in this class may vary l',rith
O lli"i,r,l,iirrlffii:llolo"rtio, 

and orsanization of thr: projcctr as the Lxamples

ILLUSTRATIVE Dili]iI,PLES OF TI.IE WORK:

--

o
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rent accounts and is responsible for the collecbion, custody and ar:countabili.ty
of rcnt. Supervlses an Accountjng Clcrlc, ancl shares supervisory responsibilit!-for the l'rork pcrl'onnance of four mai.ntcnanee men ancl laborcrs.

3, 0n a consolidated proj:ct of average size, under tha general super-
vision of the l{ousing Manager, assists him in mainiaining conticts vrith
personrrel offieials of certified lndustries regarding available housilir
aecommodations, changes in eligibility requirements, available facilities,
anct other matbers. I'/iakes periodic reexaminations rrncL maintains close contact
with all tenants regarding change in employment, size of unit oecupied, change
in salary, etc. Displays apartments and conf'ers with the Maintenance Depr,rt-
ment on needed repairs and redecorating. Assists ln a study of the tenairt
health, eclucation and recreation problems anri in the securing of specialized
services of the varj-ous welfare and civic agencies, and in the planning of
youth activities with 1ocal groups of iloy Scouts, Gir1. Scouts, W{CA, yl,tCe, USO
and others. Receives and adjusts tenant conplaint. Supervises a Cierk-
Stenographer, CAtr'-3.

4, 0n an average-size s;ingle project, under general supervision of the
Housing tr/lanager is responsible for tenant eelection, including interviewing
of nev,r applicant-tenants, determinatiorr of lncome grade ancl premises of
eligibility, followrrp vrdth horne visits where neeessary, summarizinr findings
and recorrunending acceptance, rejection u:r Ceferrnent to Housing l,,inrnager. -
Arrr:nges for transfers between units on the project. Maintajni ccntict rrith
the i\{aintenance Departrnent on pending vacaneies and the kincl of repairs neecied.
Attends staf'f conferences on marlagenler:t policies, naintenance pr.oble,ins, tenant
rele.ticlls, anci other ma.tters. Conducts iin annuaL tenant reexrmination on
inccrne, f';inily cornposi'l,ion, a,n<1 other factors ir, connection r;ith conti:rueo
oecupllncy' Assists tiie l/iarrager in ti-re adjus[ment of tenant con:plaj-nt;.
Aitrrises t,eriarrr- groups in the organizaLion of a.ctivities for educaticn, recrea-tion aixl health, Maintairts :invi-:ntiiry of a.pp1i satic,ns encl space, and is res-
ponsible for the preparation of periteie airci special report", nuti"es and
fonns. iieviells iricome information *nci reviscs rents r:pr,r.r,rcl or downward duri.ng
the yec.:: i:i.; circums'bances of tenants require. In the abserice of bhc.Manager,
sigi::s paylolis, pu::eliasr: orders stnd rrouch,.3rs, arlo. $uprorvises ol'fjce porr"o.rui,

Housing Maneigor, assists hir,i irr t,he ml"nagemcht amj oper:itilns of tlic project,
including the upkeep eind marintenaLnce of huilclings and grounds. Invesligates'
and adjusts tbnant conplaint;s, making home: visiis, sl;lveJis rind repol.Ls ivhen
necessary. Enccttrages rccreatic,nal- and lclucaLtion:,-.l activiiics for. teniLrrts and
acts as liaison betvuei:n the mi,iria.gerrrijnt ofi'ice and tiier recrea.tional. organizrr-tions functioning within the pro.jocts, Ii:r Lhc a.bserrce of the Housing lilanager,
assumes responsibility for t,he officc..

Oir I UALIFICAT iOi,iS:
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1 iirowledEes. Ski-rl so and ,'rbi_Litjes:

Good knovrl'edge oll thc FPHA m-rnagernent Drogre"rrl objr3sf,iircs, poli-
cies and operatiorrs, particularly r,riilr respect to such m:jor aciivi_
ties as leaslng snfl tccupi;nc1r, pr:ojeet s.,rvlces, teneLnt ri.L:;tions ancl
pro"i ect rnaintcnance.
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Considerable hnowledge of office practices, methods and

proced.ures.

Knowledge of community services and resources.

Abjlity to cxpress oneself cffectively and to exercise tact,
courtesy and good judgment in pez'sonal interviews with prospectlve
and resident tenants and in eontacts rvith conunrrnity organizations
and agcncies.

Abil:ity to supervise others and to assign and review tirclr wdrlc.

2. Experience and Trainins;

Orientation experience in the phases of one or nioro of the
follovring fields of educatiori, social service 'iuork, personnel or
real estate managernent, preferably in supcrvisory positions which
have involved extensivo public cor:tacts and humarn relatj-onships.

, . Tra.ining which is the equi-vaIe4t of two years of strrd.y in ii.
"col1ege, unlversi.ty or othcr recogr:izecJ educational institution'with
emlihasis on one or morc of the foilorvi.ng fields: cornmunity orgdniza-
tion, social service eLdministration, ad,ult eclucation, public admini-
stration, sociology. 

I

(Thls secti,:n is estabiishcd as a guid,: tc pJ-aci:ment and does nof, e xcrucla
frorn eonsideratlorr other fields of vuor"k or other mealrs of training which may
havc provided the applicant with the knolvledg+s, skilIs ancl abilities nccess-
a::y for the satisfactory 1:erfozmance of the clutics of the olass.)

o
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cuunnAl S.r.AIMENtr

$uporvises ancl participates in a variety of management activities with
delegated operating responsibility for one or nore uaj.or phases of thc managc-
ment program; performs other dutles as assigned.

DrsTINgUrsHrNG FEAIU4F{ 0r THE cIiA$S:
i

Characteristic of pos5.tions ln tltis class is lhe independcnee of op€f,a+
'tion v,rithin established policy and under very gonoral supervision of the
Housirrg lttlanager, and the delegatlon to the position of operating responsibility
for one or more major phascs of the management programr

fnc1uded in thls class also aro positions which are composed of rr wide
variety of management activities with pr.oportionately heavy participation in
each, such as receivlng and adjusting all tenant complaints, assisting the
Housing Manager in the protection of project property and in the supervision
of minor maintenanco rr:pairs (including rcgular and pcriorlic inspeetion of
projcct property) I the ovcrall supcrvision of office managr:mcnt activities,
rcpresr:nting thc Managr:r in his absenee, and handling actions relatirrg to p;.rr-
sonnel; or supcrvisi-ng ancl directing a.11 managemcnt operations on & slngle
slte, between 100 aLd 200 trnlts, of a eonsolidated projcct or a snrall project
(l,:ss than 100 unj.ts).

Positj-ons itt tiris cl-ass may also havo supervisory responsibi.Lity fr:r the Orllork p.:rformance oJ' from onc to fivil clt:rks i.rnd ma:ragemcnt aj-d,::s iii lowcr gradcs.

(The aLlocai:j.on of p,-rsitions in this claSci has bc-:cir dctornined on +.1:,: basis
of :t rvido variet;. of ciutj-es l,'j.tl: rel;:.tivoly hear,,y responsibiiit;,. for oric or
riloro !-rhases of the managemcnt programr [t shoulcl be noted thrrt plovisiorr hiis
br rn nurdc in olher series such as Project Serviccs Adviser, Lcasing and
0ccupancy ltgent, for thosi: posi'bions v,rlrich dr;noti,, fuIl-time:' participatior: in
ouc nii.ior phase cxclusivcly *nci roquiri.ng <:crnsiclcrable tcchnic*l or profcssior:a}
cxpirriiincc a:rc1 traininp;.

ILLUSTJ1ATIVE EXiiI,,1PLES OI' DUIII{SI

1. Undcr vcry gon(rra.l supervisii;n of tho liousing i'llenagcr on a si.ngle
'oroject (:lO lU; in resl:onsj.blc for' loesjnil arid occuprinc)r rlctivit,ies inclucling
ccnt:icts,.uit,ii incrustri"rl p1r-i.r.,rt rilanagcr$ tc d,:t,:i'miiic sta'brrs of ',r'ar wolkcrsr
thc reccipt;nd vr,:rifii:ation oJ'tlti.: c;ii.gi-bi-iity of a;:pI1ctlntl:j, tho investi-
ge,tion and adjustmint of cornplai-nt,s, rlnd tii,-, rcexamir:ation of t,,:n;rricy for
ccntinued cligibility. Ple.ns, organizcs e]-1c1 cvai-uat,:s ti,.r.ra.nt programs in
hea*th protection, safr,:t;1-, r,:icr.,rr&tion, sani"fation, si:lf Lrelp end child care;
cooper:.ttes vritii tt:nant gl'oups in t1:.-, prrblicritior:r. of a teirant bulletln; organ-
ize s librar)r. faciij.tj-cs.

2, As hcad of thr: Tenant iicrlations Section of a lai'gc cr:nsol.idilted proj-
ect, pcrforras anci/or suporvist-:s tirc pcrforrnai:cc of such clutrljs irs arr+. l,ori-zi-ng
rcquisibions for supplics and r-:quipment, rnerj-ntajninll attcndLtncr.: reccrcls for
payrolJ- purposcs, a.pproving lcal'i: rcr4ueets, preparing ::c6u1i:.r Jitd spi:cir:1
ri:ports, devising officc forms, initiatirrg offico and interoffice proccd.urers

o
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and recommending uodification of existing procedures, record.ing changes in
family composltion, authorizing lease changes, verifying tenant emplo;rment for
continued eligibilit;r, and conferring vrith other dcpartment heads and super-
visors such as accounting, maintenance, rcntal, projoct services and projcct
guard forces, counsels tenants on hcalth, re.creatlon and education.facilities,
homc managcment, community adjustments, and/ot refers eases to appropriatc
community agencics. Accepts, approves or rejects applications for dwolling
unit transfcrs and recommends changes or modifications 1n policy. Conducts
exit inte;rviews, and confers with Manager on poltciesr c9nd.{rcts..bpeaAtloha i

of thc serction, special cases, communily trends, pcrs6nai p"ooi"rn;, ;t;;--
Superviseis and trains new employces in the section. lnforms staff of nei'* or
modificd policios. Confsrs rvith staff members pcrsonally and in a group ivith
refercncer t,o assignments and eval"uation of work performanco. 0ccasionally
makes home visits in the intcrest of tenant vrclfare and ari.justmcnt. Super-
-vises the; preparation of the managemcnt brrllotin, attends rcgular and spccial
meetings conducted by or for 1ocal vrclfare agcncies, tenant couricils and other
business and social groups. Assigns dutics to and supervi.ses the vmrk per*
formance of' five subordinate clerks in the Section.

3, Under gcneral supervislon of thc l\,{anager on a consolidated projcct
(871 Units) supervises and is responsibl-e for Leasing and occupancy functions
(including reccipt and classifi.catioir of appllcations, preparation of fioce.ss-
ary recordg and roports, issuance of notificstions to applicants, assignmcnts
of apartm,ents, preparatlon of leases, oricntation intewievrs, acceptance of,
initial rent and deposlt, collcction of delinquent rents), Inspects project.
property interiors and orberiors perlodically, and prcparcs rcports of thi:;i.r
conditions I'uith rccommcndations for repairs, fnvestigatcs tenant complain:ts,
settles thcm porsonally or rcfcrs major complai-nts to the Housing Manager,
Stimulatcs tenant intercst in such comnunity activities as Civiliarn Deiense
groups, First Aid Classes, childrcn!s activities, and othcngroups. Conducts
regular inspections of units to insure care of propcrt;., tenint satisfaction,
and to adjust dlsputes among tenants. Supi:rvises a Clcrk-Stcnographer.

L, Undcr general supervision of a Housing l4anager, assists hira in thc
opcrati-on of the project Ogl Anits) ancl acts in his-absence. . .Confers rvith
various sectiotl staiffs on problcms of' maj.ntenancc and janitorial and house-
kccping serviees. Inspccts triiilers as units are vacaied and recommcnds mjnor
maiintcnance repairs. Assists thc accounti.ng sta..ff in tho collectlon of deIj.n-
quent rent; handles personnel transactions in colli,,boratlon with various soc-
tion-hcads and prepares rcgular and special pcrsonr:el reporbs. Accepts !cnanteomplaints and d.iscusses problcms viith them. Recommends changes in proco-
dures governing projcct opcrations. illaintains records or, ,ronlexpendible
propcrby.

5, Under gcneral supervision of thc Manager on an average size consolj-
dated project with fulI rcspcnsibility for leaiing anci occupaicy functions,
sgpervlscs and parbicipates in thc classification of applicotior,u for tenaicy,
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the selection of tenetuts, preparation and submission o1' reports on leasing anci
occupancy actlvitles and the collection of d,elinquent rent. As;sists i.n plan-
ning and organizertion project services facilities such as recreationalr.,and
educational actj-vities, teriant groups anci tenant brrl-letins. InvesLifiit:es a1l
tenants conrplaints othcr than those relat'ing to maintenance ancl riiscusses
their problems with them. Supervises a stallf' of five clerks engaged in leasing
and occupancy and project services activlties involving the preparation of
corresponclence and the nraintenai:ce of t'iles ancl records.

6. 0n ,-i largej corrsolidated proj?ct (f :OO fOtt) supervises the preparation
and tr.ansniittal of leases for housing units, the prepara.tion of space invcn-
tories, the chdcking and filing of sirylce requesiar-daiIy chock on occupancy,

'supeflrisloa of tenant files, the hanrlling of rnajor tenarib compla..lnls, the
aojustment of delinquent rents, reporting of missing furnishi-ngs, the inspec-
tion of reconditioned apartments, the cond.uct of surveys i,"nd the-preparation
of oceupancy reports, einC 'bhe sollaboration vyith 'bhe maj.ntenance staff and
tenants on health, snnitation, and safety protecti.oi:, Serves in an advisory
capaeitlr to sueh tenant orgeinizations, councils anrl. cornini"ttees, as the ehild
c&re committee, the youth councll, henltir recroation arrd. residence council,
and managenent ano malntenanc(l oounr-riI. Colsults viith worki-ng parents or: ihe
necessity of ciay care f'or chiLlren. Sshcduii:s cornrcunity $pace inclurling the
conuiunity ha1l arlrl the lounge unii;. in'.{i,int:r:lns cor.tact r;uith Lht,.health Lentc.r
nurse and the visiting nurse on projr:ct he.rl-tl ernrl nutrition problemsrand
interprets FPTIA child care poJ.icios 'tu- j.rrfercstod tenants, Superviscs the
activities of two cl.e;rks; engag;ed in bir,: prepri.ratior: of correr:pondence and.
reports, the asiigninent ofl dwolljng uni-i:s, ancl 1;hi: mirinto,*,rrc-u of recorcl.s ernir
filos. Conduet$ correspondence relatirig to n1.1" phases oi' delegated yuorl..
rr: sponni-bi1it1'.

OF OUAL IFICATIOIiIST

Knowledg es. Ski-l-ls anci Abilrtics

consid:rrable knor,,fledge of thi: trpl{A managernt:nt program objectives,policies ,:.nd operations, particularly witli respecl; to iuch major
activlties rs leasing and occupir-ncy, projcct services, tenant rclc.tions
and pro.i r:ct meLi:rtcniincer

Knovfledg,1r,; of cr:,:rinlinlt;. scrvisss .rl.to- resources.

Thorough knor,,'1cd51r': of office practir:esr methods and proccdures.

Abilii,y Lo exprcss oncsolf effec'bively anci to exerci-se tact,
courtcsy r.nci good judgmcnt in p*rsonar interviews t,ith prospective
and- resj-deni tcLlirnts alrd j_n co:rtacts with communit;v organizitions atnd
agcr: cies .

Abiliby to instrust and supervi-se oth,r.s; to'p1an and layou't,their assignmonts, ilnd to sssrrr" l'csponi.ribility for work perfl.rmance,
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Ulanagement Aide, CAF-5

2, Llp-eriense and Training:

Orientatlon experience ln the phases
llields of education, social senrice work,
nenagement, preferably in positions which
lesponsib5.lity lnvolving extensivc public
relationships.

_-P-36e l,.lro
of one or more of the
per.sonnel, or real estate
have carrled supewisory
contacts and human

Training which is the equivalent of tivo years of study in a
colIege, university or other recognized educational institution
v,'ith emphasis on otle or moro of the following fields: conmunity
organization, social services administration, adult erlueation,
public adnrinistration, sociology.

(firis section 1s establ-ished as a guide to placement anii does not exclude from
consideration other fi.:ltls of vrork, or otirei rneans of trarining rvhich may have
provid'ed the applicant with th,:r knowledges, ski11s and eibi-).itles necessaryfor the satisfactory performance of the-duties of the c1ass.)
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OENEBAT EOUSII{G IIANAOEB

Dwelllne Units
%

up to 100
.101 * 200

201 - 400
401 - 800
801 - 1600

1601 --3500
3501 end over

Classi.f i eat,i.on Glqd.e_s,( Bas ij)
CAF-? r
cAF-8
CAF-9 .

cAF-10
cAF-11
CAF-12
CAtr'-I3, 14 ttx

r$ Very small projects with limited
management problems should use
a Management Aide, CAF-6.*x CAIr-14 only in most unusual caseg
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04NEBAL srgTEtuiEII I

I\'lanages a public housing project comprised of more thau one site withresponsibility for performing or supervising all ftnctions nerpessary for theeffective and efficient opcration of the pro3ect.

DISTINGU]SH]}IG FEAT URES OF TI]E CLASS:

Posltions in this class rcport to the regional office anC are responsible.-. for olanning, organizing, directing, supurvising or personally perfonairrg 
"! targl varie{y of functiEis arising*out or tir* ofieration of a housing project,,

sueh as; (a) administration, including financel uuaget, procurement, space,personnel, (b) maintenance, including [rouncs nriinteiluni", buildings'maintcn-
713"1 provisi,on, care and upkeap of utilities, improve*urris, and bettermcnts;(e) tenant relations, incJ-uding tenant selection, stimulation of eommunityactivitie" 

"99h_ 
as health, weliare and recrcr,tioh; ana (a) r:stablishment andconduct of_aIl liaison required vrith publis and privat,, jurisdictions, agenciesand individuals.

The hlanager i.s.responsible for performing his duties j.n accorclancc withestetblished^policies a.nd procedures, and reccivcs advice and guldance fromregional office traveling representatives.

The grade levels in this scries arc largcly d..termined by thc nr:rnber ofunits in the develo;:ment; holievorl &fl additionai grad" may bc allowed virhen the. Housing Manager is respoirsiblc for managing a project consisting of dlfferentdlvelling.types, e.€t, family dvrellingsr-aoimi.torles and trailerI, etc., sr. when he is responsible for managing a prcjtect rrh.:re co:nrnunity or-:.ntraj,piojectopposition creates a maJor publi-c rclations or social probI,:m,

UST UTIES

1. In aecordance with established policies and proeedures, p1ans, organi-zes, directs, conducts or supcrvises thc conduct of a1t activities n",cessaryto the successful operation of the projects; evaluatcs nevr.poiicies and^-.! ffi;ll":SJiilf;ff lt,ltil"';:.ffi:f:':;ff t,l:#Hf:*#;;J;3.1:f,:i::i:ff""-
ships, reduce operating costs, istabrish controtlj

i
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to provide thc grbatl
poslii;ble! eh:ourag:6
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I.

rntervievssj selects, trains and suporvises personnel engaged iri
leasing and occrrpaflcy, projeet services, maintenance antl operations, accounbing,
and;other project management functionsr r

3. Maintains -contasbs v,rith mernbers of the regiorral- office staff concerned
with i"he managemont functions on thc projcctS.

4. trnter:rrielvs tenants, explainlng rules and regulations of occupancy,
receives tenantst complaints, and personally resolves questions concernlng-
the activities-and privileges of thc residents of the project; particlpates ,.in the formulation,,pf plans for project scrvicos, communiiy altivities, ':':"
project upkcep and improvcmento

5, Slgns a considcrabLr: variety of projcct documonts such as, purchase
orders. and vouchcrs, payrolls, personnel papors, budgets, 

"or"espordlnce,reports, leascsr_,ot9:; responsible fo! the colleetion and .leposit of runis,
maintenanccofa11f1nancia1andcostrecords,preparationand.execution.
of the proiect budget, procuremcnt of equipment and suppries. :^ . l

6. ConfsrB with maintenanee porsonnel on all probloms concerfting work;; .

Ioad, the upkeep and cale of buildings, grotundsr project facilitieS, equipqbntandutilities. ,'', ; ;'

o

o

o

7, Stimulates and encourages tenants organizations
est amount of recre'ation'aI arrl educational opportunities
t':nant cooperation in thc mallrtgnance of thc project.

8. Establishes and maintains necessary contact's and. rvorking relation-
ships'*i-th eity and oth.:r public officials and represent,,ttives oi industrj.al

9o E:leeutes cpntracts anrL recruits personnel yrithin lirnits establisircdb; rc;1i-cieso

STAT],.]1\,/I

Knov,iledgeg, skil.lg. and abilitiesr i,, '.. t. . i '
! 

" 
j ... s: ' r'

' ' 'Conslderable knowlcdge of administrativc ancl busLn"ss practi".ur t'

combined with thc ability to deal in an cffcctive rnanner with repro-
senbatives of'public and private agencles ancl industrial plant
-anagers-; thorough knovrledge of thc managcmeht program and policieg
of thc Natir:nerl Housing Agency and thc Federal zuuric Housirig
Ar-rthority;_ th"..characteristics of nertional and. racial g"orp"J appr,e-clstion of socig.!, and cconomic problcms involvcd in pubtie- tiusir:g',

ability to cstablish and maintain harmonious, corrltal and effcc-tive relationships r,vith tenants, staff, adminiqtrutire superiofs, and.
outside indlviduals and grqupsi-ability to'supdrvise the work ofothers and to p1an, organlze and direct a rvork program of considerablevariety; abillty to stlmr:-latr: and encourage grorp ictivities; abilityto interpret to the community the aim and p,ripo"L of public housing.
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. Experie.nce and tTaining:

Experience in the administration or managerncrit of reail proyr::rty,
community organizations, small citics, or school systems, prefcrably
in positlons rvhich havc carriud responsibility of an cxoeutive or
managcrial nature,

Trairring equivalent to that of graduation from collr:ge.

(tfris soction is cstablished as a guiclc to plaecrncnt and do:,s not cxclude
from consideration other flclds of ',iork or othi:r moans of training; rvtrich may
have providcd the applicant vyith thc kno'.r1cdges, abilitics rind skil.ls ileccss-
ary for thc satisfactory pcrformanco of thc dutics of the class. Incrcase ii:
prograrn rcsponsibility normally irrc::,;asi;s thc c1cgr,ro, characti:r, and quallty
of expcricnce, knor.,flcdgcs, abilitics and ski]-ls requircd.)
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t ./,rij-. - - -PERSONI\IEI , cAF-/,
GENEiTAL. STATEMEM:

Performs a variety of res-lnsib1e Cuties involved 1n the -intervievringatrd preliminary selection of' applicants for positions, tire process1ru5 ofpersonnel actions, forrns. and papers, and. in itre maintenance of necessaryrecords affectin6; project personnel! and performs other duties as asi;igned.'This class exists.oqy on projects wheru irru v;orl.:]oad requir,es fuII timeperfonnance of this function.

DISf]NGUI SHINA FtrATUNES OF THE UJJADD

o

incumbonts of poeitioi'rs in this class are resporrsj-l:le for the p,lrforrii.,nce,of all personnel activities in accorclance vrith prescribed ru-les and rcl6{rilations
of. the lTar Manpowe:: Commission, Civil Servj ce Clmmission, and FpIIA l,4anua1 ofPolicy and Proced'ure as related to personnel; or assist e" personnel Clerk in airigher grade in the perfornance of iueh vuork.

Positions allocated to ttiis class act as f'ocal poinLs of inf.ormatiori, orassi-st in gi',r:ng out lnf'orniation concernirig personnel rules and regulertions.Supervision received is usually very generil anct irror]< is subject to review onrywhen assi-gnments are of a specific, uiusual, or unprecedented nature. Super-vlsion ol'others is not eonsirlerecl a characieristi,c featr.i.re of the class.A number of clerical-.dutles, such as filing ernd typing, are found at this levelbut are usually incidental ic the duties or tr,u ;.,t"ition.
ILI,USTIUT]VE EW:

-- - _- - -:--*_r

i' Seeures Ci'riJ- Service Certif icatioii fo:: prosp,ective ns.lir employeeswithln salary limits establ-ish"d !f policy, p"*p"""u and types necessaryappointment papersl anct handles ati pape::l'rira forrrs fo:: promotions, resig-natlons, terminations, reclassifjcations, and coirrponsatlons for injur;, e1projeet personnel,

2' rntervievrs a'nd selects subject tc approval appricants for. desiglateclcategories of positions; and concluc[s preriminary lnterriews for othtrr typosof positions.

3' I'/iaintains e record of all changes and actions affe;cting i:ersc,nnelpositions; an alphabetical f:ile pertainlng to 
"uct 

-u;;iloy;;;-i"a 
,n*i_monthlyrecords of sick and. annual leavo ta.ken by"employees.

/o' Prepares monthly personriel reports; lists al1 nc; cra]:loyees shol,,ringtitJ-e, stetus and saleirv flr the jnfornation of. ;;"-;;";;rtj."i-p"partnient;and prepares a1l corespondence relating to personnel_ i-rctions.

5' Advises project personnel relati,re to rules ancl regrrle,tions gorrerningproniotions, recrassifj catioli, resitjnatiorrs , etc., and perf,orms a. number ofmiscellaneous du-ties, such as distriuuting i:ay chects arrn coJlecting fees forlrospitalizatiort. - a r-r
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STIiTBTIENT 0F UALI}'ICAT]ONS:

I. Knowledses. skil1s and abilities

Good knor"'iod6ye of persontiel rules, reg;ulations anci. nroceciures.

Abii-ity to folloi; oral arui written instructiorrs and effectively
cai'ry them out; to mcet the 1:ub1.ic and establish cooperativel';oriiing
relationships.

2. rience and tr

Exporience in personnel inrorl,, arro. trainj.ri;.i equivaicnt to
gradu.ation from high scl:ooI.
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o

GENERAI STATEI{EIIIT:

Responsible for the, procurement of supplics, equipment and. materials
necessary for tlie prolrer nraintenance and management of a project; vrhere the

size of itre projeci rlquires thet the fu11 time of an incividual bc devoted

t,c this function ancl. performs other duties as assigned.

PROCUREME}iT CLUhX, CM-4

F OI 'IIIE

rilorkir4,: kr:owlcdgc of gov"r'nrti:nt,al rtl .;s,
fications; involvcd in 1:urchasirig of.' l;tilterrills;
offi c.: procodurus.

o

positiols in this class perform resporrsib-Lo but somcv,'hat rcutrnc dutics
j-1vo1ved in the purcliasing of itcrrs, subject to policy rcsf ricticns, eitht:r
j-n the opcn mark*t o" fron the Geni;ral- Scheclule of Supplies, in sceuring biris
by telephone or in writing, and inciudes posting4 of reqr-rlred informrlti-on to
1oop"" iedgers, and preparitlon of requlsj.tions, purchase crders, forns a.nd

i:oniracts in a.ecordalce yritl, govarnrnent rr:r1ul.tticns trnd sp;rcifi c;itic::1"-:.

Tl:is u-Lirss ol positions nay pcrforn s nuntb,:rrr ei' rtlc.Liie;iiLal c.l-ericai Juii',s,
;;uci:.;is i'iiing anc iypirrg, but tire performance of thcse lo'.icr-lcrrel duti':s fcr
e. minor portion ol'tho-birrie a:re not det,:irmininil features oil the cla,';s.

Tlork is subject to grnr;ral review for accuracy, anci conforrnallce-Lo
procedures. Ernpioyeee ma), suprrvisc a clcrical rissistant in the performancc
crf assigrred tirsks.

].LLUSi' I]ATIVE EXAI'IPLES 0I' DUTTESI

1. Telephcles vcnrlors for quoti,,tions cn natr:rials, eiluipment, supplies
s'nclservicesfor't1ip::cjectsrobtainirir;nclct:)ss3'r)rinfornrationasto't$hcn
e,rders can be fiiled anii how deiiverics &?r: to bc nado.

2, prepares purchaso requisltions after acccptance of lowest quotations,
a.ssigning to a typist for typing of pu.rchase ordcrs, artd c:hccking uplt:
corrpletion for accuracy.

3, Supplies infornration ov(]r lirc telephone to vendors, ernplo.-lrecsrancl

transportatiln agents p,:rtaining to purchase ordcrs, dates, chargcs, I:umbe'rs,

and otircr rniscel-Ianecus data.

/r. Entcrs the cost of itcms requiring pr:,orit;v-r'ati.ni';: ii: th'.: priorlty
Ir:dger, charg:ing amount allottod for eiich clrrssifrcation, riuch ris elcctricalt
plumbing, janitollal, office , n-sci:Ilancous suppJics, etc.

5. Cuts stencils f-or birls anil t;fp;s purchasc ofo.,rs ir: orrlrr to
expedite t,he uork.

EIIT EI,.ES!* 0r -Q!4J:ILI!{iUE:

i(nor,vl;dg' s. skills anci abilitics:

rc:ilirl-aN:l:'trS and speCi-
;;i:ir*ra1 kr.iolvi,:dBe of

,i,; ..,: ,.:ri r J,,

1.
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Abiiity to foiloii' oral and written inst:'uctions and offectively
carry lthem out; to obtaln and supply inforrnation ov,:r the telephonc.

2, Experienqe and training:

Experience ln commercial or govcrnment purchasirrg practrces.

Traiu:ing equivalent to gra"ouati-on from high school.
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PIIOCUR$/IEi\I' CIEEK,

GENERAL STATEi,,{ENT:

Sevves as Procurement Clerk on an ertremely large project lvith responsj-
bility for the purchasS-ng of tili supplies, equipment and material neces.sar;r
for its proper maintenance and managcment; and performs other duties as
assigned.

DISTINGU]SI{ING F OF THA CLASS:

Ciraracteristic of posltior.rs in this class is the responsibitity for the
procurement of all itenis either in the open market or from the Oeneral
Schedule of Supp1ies, securing bids by telephone or by bidding documents,
involving the determination as to quality of materi.al, fairness of' price a.nd
method of procurement; location as to scurce of supplies; i.ssuance oj' necessary
priority ratings as required; and tJ:e processlng througil tc' completion of' e-LI
necessary forms and contracts j.ri acccrdance ivj.th gover:nmcnt ---tancj.:,rds and
spe cif ,i cat j-oris .

Ihployees in biiis crlass function under gener:-ri supervision, ano rrorl; is
subject to revj.etnr for conformance to polic;r and pro.ceilures. Positions in
this class &re not necessnrily of :l supervisory natu::e, l.:ut may suponrise frorn
1to 5 employees lrithout clia.r:gini:; tlte ccncept of tiie cl-ass.

ITLUSTRET]\T.E ET3}.P,i,ES Or QUTIJS:

1. Reviev'is purchase requisitiorrs to determine appropriilte nctirod of
procurement, i.e.r frori open rnarket, Ganeral ScireCule of Suppli-es, Treasury
Procurement service contract, Navl' Supply Depot or ltegic,iral Supply off ice,
or put out'on bid.

2, l'/iainta.ins, or supervises bhe maintenance of pu.rchase order lodgers
for indiviciuai projects in addition'bo 1ed51ers for stores purchases and
priorlti.es, assigns purchase order numbers to requisit-r ons anrl entr:::s all
1:erti-nernt iriformation in tlie anpropriate ledger.

3, Dra.tvsi up cc,ntracts f'or sr:rvj-ces, neterl.ai:; ilncl supplies and processes
to completion; lnitiates and accomplishes government bitls of lncii,ng; and
handles all correspond.ence eoncerning inquiries resarrling r:rices, materials,
supplies and equipment,

/t. Analyzes bids, and determi.nes award 01'cuntrrict t;r: bidclerir based ori
qualiby, clelivery date, discount, prioritll etc.

5. Interviews saiesmeri forbhe puroose oJ' heeping posted ol avaj-labie
materials, fluctuation rn prices, ancl appearanee of new material-s on the
market.

(r. Compiles necessary data for securing i:riorities on critical- :lnd res-
tricted materials; and, in acrditlcn, hanclles all gasolirre a.nrL tire rationing
for the mechani"zed equipment used irr mail-ite:na.nce work.
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STATEI{EIXT OIi 0UALItrI0ATIOlriS:

1. Knowledges. skills antj abilities:

Goocl knovrledgc of the ru1es, r:gulatlons <incl ppeeiflcaticns
governing the purchase of materials; general knordecige o.f office
procedures.

Ability to fcllow oral anu -v,rrj-tter: insbructions anC'effectivel-y
carry them outl to meet tirr,: pub-Lic and e-sta.b"lisl efi'r:ctjv; worl,:inr;
relat ioriships,

2, -E$=_g1-g.rl_gg- ari4 l-Iarnrgili

Experience in crrmrrrercial or gorrvrnmr:;:t p,rl1,girasin.q prt,ictic+l-i and.
breiirring equivaler:t l,o ,irariusf loi: from iiigh *< ciirrcl .
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PROJi'CT SJRTICBS ADVISER, P-I

(ttiis speeification lvas establ-ishecl on thc basis of rclatlvely few position
descriptions, Irrtre shall- appreciatc having any additionel materiaL tryhich would
be useful in prel:aring a morc comprehonsiv,: ipecification.)

9Eu@-_EIArErrr.Ej L:

Scrves as n technician at i,he beginning lcrv.:l in i,lr,:, tlerrclopmei,rt irf
pro{rans deslgned for the p:o.,-lsion of adequi.rtr; liu,.rltir, sanitirtion, ccluca.bion,
rccrc:Ltion, self-hclp, protection, child-care, facilitics or, proSr:ctst performs
othcr dutics a"s assigned.

o

Tiiis c]-lis.s is compcsed of posi-tiorrs vrhich ful'ic'bion ii-i;'t;j:i-. urrtrancc revel
and are subjcct to riirc.ct supervlscrry control exercised eitlier'by thr: l,{anagi:;r.
ivhcrse niirsoltal peirticil-ration in the Project Scrvices Progr:rrn na:y lim_Lt the
irrci-r:nbent in nal<ing decisions wi.thout the managl:rrs advice,-rn<l al,proval! or b;rdirect tecl:nical sug;rviei.on cf a Project Ser.ricos Aclvisu:: of irighcr grad;
locateC on tlie prc;jr;gf site:rho assumr)S,:i;orrbin6 re$nonrjibiiit;y fcr [h,.,;:"o;;r"r,,

Altirough incunbents of positions irr tli:l;.r cj.a:-;s porfr:r'rn,,; re}ltj-vcly,irldc
tange of duties associated lrith thc: fisf6 of prajr_ict ,3e*riccs, sur:h r:,s con_tactir:g loca1 eomrnuni.t;' lead;:rs and" aqr.r;1srir:s by ielephone , aor.".pondr:nce orpersonal visits, attendlng mecbjngs, stud;y'ing arrct adal_rting ;;rogranis, ad,justingtenant cornplaints and procuring mttdicai s"r.vLc,ee, bht-tccf,ni"olt 

"*.porroit it:tyfor thc ovcr;r-11 profratnirri-nf{ and ove-Luating :,spuct oi' thr, iriork oces not aijpLrarat' tliis i-evel. Incuylents tna1,, hovrev,rr, is ilircctt:ri., assi-st irr prelireinaiy
Drogramnr-inp, through bhi: con,,luct of sui'vc,y* sucir as thos,,' rlesi,gned to d.eir:rrnincthc nurnbcr ol prc-school. chilclri:rn focatecl on thc prr-.juct for wiro,r day-irulso:r1/carc ivil--l- Lrirve tc be providcrl , or an Lrxaxlinrition of ti:naricy corLnosit;ic.,n for
agci groups Ln bhe initial p-Linning of .r'ccrerrtioni,ii eictivl'bies,

rl/hci'i,'supr:r'visi-on i-s exercised at l;li.is l-eycj-, ii ul:uaii1, q*1onds on.L7 tccLorical assis'ri:"nts for s;oe cif ic =,.,rorli assi,gi..ulentr;.

D]ST1 IiiG FEA?URES OI' THE CLH$S:

iLLUSI]i]ATIVE EXIAyIPLES Oli 1iinr,.ra.

1. Attlr:cls cornnit1;,:rj ilr-:L;tinqs of culinirrrila;1, or;1;ri-ize.tions arrd agr;ncics.Assists in foriluj-atinp; plans fc,r r:cap^rativi-: corr,rnun.i-t1, i*ctirritlr .through brj,ni;ingtogcthr;r' rnelnh,',rs of thi: co'r,:tunil;/ rryho harr,,; qua.l_i.1,,.i,s oll 1,.J;ir1er'shj-p.

2. riiorks ,-'loscfy wir,li tirc, F-rb] j. c iiciL-itii i,uJ'si.r on hra.l-ti', and sarii L::tioi:
i:robienis; r::aj;r:;: persortErl conts.cts rll fcrm qroups i.or n,ecl Cross; Iicrrrt; jlir-rrli.nl;,
I'irst Aiii, .,iirrj. Junj-or l{omt, l,lu:.sing c1 a.ssr,s anci cii:_r.ic r,.16rko

3, fnv'.:stigete"':jlcl ii'ljusts; rriiriot'co:trp1i-.i.nts. El-icr-,uragl:r b;ttur: rcl_a.tioi.r-ship ti:rouglr p;.:359na1 oc.,ni,acts b,.:Lr,lecn teni.,nts arr:cl narrafomenl; assists orr
programs instrr-rcting tr.rna.nts in tl-re propr_.1. f.is.;3.11d in.:r.j,rrien,anci,of corimrrni-t.1,.-facilitics.
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ices Advlser, P-l

4, Visits other projects and oxamines tirrir progranrs for sugg,:stions
as to projr:ct activitios in educi:.tion, recreirtion, herilth and civic programs
and activitie;s, Sccurcu 1rp.1.]'.ri;i.rrs anci charts on eommunity organizritlon** frorn
ot,ht-:r, arlgnci cs 1

'' 5, Jontacts 1oca1 communit;,r groups such as Scout Leaders, Ministerial
Unic,nsr iJSO ancl others, to discuss possibilitics of organiza.tions on th.;
proj oet s.

6, Tlrites articlos r:n project serrr:iccs actiuitics for 1;ublication in the
project nelrspaper. Gives inr'ormatiorr oti a.riri1able communlty serviccis to now
t cnari.t s.

'7, ;issists a Projuct Si:rvices Adviscr irr u highcr grade in pr:ograinrrring
activitics on th,; proj.,ct sitc and assumes rcsponsibiljt:r f.r:: tli,r v;r-rrl: j-n
his abscncc,r

stA'Lg,lvlENI__a[3rl&I{lg4!I_QN,:

1. Kn-owl g9 ggsr_Eki]l s s{tjl.. ebj- I L-t r q9_ !

Knov',1;:dgt: of thu ohj..cti.v;.r iuti scopc of the FPHa program for
thc provisiorr of ndr.:quate project, services facllities on housing
nrojccts; krrovrl-i:d.go of communi.ty scrvices and resources; knorvledgc
of'bire prop.r approach to and e.'raluation of cultural ancl racial
pattc-,rns in con;munity living; faniliarity rruith the wori,: carri.ed on
iu the fields of Chlld Welfarc, Ad,rlt EduceLtion, Publ:-c Health, and
Community Organt zat j.on.

Ability to provide g";uidel.ines for s'bimul-ating tcnat:rt ir:itiative
anci lerldorship; to ma,irrtain goc,perativt- rclationshir:s betwccn exi.sting
coninunity wclfarc ani socj.al ag;cnciijs arrd projcct tenants.

2, Exp;ri.nce and braini rr*1 :

Soirle .rxperii,nce in thc 'bechnicer.l i:hases of organized sccial
scrrr.i C;-, profifams o

Trainirig wirich is thr: equivali:nt of J.'our irears oi'study ir: a
college or unlvcrsity l,riti' rnujor work irr one or a combination of ther
follouring fljolcls: Con,mund"ty Organiz'"tiiont Aciult Education, Child
Education, Fublic Health Adminls.bration, Child Psychology, Economics,
Social Group irlork, Sociology, Social S,,,rvicr; ArlnLinjstrai:Len, PubL-ic

a

o

c from .ihave 
"

'!ery ai
'!

{i
:''

:{
t{

,rr,..-*,;ti*d

(Ihis section i,q ,;stablishi;c-i as, :r riuide to 1;1ac;lri,rnl a"nd,doi,rs not ,:xclud
cousidoratiolr ot,rrcr fieldsof ,,,vork or oth.:r rneans of trainjng nrh.Lcli may
provided thc applicant v.rith th; krrowledges, skills, ,rnc1 ubllitir-]s nccuss
for thr, satisfactory performa.nce of thc cluti,:,.s c,,i^ tiie class.)
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PROJECT SERI/IC.IS,,.ariiSElir P-2

(ttris specii'ication was establishod cri i,lic basis of relativeiy felv positj-on
oescriptir,rns. 'iie shal] appreciai;e having: r:ry additlonal nraterial rr,rhich r,,;oulci
be useful in preparing r, morc cc)lT,proirensive specificrttiou.)

GEIiXRAL STATEILIIINT I

Se:ves as ::- technj-cian r;i; the ful-L perf'orr,hnce ievel in cle.re'loping and
prorioting programli ciesigrred 'i;6r provi.de adequate health, sanitaticn, echlcatior;,
rec::eation, sol-f'-1ie1p, protectiotr ano oiri.t-il-eare facilities on hou.s:i.ng project,s;
perfo::ns olher cluties as assiilnecl.

DIST]NGUISI{ED F'EJ.I TTIiEg Oli 'IHJI CLASS

This; ci-ass ls cr:ni:iosed oll pcrsir,ions wiricir operate sr-i, iairc jourireynan lc:veln
Incuirbents j-nitiate, p1an, org;arrize arid plornote pro5lrams tc, s.bj-rnr.r_lat,e tenant
initiiiti.r'r: in leadersh:lp in tire operati.on of'project scr.,,j-ccs,iic,:i faciJitics.
Pcsitir::s rt:1:!:i.s class may funciioi: r.lnCei'i;ire to,-:hiri:rll- sr.rpervj.s:loi: of a.

Proji:c1, Serrrices; Arlvjsc:r 1n a hip-;ne.r :irad'a o.!r" i.t.ilde,i L.i-.: r.f,l,r,:.,,rt."lrl uliil:i;:.i.sti..i:t,i.,.e
c1j-rection o.t' bhc iVia.-ra61er.

Iire duti.r.: oj'i-losi'cioits ilr i;j:i;l clasl;.l nc-l-irclc co-orCi.rrirtj.on oj'cc,;,tnrni.ty
prograrns with biioss of obiri.,,r agenci_es, thc: st,j_nuf.:.tj,on or'group irr,.:ctiirg;;, thc
inberpretatiori of i:roject srlrvi ceri ljroijrar,is "bo tr:narrts, manll.gein;rnt, a.ndo ;:rffi:'I":ffiI:H:;,ll-,x;"ffi:3":1.r"::':;i#l"l::f"ffi':i,fil-';H;l,r;;"nu
facilitie s:.

Incunbunts of posilions in this ciass lrrulr 51;1,,rrvisc a P-I technician;
Srrnerall-y, hov,revcr, supervision ls ':xoreiseci oniy ovcr cli:rica1 assisr,arrts iri
iorver gradi;s.

Usutrliy such posiLir:ns are esbablisticil cn p::ojecr,s oj r1c)i',:) thirn L600 iinits.

ILLUSTIi6TIVE O}' DUTIES

l. Establisht;s contricts r,ri.th loca-l- i.,,,t:ifai,r-.; agencics, chrrrches, c1i:i,onsc
agcncies, recrcation groups rinrl oihcrrs; co-operato-c 1,:i'fii Lhorri iri l;i,- iirt,:r,;st
of the tcrrants and intcgraters prc,jcct activj-ty ,;rritii conumrnit;r progrlrims.

2, Prorootes tcnant perticinartion irr t,hc jrriti;:.tior. of r:onnunity progrrrms,
ccmprisi,ng soci_aj_, edlr.cati"onal arrd v;c-'l-f:r_: e activitissl stilliuli.i.i,r.,s orgnrizaticn
of groups ili:.ci, ciuhs L.Lrnon,j t,cr'li_ii:ts.

3. assi sts tc;rar-Lts il: de vcloirirr5i tiri.:ir ovirr progrtiins iir hoal.tli, rLicrcatj-on,
chird car., edu.catiorr, self-hoIp, proiccti.cr, ,,rnd saf'ety; corifcrs lrjih indiyjrir,-ii,roluntcors and 'tcni,.nt connittr:cs, groups anr.r: -s,scrciirtlons, 'j.r: l,'rt:: pttrnning of
a-rr :J'l'icii;irL a.vid v,rul-l bi:l-c.nccc1 p:rograr;, for .ll.l i-r,ge grclr,rps.
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Projec{ Services Adviser, P-2 It j
tj

/+r" Atbends mr:etings pertaining J;o selJ'-gov.irnm,jnt, fcrmai school re'l;rtion- i
ships, chilcl eare, ju'renile probc<:tiotr, anci occasionally speaks before teniLnt ,l
and cornnunity i;roups in the j"nterest of sucli jlrogramsl fornulates pians fLt ',
organizing such grouf) activitiss as lled Crc.ss il-asses f,:r first Aid, Homc 

1

Nursing and Nutritiorr, and such youth actj.vitics as Camp Fi-re GirI groups ancl ':
Boy and Girl Scout groups. i

5. Surveys oxistin6 comrnunity grourrcis ancl facil.itjes ancl mall,:s r(lcor,'rinenda-
tions to the project man&gement for eny irr;:rov<tmlnts, ariditiotls or changes
beneficial to tcnarrts colloctivcly or irrdividually;, rnerkcs sugLgestions as to the
need i'c,r protection of propert.v, nccessary r'p&ir or replacomcnt of equipment
anct ci)nditions of commilr:ity buildings. i

(. Studies oommurr:-ty lgolrcy anci prograrf: r,::jcr.irces ia thc ar:ca r,inri keeJrr;
abrcirst oi' loca1 ccnditl-onsi rd,riscs te..lar:ts [,hrc,r;!.]:i grou]) ileei;iiigs ,rnc1 mar:age-
,nc,r.t bu].-l-r';t i R,

"i , J.nb.:rprets, tirrough individual i,tiij group c:.uiri;., lling;, tlru p:liircipal
poricies anci objectivers of th* project s6yr"risi;5 program tc mt,"Lnag'rmrnt staff,
tenunl,s r r"gdnclr ri-rrres?ntatives, :ri1d communitl,- or'f ici,r-Ls.

ST

1. Knolfledses ^ s. ano abl-lities o

2..

Knolil-cdg., oi'thl objectivt;s nnrl scoi;,ti r.;f tii',,FPI{A progran fc,,r1,irc
provislorr of erdcqrratc proj,::ct s,:rviCcs faci-t,it,:es ori housirrg proje cts;
knowlr,'dgi, of corrl:u::rit;y serl'i.ccs and rcsourccs: rr,nciwledgc of ll-rc proper
approi,.cY; tr-r a.nc: :valuation of culturall :.nci racl*i i-.reitterns in
(lor,imurr:Lty llingi fanrliiarit;' 'r.viiir rhr pro!",.:ssional nicthocLs and
tr:chniqucs ,rppli,:e.blr: i;i, the i.'i'::.1 ds oi' Cor,,rnr,rrriby Organizati.ori, Pubiic
Hea-1-111, Adu-Lt l;lu-ci.tir:n and Chjlit i,felfarc.

iibii"lty i,c pro.,rir.cie guioclincr for stirnul-ating 1n:-t,iabirrc and
leadcr;,;hip ott l;L-- pa::t r.,L 1 roj'::ci titilii..il'bs1 t..: niaj-n'be.in co,tpi,ratirrc
ri:lirt-'Lonf;hips be:tlreitr.: oxisLJ i:i6i rja)rniriuri1."r heiii. ll., wt,Lf',-rrc ,_iuc1 sOcial
at*{enci{-is al:ci prc,je ct L.cnanLs; to ol-rdi,1k ,:fi'.;cli.v,,_i-y br::forc Er.oups in
formal. artci it:formal mir:t:.ngs r.inci .i n cofferencurj rirrrl intcrvievls; to
irttcrp::ut u,nd. a1,.p1;; FPHI policJ :i:nd sb,.r.r',ctardsl i;c: i:xcrc: s,; jn-itii--ttlve
il]lcl, pfc{'i,ss:i.oni'1. ,'iudgt;,c:rt anii tc ij:u;;untu lic.qpotlsibi.iitT.

errcc ilnd truirr

Exi;i:t'i'-,trc., i.ri 1,}i,, t.,r:irtiica.i r_.ha;i_,s r_.f pJ-nni:ing, c)rftni.zins [ind
ridmin1sti,:ring s<-rcj.zr1 $L'r-v'ici:) p.,'odr.rns p,i'cicrably il'.1 ir.:si iic,ns whj- cL
htr"'e cttrricci op.:rr]bing rr,.sCorisiL-.:li l,y J'r.:r pr.oi.lr.rii,.,(j cri i:i comlnutrit-v.
basi:-; o
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Tr;rining r',rhich is thc cquivali,nb of four yqlars of study in accl1i:ge or,univcrsity r1sjf1 mei3or wr:rk in onc or ei conbinrtion of the{'ollowing fields: Cornmunity brg;anization, Adult kiucation, ChildEducal:ion, Publi-c Hoalth Adrniniatratiorr, Cnifa psychology, Econoni.cs,soeial 9"oy! iniorlrr Social Service r,drninistrationr"so"io:i-ogy, pgblic
Adminr strlr.tion,

(This section is -:stablj.sh;:ci as a pluide to placemcnt anci ,cor;s i:ot cxcludc fromcotrsiicrlttion othtr fir:Ids of work or oth;r m,:ans of training rvirich nili;r [sr76provided th: appl-icant rullh th,: knov,'l:dg,jrl skill-s;, ancl ab:i.litics noci)i;rjaryfor the satisf'-rcto::y pcrfornanc. of the clutieo o{.irr,, 
"rur":i 
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,,n. . PROJECT SIIRVIC,ES TIDVISIR, P-3
(jhis sp.-cificatir-rn v,ras establishoc1 on t}:o bas:l:; of rr=krti.vcly fciv position
doscriptions. IJe sl;al-i approciate havilg a.ny erdditiorral- naiti;rial vrhich v;ou.Id
bc uscfuL. i-I.t p.r:cp,,rririg :1. mc.1:c cotnprehu:iriivc,. spocir'ioation.)

GEi,IIIRAL STATiilrif,I,lT :

Scrves as ii special-is"b in tirc prof'e;:lsional- fic-Ld and iis lr i:rilvj-.;r;r tc ihe
Ilar:lgcr or: alJ. projueb sc:r":":j.ccs trrllll".rs and me]r iilri)ct i,hc acti';itjcs <-,f a
tcchnician irt a. iot'rer gradc 1ocat,:c1 1r:-bh.o Ci:ntrai Proj;,ct Officc or orr th,-,
project sj"t': ;nlj::gcd in iirouiot1ng, dcv,,,loping arnd rvaluatirrii prograils 1-cadiiig
lo titi: stimuli.:tion o.i' t(:n.nt i:ritiativ.:r and J-o;rlr:rshj-p i"n ..1ot1th; sanitation,
ed.ltcatio:r, chii.cr car(,'r recr,..retlon, irrctcctic.n, sclf*help prograrrs; plrrf.orms
oi;l:cr dul;it'I; il.s :rssigni,:d.

-liSTIiiGUISliil:li-i FIIA,TU;IES 0i, THX CLASS:

Opor:ti;1nE i.trciop,l,ridcr:;tJ-y i;ltirin csti:hlisiruc policii:s, politions in t,his
c-i-i:.ss ilunct;j-on as r:.dvisors to fulanrrg;rs on vr:Tll ialrgc; projccts r,,rhi:r,e thc
mariagcr has dclegatccl r-:ntir. rusponsibili.t;". .flcrl' 11',,' i:rcjoct s{trvices jlinctii;ns
to i: spcoiaiisl; in Lhe, fie1d. Posli:Lons irL i;riic cl il;;s glcl:ror1.:11;.i supcr',r1.se
jcurnoylnan ii).r,:I tccitnici.irls.

Thc aunini.strir-tirru siir)i-t'vi.sior: r'ecuj vscl i'r,oii thr l.ilnli6i:r is l.rnit:d to
that govcrning compliaiie,, i,iilr over-..ll FPHii po"licj.cc :rncl stanciards; from the
st..rndpoil:t of '1,i":chnicali r-',;;;Donsi-i:lirty p,oi-rit.1_ons j-l thj s class opcri,.tc
indcpcnCentiy.

ILLIiSTnA'iI'v'll Ei'tAliPLES 0F DUTIES:

1. D<;rrelops and- pro:iotiis co:nriuniiy acti-vitir,s for projr:ct t::nant;i plans
and outlj-nr:s ncthods o1'airproi;ch lor l)i,., provision oi pr"ojtct son,:iccs, 3rrd
for dcterlilning thii n()od6 of i,c;nants for iit,ci--l itics, sitrvj-cos mriC progr;"ms.

2. CoorCirintcir s.jrviccs provrded o:l thc projcct si-Lc u',;,i-J-izing pro.loct
fnciiltil,s eincl J-ntr:gra'bcs tl,,rs,: servjcrji, i.Lrrd prograrlls ivj.tr thos,-.of othlr
co.rrmnlrity agcircies.

3. Responsiblo fcr aciii,irrrstrati,rc ccr:.ti'ol of ti:r: usr: of aii nrojGCt, sijr-
rriccs f.:cil-ities.:Lnci makcs r()conirondation {'or thc malntrnr:ncc,iLncl rcpair'of
projcct scrvices builciings, p1ay,1iro,:nds rrt:.d :,.1ui-i:n.:r'rt.

/n, I:{orks ,,lith '1,,,,niLnt group:; in s'l;ii,mi-rl .r.,.LlrTiii ten;lr:t cor.iiici-}s ai:C ,:ssocia-
Nir-,ns to cond,"ret activi ti,cs Llii;.t nii(;i il'j.: irar)clc oi' tii:, tc.rii,r:ts ir: tt,L, i'i,;icls
of rercr,)aticn, hcalth, urii;ei:rt,ir.,rr, chj,}d. car.c 1:rotcctioii, sanitatrorr, saf:ty-,
scif-hc1p a;.nct gr:nc;raf wt,lfi:.re; rissi,sts council.s l,incj assocj:Lti.-)ns irr pli,nn.irig
activj-tj:s lrnd lirograms iLccording to nrcd ir-rrd avi:ii:-r1:l-i; f'er:iJit,i;G r,lncj cquip-
mcnt; attcnus ri)gr-t'i i:tr r:m.t spociatl- nootj.yrgs i-itr: i:rrc,i661, tcnant ccunclls,
groups, committeese i,i.i,id asi-;oci;tions.
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Projocf Semices aaviserr"F., -

5. Contacts anci r:oi:fers will'r roprcse,ntat,irrcs ojl -rsricus municipal, cOunty
and state agenciesr- civie, religious arrd socia.i. groups, and v,rj-th r,:,presinta-tive:s of industry the press, cnci fcderai agencici, tc estr,ullsh working rel.:.-tiotrs, to stud;' prograrir resourc.Js a.nd to in',erpret objectives:rn6. airns ofproject services program.

6. Preparcs, bul1t,tins, noticcs, rrr:11?spop..r' articles iLni, bul]-ctin boards;organizes infornation to br: dispersecl to c.rich pro.jcct rr:qardlng meeting timcs,school opening dati-s, a.''railablc health sc:rvices, it".; rissurcs"that noticcsof a1l programs, ectivitics, anci facilitieG conc to thc attention of alltenants.

?, E\raluates obrslfs prograrns and services for adherence to FpHt poiicy,
standards atrd procedures anri in terms of thell a.clequacy in meeting tenant
needs.

. 9: Plans, superrrises and is responsj-ble for the activities of' tr,rosubordinate prcject services advisers iocaterl on constituer6 projects.

STATEMETVI 0I:' QiIALI-!lICATIQitS :

1. er. rrcil it,s

o - Thorouqh jlneuicogc cf ln,: r_.,r:jecl,ir,zr, and scol-,e o.f FpHli protlrp.mfor tire provi,';ion oi' adequerte 1:roject :;ervices facilitres on ircusing
pro.i ects; ti.oroui;h knowledgr; of e.or.rnri,rrit,;;' scr.,/ices and. resour.ces anrlof tjre organiza.tlori, crpcratior,, ai,ar l;,-.,:,p:r;-:ii, r;.:l' L;crn:iiuriity agenciesstid civi i: deparl,ncnts; iino,,rleciEr: qrf i.i1,:, lir(.rIj,,r. rilrproa_ch io ,ind
eva.l-uatior: oJ' cuLfurai anrl .raciai pat,,crirs ir, 

"or,,rnr.ii;- 1ivi,g; know-ledge of Lh;.. piofessional c.ppi-ic.rtir',r, o:f rnorlern rnethocls and tcchni-ques to tire fields-of' r:om;nunity orgarizal;ic-,rr prrblic hcaitil, adulteducatiorr, recreation arrd chilcj rreifare . '

_ l:bil-ity f,o provide guiclanee j,or sl;i;rruiating il-iLiatirre andleadership on thc-part of prcject tenairts, ilird. io cretqrmlre ani]satisfy their needs anci intr:rests; to coni.:r. r+ir:ii a.r,cl to maj-ntaincoopera'bive reiationships betvreen ,_txistin;- corrimuility ej_vic, i;relfe;lre,governrnr.rnta_1, and socii,.L. agencies anci ;.,r.oject bi,:ns.,.r;s; t,_, ipeaireffectively bcforrr formal ani infc,::rrie.l'gaikerings and in conferencesand intervievsl to i.riterpret iir:d apply f,pUA poficies and stan,C.iir,dsito exercise iniL.etj-r,,e r-,ird proI,essloni} juclglient anci to asslneresponsibilii,l. for tire work perfornanee of oth:r. teci-rnicians.

i.
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lh:pelienoe ir: tl:rr: teeirnical phasos or' planninp;, ol.geirizir1g, ancl;idminsterj-ng sociai service prograris, prri,€rl.abi;r in positiorrs rrl;i.chhave carrie'J aLdministratj-ve suprrvisory 
"e,spo.rsiu:_ril1, for, rargescale prograflTs o1-j a cojllntu.t:ri;.ji b,.Lsil;.
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Project Services Advisiir, P-3

Train:ing irhicii is the equivaler* of four years cf stuoy in a

college or university with ma"jor r.'orll in one or a combirti-rt,loii of the
following ficlds; Sociolo3y, SociaS- Service,'dninistral,io:r, Public
Helrl-th Administration, Econonics, Public Administrr,tion, Community
0rganization, F,ec::eatj-on, Adult Eductitionr Social Group lrork, Child
Psycholo,!,i;.,

(tiris sectiorr is.Jsta.biished as a guirie t,o:l-acernent aiid dccs ar-,t excfude fronr
consid.era.tion other fi,:lds of 'r,,ork or c,th..,r'Ioeans of training tvhich rtay have
provlded the applicant lvitir tlir; knorrilectgles, ski-l-ls, ;i,:id abj.iitir:s rr{-:ce ss&rf,
for ti:e satisfactory performance oi' th.: duti,:s cll tiic c1ass.)

f

o

o

., l,:l:

a



t.t r'

t *NI{A

FPHA
Rev. 9r15-4l.

Bulletin ltio. 21

eozo-

a

PRoJECT SERVTCES ADVISER, P*4

Although it is understood that positions at the P-l* leve1 exist on
some of the projects, no survey material was received which would justify
the vrriting of a class specification for that level in the Project Servicrs
Adviser series. Any material or position descriptions that ruould permit
the writing of a speqification for this class vrould be greatly appreciated.

In the meantime it is suggested that as a working guide the P-4 leve1
be reserved for consolidated projects in excess of 350A units which because
of the needs of the tenants, and the lack of avaj-lable facil,ities, requirr
a staff of professionaL Project Services Advisers either ln the CentraL
Project Offj-ce or on the constituent sites or both.
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FInE r'.ISHIEB, CPC-; L/

Und.er the imrnediate supervision of tile project employcc Tvho is respo:r-
slble for the operation of the i,r:'oject fire d.epartment, serves as a fire
fightern and. in this capacity performs tho following, and other,luties as
assigncd.!

1. Attend.s f ire ilr1Ils and" participates in training programs as r;ut-iined.
in established. tr'PiIA policies and" procei-l.uresr fhe training program uili ia-
clude practict, in:

a) The proper user c&I'o an<i oporation of a.IL fir..: f ig:hting
equipment on the project.

(t) fhe proper methoil of $ntoring. vcntilating and eva.cuating
build.ings on firu.

( c) lhe techniques of extiag3ris.i:ing f irts,

(a) fhe proper method" of t;,ring knots in ropes for lad.d.ers, etcr

(u) I'lrst aicl co.rrses, re6uscitatior:, appropriate carriesr ctc.

(f) flhe mosi Circ:ct rout$s to f ire :q7clra,rrts from givt.:n points.

2. Respond.s to f ire alarms anC assisrs in i'ighting fires as directecl by
the person responsiblu for project firil protcctioi:,

Havsical Re quirements

l;iust be in sound phyeical coriciition, ablo to r;r;rfclrm clutics of an arduous
nature and lvithstrend. frrtigu.er possess goc,J c.yesight rl,ncl hearing, rcmail sclf-
possessed. in situa,tior:s of d"ar:gcr or stress.

O ! [his descripti.on is not birsed on surve]- niateriai.
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I'IREIvIAN, CPC-3

EE}EiAI SIAmir/ilNl

j'ires lovr pressure eoal , oi} or gas fired steamr hot yrater or air duct
heat.ing plar:ts; and. perf orms other d.uties as assigned..

DISTI}iIGI]ISHING !'EATUFJS C TiIO CJASS:

"Responsibillty in this class is for rnaintaining proper pressules, tem-
peraiures, and" water levels in smalI heating or boiler plants lvith oconornica]
use of fuel; for mai.ntaining simple auxiliary equipment and the boiler room
in proper conclition; arrd f or assisting in minor repairs. 1[orlc is perf ormed
on an assigned. sirift and. is subiect to pericdic inspection by su-pervisor.

IL],USINTT IVE SXAJdPI;S OT nITm rn c.JV It!Ua

1' Fires individrral furnaces c:,r groups of furnaces furi:j.shing heat tc
Cormitor;r units or grorlps of d.lve11ings.

2. Tires hoi 
"vater 

hea,ters furnishing r:)of, r'iater io d.orrn.irory or obrrer
u:rits.

3. 0i1s arrd Jreeses auxii:aly puaps ai:ci other equiprnent located" in th',.
frirnace room a,nd checks for prol;er r:peration.

4. Regula,rl;,' ciear:s ihe furnace e qirl'll'rlteni a,nd. j'iiruace rooltr.

5. Oleans f j.ri: anri ,{jra[e bars anrj. draris ash*s.

6. iriai::tzrins liater levels an,l stean or fuel pressures for efficient use
of fr:el.

7. Iiia.lies nir,,::' riiircrgerrcy repairs and. refers najor repairs to supervisor.

8. l,Yhen operati-iilr a. mr.qtber of furnaces or boilers rn d"ifferent
build.ings, nia,kes regr-;]s1 tour of inspection to see that fj.res are prcperly
maintained ancl thar, thr: eouipmenr :-s functicning.

9) Checks fue] s,upp1 iss in c-.rd-er ro permit supervisor to maintain
ad.equate srlppli.:s for cperation.

Sqemum}r{ Cr g,JAl 1I I0AX iOlrs:

,L r E11g Ilqdgp_s_._skr1_Lq-n4_egr lllie_ s ;

Iinclvled.ge of eff icient f J.::irrg re thcds, ci' boiler roorn practioe,
ano of 1,he operaticrn and- mai-ritena,nce of a-r:LxiJ-iary equipment,
saf\'jiy Cevrces anci valves.

A'o ii.lt:,, t c per,f orrr ]!l-rior repaii: lvoflii_ ,;,i.-r heatilig sI../S 
_ucrrrsr

j
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3ilena.n, CPC-L(

2, Expeqience and trairti!g:

Some elperience j.n Nhe o.oeration of Lor', jrxt)lrSrJre boilers or

. 
warn air h":atilg systems.

Completion of oighth school grade or its equivalent.

3. Specia] qualif ications:

Possession of a valid f.irrimanrs 1:cense of thi, t;ypc sr-recif j:cil.
for the heatiag planl to be operaterfr
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IINEUAN, CPC-4

GXNE,RAJ., STATEIr,IE Ittr :

Suporvises a group of firemsn in a lcwer grad,e engaged in flr,ing low
pressure boilers; checks operation of equilment and acts as an assistant to
meshanics of higher grad.e in makir:g ropairs to i:eating equipment; ancl
performs other duties as asgigned.,

I)ISIINfr.IISIIING TE.A,IUB4S 0x' 4{ CI-AQgl

Besponsibility in this class is for overseein6 the work of fi.remen in
lower Srad.es and for maitrta,ining proper stanrlard,s of operation on an assigneti
shift. Imployees in this class make minor repairs to eouipoent anrl assistin making major repairs and alterations.

o

II],USI"RAIIY4 S-)(AgPrfi S 0r, lULrEg:

1r Assigns f iremen to specif ic strit'ts and cirecks on their attend.ance.

2. Inspects fire and ash pits.

6. lerioc1ica11y checks a group of furriaces or heating rooma for proper
opcration of gaut€s arrd. to see thert proper builci.ing temperit.,o" is belig -

ioaint a,inod..

4. Reports rieod.ed mi;jor repairs to sirpervisorl. enployees; makes minor
ropairs to furrurccs ag leed.ed.

5, Traias and instrucis new l'irerrei-r.

6. 0-i. Is, grea$cs' a::.L otherwise rnaintalns boiler roorn equi.pmo;rt.

7. -{,ets as f i,renan durii:i;! absence of rcg.llar sLift operatorsr

sT.A.[E],,II]II .0I' QUAI. I ICAI IUl\rS:

1". Knowlq_dggilr_g4i]1s _ar1d ab iI:t.b:!r5:

Thorough i';nowled.ge of rfi'icient f iri.ng merhccrs; r.rori,;ing }:nc,i-
led-ge of boiler rr.rcrrn practice and. of the cperation nnd nsa.intenance ofa..:xili,ary equipment, sat'ety d.eviccs anC .rrlves

Abi)-ity to supervise and plan the work of employees in lo.aergrad.es; to d.iagnose and. corroct minor boiler roorn-brr:ai:-flpy;11s sn6to assist in major repairs.

2. _ixperienoe oi,d. trairrir.g::7--_--

Severr,r,l yearst experi.cnc-e in theboiler room oquipment.i,o
I
I
i'

sl

&5lir* ,,, ;Jt

operatiori of boilers and_
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Fireman, CPC-4

Complotion of oighth school €fade of its eguivalcnt.

3. Special qu4lificationg:

Possossion of a valid firenants license of ths type speeified
for the ireating plant to be operated.
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6. jrt-'los Ir, ;.riictor wirh a s:iLl',t' f/ro'n' t-iitaclrinr,, iri 1'o.u Llit, r,tmcva.1 r.;f s;n,:v,
fron str,li;ts, an!1 r) ]iolne]' riroi.rcr' iiith ii si,it:waik siircijt)J1' ,r itlr:hln,.-r nt .f or
renoVing snC,''y f rotii ri iir:lyr:1i;s.

7, .Assii:lls cr'{-ri7s r.-l':t t1 irilcl,s iitt co}lcct'i,.,n of :"',,i.bu:lsa ir.nd;iir.ri)i!.1i.:r 1

GAi,DEt'Ei., cPC-4

(}E ].@RAj, STATEI\,IT NT:

Performs skilled work of jo,.rneyman difficulty in maintaining the lanns
anC plantings of a'h.ousing project in good cond.ition; and. performs other
cluties as assigned.

IrI;II]'GUISHIIiG SEATUTES 03 IIm CLASS:

ISre work of a position in ui:i.s class invoives 1,he respcusibir it;v for
perfoL:miitg sJrilled. work in accord.ance with stand"ard practices and i:roccdurers.
Supervision is usually rr:ceiveC from er.n employee in a higher srade lvho
tr:nsnits work orders, itispects .f inisherl work a,n,.l confei,s ()n illansj :[o1'
iargc ',;orlc pro jects, the incumbent be.i ng i::rlejrenrie ntly responsible jlo1'
te cl: ei cal pr oce dure s , me thod.s a.nrl re sr.r 1ts .

Positions exist ii: ttris class on13r 9lr lrcl.iect.s .,;hicli.tavrj, dxt,:)r:sive
plante(L a,reas on r,uhich trees, hedges, shrubbcry, and vtrrcs are planterj. and.
mainttrined, by the project. Usual1y, supervision is exercised ev,:)r' s6vo1..g,i
labcrers cr oiher assistants engaged. in ine r:rai::tenanie,-rf lawns and. i-rlantings,

IL]USTTiAIIYE JXAI,iPLIS CX' IUTIIS:

o .io.r*1,:,:':ifi.:d'i.i,o'i,x::l;;;,,:";";i:;iilt,;.l*.ffixil's,i'xffi,.lillln*'",,u
.t;1 i:ig so11.

Z, Det err.irres nerrcls I'or: a,i:rj. directs
and- rel:abilitatini of iii',vns.

bhe rese,,,1i1 :tl-i r ;1.ra,1irig, fe:'tllizing,

,3. Deterill].nes tii.; rie(jd for and irrstri,lLs dr:r.iris for the pulpose (.)f
d.raining; stand.ing w'tLer froru buiiding f ouncLations. iirspects d.ibches a:id
d.raina.gc r;ystenr and s'rritervises i.ep/r.ir.s ar:,:L qili,itt;n:rjic*.

4. Insl-racts tli-;es rr.ad. siirubbery for 1:reseil(:c r-,f :liseasc a;id iliscc.bs,
:l.rr-L deterri]i::es pl.oper ncthod of r;cntrr:1 ancl -ylro.,,r.ctton.

5. D:ifects e cr();a ci'l-;rbrirere gi..rii41 ,,lclvrCe i,itrtl, iristrr.rct,ionS,:lt tc., roOIq
a,iicl rnethods to bi, use d., end 1.rersonal1;' .p,ar iieiplrtes.: i:r tirr i;r,inrniar: or.r t irncl
cleari.ig: of uniiilrbush i'roin i.,'or;d1;.ncl ari;i.l,s; 1;;tc pr;";iin€; of vilus, a:,id :;iu,_r.bbery
iind trr;cs; the culriv;.:.rion of shrubiJer;v ;rnd shr.*b bci.s; tirc pI :rntilig ,:f trees,vi,rcs r-r.nd shrubs; ',tre plowi-ng, d-iscing ii.rid harrr,i.iirifl,.rl'victir1,.1a:,cli-:iri rlor
tt;riil.rLts; the cutting .-:.nct sta.crlli:,q otr h..ay ir: conlni;nl.ty ,;pl:;;.s; tht dra..r,i;i_nr and.
levr.1 ing of rr c:"crtt ic)n a,r..:ti.r.s.
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CPC-4

Performs minor repairs to ancl maintains grounds equipment; r:i1s,
cleans and services macirines.

_T

Eequisitions and. maintairrs adequate i-nventory of g;r'cunds sup1,]ies.

10. Keeps time records; airyroves ,leave card.s ano prepilres acci,j,cnt
reports; files and. keeps ccst record.s: submit:s periodic lns'pection rerorts.

"1.1. Becommends improveroents, a1 terations and. repairs tc the la,rvns and.
plantect a8eas.

STA[E},,IE1']T OT' IFlCAIIO}IS:

1
I' sl.cil1s ab il it ie s:

'r'lorkirig irnovrledrje of groundsi<eepirrg aiid horlic,:1 tura1 1)raciices
as applied. to thc lr.rlvns and plantillls ori the ;:i'ounds of a holrsing
project; work,ing LnoYiledge of tire plantii:g and. eare of the comiloner
varieties of trees, shrubs anci vines, a,nd- of cu1 tiva.ting, pruning
and sod.d.in;1 urethod.s; i'alrj.1iarity with i;rd"inary plant d.j"seasr::i , 1-;esLr;
ancl their controJ.

Srcill irr thr use of ground.s mainbenarlce tools and equipment. O
-dbility to maintain arrd. to maJre minor repairs to grourL&s

machinery and. equipmenl,; to plan, La":y out ano. supervise the v,:.orh
of assistarits :-rr lc'ser ..,ra,d.es; io keep simple record"s a,nd. make;
repor ts.

rio r 1d rlce traii 1

Consid.erable erperience in a supervisory capacit;r on tner
ground"s of a large estilte or instiii.:.tiorr. Comlrli.rtion of eightl:
schooL gracle or its equivalc,nt.

o
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JLi!'If 0L, C?C-z

o

GE l,mIAt ST*rfXi,rJ liT :

Perforrns such unskilled. heavy cleaning anrl l-aocr dr-rties as are :i€ces;r&i)
to maintain the office and commuirity buirdings and surrountling areas ef a
housing project, in a rioat and orderly cond.ition; arrd performs ot.her riuties
as assii,ned.

!.LlgJ.{gqL0-EUL-qsIA4tsEJ-0i--!.S-Q!AEs:

1irov1'; performed. in tiris class is routine a;rci unsliillerl with t,he i,rjs.;ro:..)-
sibillty for l';ee1;inrg the office and communit.l'builciings and. ground.s clean an6
orderly. .A. station is usually assigned and instructions as to metho,:s...l,nd
routine of cleaning explained. by an employee in a irigher grad.e.

Elil-Sl3A!.:I.yE* EJAIiEIS s E,I _!!_11 I!_9r

l-, Sweeps , d.,;rs ts , empties wr.s lepaper baske ts , Irengil sharper]or u ;),1r1_

a.sh trays; nops the f,Ioors irr r:ff ices, lobbies irnd. ha1 }s as ltecessa^l-;v..

2, iiaters and mows lalvris surround.inE ttrp off ice building; piclls up
paper and" trash frorr tho grounds; sweeps a,nd. sl:.ove]-s snow from sitLervalk:i.

3. Kcleps res L foons in of'f ic,.-: hui.t cti:1p,,s sL1)jtl itrrt with sOcl,lr t..,,.ro1.,r,
and laper.

4. ArranLres furiii.turc irr cosrnunii;y brr.i).ding f or riie,,:tings.

5. I,ioves f,urlitlire and supp]it)s r,Lr ,lirtlcttrq],,

eollo ets inaii a::d.

7. Re.';u1ritres thermos tat ccnEro1liir,i automrltic furnacc i-lt d.csi::,.lrj-teriperi:,ruru; or occasioira,liy f ircs a. iro'r wati:r he a.[ur ,;r furrjscc.

B. Checks l.ii:irt oulbs ' ropJ.;.tciii8 i;urni,;d oirt bulbs ivitlr. nevr oililsr

STAI UY I ic]f s:

1. Kno'rv1e skilrs a - ,.&i,1.:!r.!"qr

itTo spvciili rnoiv-tedqt:s, s1r_i1.l,s crr :lllii.r.t ics i].ri, r(jc_irired..

2, ]+pir-fg rrc,:_ _!+gil_!-1,,11-lIr.s. :

i;lo p,revior:s cxpcrie*ce or trii,iiiriig is nGccsss,Tyr

l,

o
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Ji.l'IIfC,P, CPC-3

GEiEffAI SfATE}ln Llrn.

Performs somi-skilled and unskilfeci 1a.bor in rnaintaining project off ices
an6 surround.ing areas in a neat and ordorly cond.it ion; and perf orms otherr
clirt i.es il.s Fr:isi6nerl.

D ISTi}{GUISiI1}TG SE.C,TUAES CT' Ti6 Ci,ASS:

I[o::k perf ormed in this clasr; cons is ts of rn:ern:a1 labor, wit]r tite respon-
sibi:l.ity for maintainin;: office buildings ilnri €jr:ound.s in a neat and orderly
cond-ition and. for pert'ol'miiig mincr rnaintenartce and repair work to furriiture,
plunrbing a,nd f ixtures. Instructions as to metiiods a.trd routine of clear,ni.ng
are ,iiveil io incr:rnbents upoil entrt.tnu:e to duty.

Sui]ervision $ay'lrv ex(:r'Cised over cne or rc.r-L,o t)mpl-oj/eL:s j.n lower grade
but is not necessarry f or :-illocat ion lo ti:ir: ciass.

IltUS[lA[M E)(A]VFi-E .l oii Du[lEs

1. Nierkes mintrr repairs to steps, Coors, lliiid-ows anti fur:iituro involvin5t
sorr]() rJSe of carpenter toolso

2. Unst,ops siru;s, d.rains ald water cl"usets using a plungler or r,'ire
snake.

3. irrlaintains &r;sired. degreo of heat in r.rroject offices tr;r firJ-ng a lov,r-
pressu.re boiler or obher heatirrg unit; ernd r'ires hc;i; water heater.

4. Slrreeps project off ices ilnd. dusts furriiture, empties wastepa.i.rez:
baskets, ;,,cncr1 sharpeners and. ash trays; ilops floors of build.irrg-s a.ri,j. ilal Is;
lvashes vvinciorvs, ceilirrgs, noid.ing;s and. eIe ct,.:ica.I f ixi-ares.

5. Kceps rest rooms iii office bui.Iclines sunplicd vrith soap, i;c,ve1s
a,ncl papor.

6r ltatcrs rlnd mows lawns sr-rrrou.ndii:g-: off i.cc br.ii lilio.,ts I

icc from wa,lks and drivcs,
f efiOVUS, :;iiOW anfl

7. Occasioru:,II;' r-,ins errlincis artC rle.Lirlers oessairels; ciriv.:s i-Li.,,rt tz'uck
or passe;lgr:llr c&f for picliiiti. up irtail or sutrplius.

8f 0ecasionalI./ sorts ina.i1 irltd iiistri-b'rtcs il t.o 1,\lila.nts.

9.' S.ernoveli screleo 'v'i ird()r!s ;.-r"i:irl doors aLiir-l l''Di-ririi
hansls iicrrlrlii d"ocrs a:-rd tii;rilows.

S Cre."r n 'r;il('ir(] rr.Ced.ed;

a

o

10. 0ccas io;ii.r.Il;i. rrra!;*s; rr.rutid.s of r:ft'rce b,-;"ildings. o

!
,
l
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Janitcr, CPC-3

sEAtxtEl,m ICATi

1. Knowled,ee, skill,s and.-abil j.ties:

Some familiarity with general mainterrance tools and. eciuipment.

Ability to foLlow oral ir:structions.

2. Exoerience and traininp

Some oxperience as a janitor, prefcrably in a pubiic buil-Cing
or institution.

3. Epe.slCl__Wa-l_rfice_ligqE":

Possession of a valid firemants
for the heating plant to be operatecl.

license of tne type spt:cif iecl

o
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r,a3otrR, cPC*z

GE]{ERAL STA[E,[XN[:

Performs heavy manual labor requiring iro slcill or experience; and
performs other duties as assigned..

DISI.I{GUISIIING IEAJ]UEES 0r' riIE CIASS:

Work performed irr t"ris class is routine, unskilled labor with no res-
ponsibility other than for following instructions. Specific work assi.gnments
are mad.e i:y an employee in a hi.gher grade who checks to see that wori< is
perf ormed. satlsfactor iIy,

IIIUSIPAtM XlGl,'iPIES 0f DUtlESl

1. I'laters lawns, park'luays, ancl other public areas; cuts and lays sod;
picks. up paper and trash from alleys, streets and playgroundsg rnows ancl rakes
lawns; d.igs and cleans dra.inage trenchos and gutters.

2, Loads and unload"s garbage on trucks; cfeans, vrash.es .rlio c'isrr:jccts
garbaoge stations and eontainerF.

3. li{oves ancl arranres fur r:i tr:.r'e i-in:r suJlp i-ies as d"irecl,ed..

4, $crapes and cleans walls in preparation fcr painting,

5. ioad.s and. irauls dirt, f i1ls lovr areas iand erod"ed gullies irr y;rrd.s,
1etels uneven areas, digs post ho.Ies f or clothe.q ]ines and. fences.

6. Excavates arounri clogged sewers in accordance with plumberts
instructions, baclcf ills when pl"urnrber has fii:ished..

'7. essrsts truc.E- d.rivers by load.ing and unlo:rd-iirg furniture, {reigirt,
]umber, coal, and build.ing supplieg,

B. Cleans vacateo units, v{ashes wal.],s, I'ioors a,rro windoy,,rs, cleans or:-t
stoves a,nd. furnaces.

9. Shovels snow and scrapes ice J'rom sldevyalk-s and road.s.

10. Carries lil and r'i-l.Ls tatk-s of oil burners in utllity tr'ai1ers.

Ilr 0ccasion::1 Iy d.elivers il:eSS&61€s and. ru-r:is erranCs.

gSlE$LNr.-Ag gUALU.li!{lr-QliE: .' . | :

aee. ?3- * -

o

I i j!g91r1edses, flki_l1s a-r.d eF i.::_!,lg,q:

O
Ability to .lerf orrn ircavy rnanual fabcr.

l. Sr11eJ_re.tt__cp__tulq_-lr e.1__Gl :rd:

No pt'e',ri.,;'L1s t: xpcf ience or t.rai rrirlE is necessaf y.

*:.
3r' . I
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GE ilSIAL S[AfEiffi i'i'I :

Performs labor work requiring some lrevior-ls experier:ee, d.:li'res au.to-
mobi.l.es , irucks, and. perf orms other Cuties as assignedr

ISIINGU]S}IING IEAIUEES 03

Ilcrk performed. in thris class consists of manual labor involvrrrg the use
of some tools, with little responsibillty other than i'ol follovring instru.c-
tions and the satisf,actory conrpletion of assigned. tasks. Specific work
assr-gnments are made btr, an ernployee in a nillher grade who gives clefinite
instructions as to the method.s of work anci tools to be used. arrcl chechs work
upon cornpletion, A1 though assignrnents are sr.,ecific, the supervision over
the employee is rrot necessarily constant.

Inc,:ncbents perform minor mairtenance ano ;'epai.r i;asks and operate light
motorized equipme4t suclr as power lawn mowers, scooters, and lig}:t ttruclcs
or tractcrs,

lii,USfXArIrF EXIAMPIE$ ;f DrnII!;

1r Detaches ano. :;tores screen doors a.nc1 wi:iriows replacirrg ne',1 s)creetrc
where needed; oils rusty locHs ariil tringes; xe;riaces scree n cloors a,ilai. wiitr-i(11'rs.

2, ?runes and cultiva.tcs plantings on projecr grounri.s; seed.s, sod.;,
weeds, waters arid";nov,'s iawns; sprays trees and. shr"rrbs with insecticid.es.

3. lhavls cut frozen pipes; rielps plurrber by ,lassing tools and d.cingr .tieavy
},:bor wcrll such as digglni; rJ.p i)ipes; unsNops pl,.mbir:g by uso of a pluri:-:er
or rvire sila-r:e.

4, i{eips a earpeuter b;i, passin,,3 tools, lilinii lr:lirber, briiid.it:rg airC
ncving seaffold.s, and putting away t,cois a,f tei' the carponter is f ind-she;d..

5' iriakes llirt fills on si:rrlcen ialrns; terraees grr:urrd ror soil erost-cr1
eontrol"; d.igs d"itches t'o f'aciLitzrte clr'ainage'; occasioirally drives a iig.rt
tr;;.c]< hau-ling d.irt, sod., ol' trasii,

6. Dogs mincrr rei:aii'lvorii such as fi"xing up brokern f,:ncer:, step-<, ant
broken boa,rd.s in ticoclen sid.ewali:s, picirs up pirper, tr.ash an4 rub;is.t i:'om
Ial'',i:s , playgrcund s , a,nd. pub l j.c areas.

'7, Sprays furniture anct- i.nterior of vgrca,ted. housing units rrit,:.
insocticid.es anri germicid.esl funieates housing units.

8. -{111s oil ta;:,rs, cloq.ns oil burrrers :ririci: i::.,ve become cio:,.,'ser-l:
cleairs, oil s anc. otherlvise services niotorized_ etT-ripmerrt.

o

o

o
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9. Ir{ixes mortar and. assists plasterer passing the necessary tools and.
equipmento Cleans up after the worlc has been completeci,

I0. Cleans dry sludge from fiiter be<ls in a sewage treatinent p}:rnt, helps
lay new storn sewers; rloes minor carpenter work coniiected. wlth the buildiitg
of new filLer bed.s.

11. Occasionally f irt:s a low pressure boiler, irot l,vater heater, or
furnace,

sta,irfi|Gtlf 08 C,UAL II'IOATIONS

l. Snowlgdggg,--_SE_f l-Lq_&!4 _i,r.b"ili ! ies:

X'arniliarity vrittr tlie practlces, mothod.s, and matcrials of some
phasc of maintenance; r'amiliarity liith the tools and the equi.pment
of oue or rflor$ s;r.fts; s,omo };nolleclge of the plaatir:g ancl care of
fl olver s , tree s and- shrub s.

Ability to perform hea,vy rnarmal lcr,bor and to follow oral
instruct io ns,

o 2. Sx"oeLi-onc.g._qeq__!ggilil4g:

Some exporlonce ;ls a laborer, yrreferatrly in the construction
f ieIC, and some experience in grou:rdslceeoin6 or gard.ening work;

3, Speclal QuqI il_icat-lp.rLs!

Posserssion of v;r,lid liceuscs for tile equipment to be operated.,

l,!r
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l,/i.A-ID, CFC-;:

GE}EITAI SIUTTEIVIE}trI :

Pe:"forms sucb light c"Loaniitg :rnd housei<eeping duties as are ilecess&ry
to i:ia.intain the build.ings on a housing pro"iect in a neat and sanita.ry condi'-
tion; and performs other duties as assigned.

I I}IGUISHING tr'EAIUIJS OX' Tl{E CL},SS I

llork perf ormed. in thj.s ciass is roubine, ulskilled labor, with ne
responsibility attached. other than for thoroughness in cleaning. Specifie
work assigrrments ere usually mad.e daily by an employee in a higher ;.ira,,-le whc
cheeks to see that the work has been rrerformed sai,j.sfae+,ori1y.

Su-eh positions are usually f our,ct on d.orrni'uor';/ -. o:' ltittrr tyrres ,rf'
projects operated. on a hotel basis.

ILILSffiATM E)CAilIPLES 0f' DUfISSl

1. Makes bed.s and changes linen; shakes and brushes blar:l,e csl eriiot,ie :
waste ba.skets and. ash trays; dusts furniture.

2, Si.,'eeps, mops, and waxes floors in hal 1s, lounges, officesr rlweiling
units, and" corrnunity build-ings; vrrashos r:irpors anC wi.nclowsl scrubs a,nrl
o.isinfects lavatories and. utility build.ings.

3, Suppli.es lavatories with soap and boile; irapel'.

4. Separates , checlrs , and prep€ires soi.Lect i irien to be sent to bire
iaundry; counts and distributes cfean lilren.

5. ?repares housing units f or occupancy b.y cleaning floors, lra),is,
stoves, lavatory f ixtures, venetiar: blind.s, v,rindolvs t eabinets, refrigciatl::s,
eleetrie light fixrures.

STATEIIEI{T 0I qu}lIFI-9A!IONQr

1 a Ie S r"i^afD abilities:

Nc sor:cral i:riorr',r-l-ed.6es, s,::i i,-l"s cr abi iities &re requ-ireci",

2. j-r.purI-lq ncg._ Atq _!.-12'-:.1]r3ig:

irlo p:'evicus cxlrerience or trati.tii-ng is nec?ssary.

.i
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GENtrRAl SIA@IIE]III:

Supervises and inspects tho work of a group of ernployees in lower gra<ies
ergaged. in such cleaning a,nd housekeeping duties as are necesseJ'y to naintain
the build,ings on a housing projedt in a neat and sanitary conditlonl ar,r:d.

performs obher duties as assigned..

DLSIIl'i-GUISilIiiG f-E!,rUmS 0r H{E CIUSS!

Ihe irrcr:mbent of a positiol in this class acts as supervisor of :i gror.lr-r

of employees i.n lower grad.e, inspeoti,]g rooms to see that they are oriier'I.r
and. neat when work is compieted. Strpervision rnay be received. from a
I{ousekeeper who assigns speci.fic stations and makes occasional tours cf
iirspe gtio n,

Arr emplo;.ee in tiris class rnayr rrnd€r tile supervision of the Housing
X{anager or an Assistir.nt illaruger, serve as the ni:ad ot' a hcusekeeping rr.nit
assigning and d.irecting tho worl< of a smiill .grou1:.of c,mployees in a lower
gfade where the resporisibilltrl'. t'or recorC-kecpi.ng ilncl maintaining supplies
is.incid.ental due to the fow employees supervisod anrl the 'smrll aeount of
Iin,:r:s and. su1:pl ies rlr:cesssJ'y.

Ilius[BATIVE E]Gr,;PriS',Jr lUIIEQi

I. Checks thc. a,ttorid.,'-:,ncc of employees assip:nod to specif ic stations;
inspsets fj-nished, roorns to see tiult they harie becn thoroughly cleanecl.

2. Keeps corlrtt of , ernd. d,islributcs . to employees in lol,rer grarles r:l.eatr
liaen to be used. in mar{rnE beds; reports to Eousek(iepor any d.amagos to
mattresses, pi11ows, to,rio1s, 1inen,, or rooxn fr-rrnisirings.

3, Ctrecks aI 1 rootrrs to seu c,hat doors and locks arc in good" conCition
ancl. tha-t irc light bulbs are burned. out; reports any ncedcd repairs to ttre
I{ousekeoper.

4. lnspe cf,s all lcrlnge s, haIls, lavl.tcrics, shovter rooms, ancL I iru;n
elosets for cLoarrlinuss and ord,<rr.

5. Iiolps with thc gleaniii;,1 lvhon an l;mplo;;te is abscnt.

'3. 'Llor}<S viith ilerrl-;.- rrppoint;cl i;ripl orr, l,)s for training purposes,

7. trThen working unoer the supcrrrrsioit of th'- i{ousing i,{:,rnergcr cr an
Assistant idanagrlr! iiot;ps attr:nd.irircc rt:cords of .:mplgye!-rs in lol'ier g3ad.es,
requisitions minor clea,nirrg suppli')s such as so&Fr scouring powd_or, a,nd
d-isinfecta.ntgl arr<i .lt':r:ps ,r runninA inventor;., r:f CleaninA suppli..r; .nrj l.ine1s.
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SW.rJ-QiQr
1. Knowledges, s]<ills and ab i1 iu ies:

Knowlcd.g-,s of c1ea.rriri61 mt:t.hods, l:atc.rials and equipment.

Abillty to assign and. supcrvise work of asslstanr; to koerp
simple record.s; tcr read" an<i write.

61 !x.ocr ie nco and trainine:

Sornc cleerning oxperivnce i:,nd couiplction of crighlh sei:.ooj grelder

o

,.,..rI
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EousEntsElEB, oEC-+

GEitlE4AL $[=qIEMI NT :

lirects all housekeepirig and cleaning activit'es necessary to maintain
the bnildings on a iroasing project in a naat ancl sanj.tary condition; aad.

perfo::rns other duties as assigned..

' DIST I}TOUISHI NG T'TAIURES 0r [}iE CL.ASS:

An incurnbent of a positicirr in biiis class has the full respor:s!bi1it;r
for ail cleani,:rg vrork on a, moderately large i)roiect, includ-inti the planrring,

assigling, anri directin;, of the work of a gror:.p of i'rc.rusecleaning emplo;'ees

in lorver-grad.e (rani;ing between 10-25); maintaininp.l adequate sui:p1ies, at:d

keeping employee ru 461c.:ndance reccrds* 0eneral aclministrative supervision
is recr.ived. vrith regard, to the hours o,f work, types anci frequency of house-
keei;irrp.^ rei)orts, neirrod of requisitioning supplies, anrl the extent of thc

""=porrrribiliby 
of tLre housing project ior keeping occupantsl qua:'ters cl-ean;

but thc employee is responsible for a}l rletails connected. v',ith organizing and

planr:in6l the work of the uilj.t..

IL!,USIIATi'fi X+SYiPGS 0I DUIIji:

1. Checks
s che Cr-u.lr: s .

the at,tend.ance of a',1lrou1r of naid.s and' makes out vrclrk

,), *)
by }d,aiti.sl

Bequisitions cl-ea:ting sutrplies rr.nil keeps pecord.s of supplies r^sed

,J. llclos conferencas with ],{aids to d,iscuss irrooloms and. stflrmrlate
intcrt., st rii iiork.

4. Iviaintains a, perpetual i.nventory of littens, chccks aitd couuts in-
eomi::4; and outgoilgt lauricirl", reportin6 short&.iie s an6- surpluse s.

I. Interviews app] icar:Lts i'or inaid. posrtions artrJ. trains nei; a,ppolnteen;
approved leave card.s; ki;cps rirne lec'.lrtis of urlirlollees! ,

6. Cc-ni'et's -l;ith -",:.ltervi.sr,rr':::l irtegu,-laritics a.nd s:;pervisory problcms.

STAttrbEl\lrI CIr Ciir-ArIF I C{!I0i'lS:

1. [,novi'Ie d.se s . si; ills a.ntl" abiLi fi'csl

Thor ougli lcnolv] c- Cge of c I - arri ri*. rirt; t hc d.s: ' l'li:i. ier ial s and
e rru. ipme rit.

Ah i L r.ty t,L, ,o.li"ll a.ltd- saLi-tcft.'i:i'l the "'oi'f of a'ss is t:l'nts I

to lc,:oT. sim1,-r;-,, rc cot'dsr

2. E4oer igr-ic-e- -eld--!r;11. a]!g :

Some c1+rai]lng experieiree j--1 a su-LJerJisory capa'ci;it;;i ancl

comple.trie1 r:f *ightii school grad'e.

Pase ?9 - - P.ey.-fol? 4- - - o

-:', ...; - t. J,:\i,i:{,,, 
"
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o L{AINrENANCE AIDE, CPC-|

GENERAI, Sf,Af EI,{EI{T :

Pe.fforms- genera.l mainteJiance work of less than journeyrnan, riifficultv
in the repair and upkeep of buildingq and equirment on a housin3: proje.ct;
ancl nerforms or,her duties as assigned.

DISTINGUISHII{G URES OF THE CLASS

Incumbents of positions in tiris cl-ass usually but nol, necessarily lio::I:
underbhe direct supervision of a journel.man in ti-ie trade.s arul assjst l:in
by peri'orming the less difficult, semiskilled ancl rr]-rsliiiled prii-nting, plumb-
ingr carpentry, tirasonry, eleetrical arid. otl:er tasks required in the repalr
and maintenance of prcject properdc,y and eer-dpment. Specific yrork instructj-ons
are received and i'inished work is inspeeted for confot'mance r,,'ith stanciard
trade practices and procedures.

Employees in tiris group have usually acquired. some ski1l in the use of
ei variet;, of tools and sorne knowlerlge of'the st:,Lndards and practices.of one
or nore crafts. ,

ILLUSTI1ATIVE EXaIiFtTS OI. D UT -iI,S:

1. Cleans, scr&pes ano sarrdpapers suriaces l.n preiiar,r.tion fcrr painting;
mixes paints in accordance with specific ritstructions and prep.rres putty for
useS under supervision paints, stains, enamels cr ..rarnishes interi.or and.
exierior surfacesl cleat:s anl pr'eserves brushes for frrture use; assists
journeyman pai-nters in arrr-rn61inE, building ancl n,orr:.n3 scaffoLls.

2. Cutsr f its '-r.nc joins }umber in accorciance qj-tii instructionsl repai-rs
locks, ratches, hi::ges, ancl other hardviare irnd mili suppiies; mends.:l.nd
replaees screens; repairs moldlng, caulks around frarnes i:,"ltC flashings and
other crevices, and fills in plastr:r grra.cksl levels and repiaces 1:oards in
sidewalks; repairs porches, rails, steps, lattice v,iork-, and otlier rl.iooclen parbs
of buildrngs; construsbs utility shelves and cupboard.s, a.ncl makes simple
repairs to furnlture and playgmund ecluipment; repl.aces siij.nql,::s or r.-:p,:r-i-rs
roofs with asphalt cenent,

3, Replaces electric bulbs and burnert out f',rses; repairs e::tension cords;
assists iri the insti*llation of erlectrical',,ririr:g by prrlling vuire through
conduits iind conlectingl srrall- wire leadsl tcsts for mechariical drfects.
supplies tools ani matcrieil_s to mllirlten.,rice mechani-c.

/r. linstops drains, se'irer lines ancl ,.,iater i'ountains usj :ii, rods ainct
plungers; repairs leaky faucetsl assists in marking pipe lengghs and measurj-ng
dimensions, iind in a-ssembling and instar-linrl pipe ind tr.rbinrrj ass.ists in
installing gas, v,,ater ancj stinj-tnr"v fi;<trir€s frrcl tertjirti for ie;iks.

O
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STATFJ{r]}J'I 0F QUALiT'ICATJOi[S

1

5. Assists Maihtenance ft,{echanic in repairing cars, trucks, p6,rer lar,l,'r:,
mowers, tractors and farming equipmentl washes and pollshes pasienger cars
and trucksi ]ubricates snd changes oil in cars, trucks a.nd oiher automotive
equlpmentl demou.nt-o:tnd repairs flat tires; fi1ls gasoline tanks e,ncl checksoiL iri automotive. equipment; assists illaintenance i..[echanic iri preparili{ carsfor painting b.; steam cleaninp; or porver anC hanri sandin6rr:,rnc brush pii-nts
rough parts; oecasionaJ-ly cuerates piiss.-rn,{er carsr }igh[ trueks cr _l_i,:ht
t rer ct ors .

6, l-or a minor porbion of the time, performs such gencral majntenance
tasks as cleaning tanks and oil bu::ners; replaeing tile and cement blocksln flocrs ancl siriewalks; filiing in washouts an<i iev;Iing roads; crrnstructing
wooden ferrns for cement blocks, rnowinfi La,,mrs; flring'coiiers and water heateis,

NHA
F'PHA /

-g7tr*r4- - -o

o

a @-ep3-etili!i_q_€.:
Fiinilierity r',ith standard rneti:ods, tocls and practices of

c;r'ro or raore trildss .:rll required.

Sorne sl;iil rn l-,he us,; of thr, i,cc1s, inachines and rreteriils
requi:red in one or nore trades.

Krroul,eclgr,: of' th.: corrgtmttior: and oP{,-r,.tion of equipmcnt .

and instalirJions ;r;; ree.uired,

E;:periencg :,rlii Tri,rinina:

some e;xperience in rne !.,r: rrioru of the followlng: painti_ng,
plumblng, ea.rpentry, electricei, heating, necir.-,lilcoi, *osorrry iigenera] b:iild:-ng mainter,.rrr:ce trades.

,

a
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MA] I\]TE}IANCE MECIII,NTC, CPC.5

GE}IERAL STATEIIIEI\M

Performs general maj.ntenance work requrrin6; journeyman skill- in the
repai-r and upJ<eep of buii,iings and equipment on a housing project; 1nc1 per-
forms other duties as assigned.

D I ST I l*Tctj ISH-L- liC F.itAi' LIiES OIi TI1B CLASS:

This is the f'ul-l pe::forrnance level 1'or .gen.:rliL naintenaririe nork on a
housing projecb. Incumbents oi'positione in tite ciass peri"or,n,luti;:s at. uhe
journelman leve1 oi'one or more cr;:fts in tire repl ir elnr maint,3n;ince of'
buildings atici equipmeut on a project. Eniployees ongag. in ntlirtenance, mi-nor
cons-tructj-oti or repai-r rrrork in a craft or crafts neeessarlr to the proper ca,re
of structures and thu opcratj-on of eluctrical, v,'atcr, sonug. risposal, he,:Lting
and other equipment existi-ng on the project. Therc i s r:su:rll), no sclection
of assignments to employees in this cIass, incumbonts bcing exriectecj to p,:r-
form skillec maintonance ',rork;:t, the journeJrman 1cvel in ei, sn,;bifjc trar.le or
triides, and to cietermini the rr:pir.irs ind arijustrni:nts requirei, 'r,he nriLt,rrialls
cr e uipmcnt necessarJ.r, a,nci m,;thocls to 'bc uscd..to complete thc a1t.,r.i,,tions,
r,:pair and maintcnance in a uorkmaniike and pres'-:ntable mann-)r.

Therc is conni,cli:,r'itJ-)1u t'i;sponi:ibilit;' in bhis cl-i.ss whcrc sueh repu.irs
anc erdjustm,.:nts rcottire.* fiirniliarity with,-,quipment and a knol,tedgr, of tireprinciples involvr,d irr it;s oplrt11,ion.

Super'rision is ueuarlly recciu-ed from a I'Ja:-nti)nrlnce Supcrintend.ent ...,*It;;.u,,
tht'i'.r'ojcct-is j.n e-rei;s" or'loc unii;s. 0n,, s:i.,.i1 .rr-oject n,";rr:n.;""4 ";;;',"suuh positi-oris .-rrc usueily re,sponsible i'cr tlii:' perfior.mince of a rrirfsl,y .1
naintenance tasks anC for the supcrvision of ir.n./ rijccsslrr,J/ semi-skiilcC. or
unskilled assisteats.

USTRAT E,5 OI

l-. Paints, varriish's, r'lf inishcs, eiti.inr,Jls and reclccorat,,:s tho c:<t,;rior
and inte::ior of housing units b;r. brusii or spray qun; rerro\rils sta-ins i:.nci
loose paint from suri'aces, mixrvs casein ancl oj-i painbs; applics sizin3 coats,
sa1ds, buffs and scals floors; instructs ti,narrts in paintin.q n,,thor]s, mixes
and distributes palnts to ti;na.rits3 occasionalJ-y 1c.11,:r" or it,-,ncj.ls desk
s_igns eirui numbers_ on tr;.riI;rs, housos eind garbagc or rubi-,ish contaj.ners;
cleans anri kceps i:rushcs anci tools i-rl proper r;orlring conditions i1nrl 6luarclsagainst spontancous combusticu lr: the p:iint shop by carr:fui storing of perint
and mat,:rials.

O

2, Repairs plyv'rooc floorsl r:rIiairs, rcplaccs, j nstaj-ls ,,;rnctows und loors;huilds scaffolds; repLirs woodon *aiics; ..p"irr or rcfini.shcs cabih.;ts1 tairlcs,
desksr- etc., buiids ',nlooden tablcs, bulletln boarcls, vasti: basi,;cts, shei..'.:s ,and rther furnitur'-; and ',:roodcn equj-pm,;nt1 rcpairs l-.uci:lcd tilr fioors; r.pir"""
damaged screening; rc1:airs brokcn lcck-s nna iatehes; changcs lotks ,ra arlrti-
cates keys; adjusts :ind maj.ntains duplicir.tinE ircl, machine-anrl ot,h,,,r locksnitho

',, ....1,.h
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Mai.ntenance ltlechanic, CPC-6

tools; makes cement forms,
buildings.

builds minor addltions, and ilterations to existi.ng

3. fr.epa.lrs a.nr-l maintains eloctrieal oquipmcnt inci-uding i-nl,:ricrr anrt
e>d,,:rior llghtrn1i anc, distributi.c,n f .inesl ovi:,rhauls, reD.rirs l.,ir:r1 ar-_ijusts
electric motors; repa-irs ancl ci-eans ::rfriglcrator ,:nits; repairs anc.l acljusts
temperature controLs; repai-rs reJay i:oxcs; repairs hot plate;s anci electric
stoves; replaces dcJ'ectivs cl-ements; instalis nelu circuitsl rrakes perio6ic
inspections of arIl electricirl lrrirrls fcr overl-oari:,1:g, deiective rviring ancl for
other,:1.:ctrieal hazarris.

4, Instalis repeiirs and maintains plumbirrg :.rid heating equipment; repnirs
leaks in watr:r, gas, and seyr(rr l.lnes; cle;:ns burners of hot wl.ter hcaters.-
checks and rcpairs heatr:rs, checks thermostats to illsur. accurac.,r or arlto-
matic optirertions, cleans iinit repairs prsssut'c :'egulators 'bo insurr: rrainten-
ance ojl corrcct prcssuru in i,vritr:r mairrs.

5. Perr'orns natsonqf ,'iork ;,;uch as builcllit,.: c!:rnDnt sj-dcr,lill-lcs end floors,
buildlng rinct pointing up hri err ''n-' stone .ra11s l.ni. b,lrriiccs, orccting, chirnn:;fs,
ancl mixing iir:ci ii1lpl;-ing iriaster,

6. liaint.,rins nrtci r,riri,Lirs a-utoinoti..ro equipntnt; ovttrhinil;i irrten:al Ocombustion motors; prirrfofrrs hotlL mnjot' iind -rrrincrt' acotylirnr.. rve}]ing iirorhr..
ranginil llrcm brazirri; lroy rings to uicldinii ci,rr fr€rtiinsi occ;.sir:,nii11y is caril-url
upon to perfornn umcr{{cnc)r rot<l repairs; to mLt,onrot:-ve cquipmcnt.

J. Kueps i'ccord.s of nt: trntt'rrellce costs b.',' r'-ccr:.J 1r,: binc :Lril rnat ;ri.rl,s
r.rscdr rrallital.ns inv+ntory of sulrplies on l:anc, and reclursl'fron;r adrlitional
suppJ-ics and materials as nr.:ed.eii.

8. ';'',.rhcre uorkload rcqulri,.s acicritional assistance, sujl.irvises a sinall
number of semi-skillud :r:::d unsklll"sd i:elpi.:rs by :rs:rigning {rrtir,rsr supervising
employees duri-ng pt,rformancr), atrd cirickinfi on compl.:t.;c1 ivork ,,""ign*,rnts for
cpmpliancc witi: 1nstr,;ctiorrl:.

9. For a minor poriiori o;l ihc tinc rnri iis ar-i inciclcr.tal dut..r, p,:rf'orms
$uch tasks :s clcaniug officos, stcrcroons, worlcsiropsl ti-.nd,s f'urnrices anrl
hot watcr or srni;.Il sti:an hr:.itinCI; pl-lnt-qi cii:cning viortccl housjnil units for
reoccupancy; lvater:ing, dr::.ining, s,,,,ccllngrtrirnri,ing ij.nd movJinp; f-iri".'ns, gradl-ng
and putchi"ng strr,:i.:ts, ivaJ-}ts, iilloys, anri teridinil such public lreiLi is play-
grounds and pi,rl:ing lots.

STATE,.i} I:NT OI OUALIFI OAT IOfis:

1. I(nr:ir,l s1,-il1 '[ii:s:

Ilorking krioviilcd[{r: oi''fhr; piiysicill l.rycut of't,ir,: i:rojcct or site, Oand tirc nljor crrtoffc to its ra",'ier, ,.1ir,s, u1.:ctrica1 arnd icw,,r.trgo
syst cils.
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,lO Maintenance Mechanic, Cp0-6

ski1l in the diagnosis of mechani-ca1 breakdowns occuring tohousehold, utility, and automotive appriances and tt * "uir.i6 ,o
make repairs witir a minimum o-f deIay.

Abiiity to use the tools common to either the carpen|ry, plumbing,
painting, electrical, masonry, autor"notive and general hullding main-
tenarrce t:':rc"e,s ri'ith journeyman skiiil to rnake mj_nor and major repalrs
and a_1terar"j_or.i& i"r, a workrnanli.ke sn6i presentai;le mantler; to manage
labor anc ma.terirrl-o effectively; to kecp recorcls a:rd prep:rre simple
report s ,

2, E:tperience anc, -i i g-Lll].EA3

Seve::'al ]re.1l:s experierree in the general mai.ntenance, construction,
alteration, itnci ::crrr,ir of tiwelllngs, :rppliuuces and automotive equip-
ment; l,he rnair,teilarice rmd repliir, ot' uti.lities; arid tire uplieep of
grounds 

"

Graduation from iire eighth scirool gracie or its equivalent.
:
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[,IA II'II ENANCE SUPERII{1..8]\1DEIXI

Allocatlon Schedule (Basi. e)

Dwelins UryLtS .Ci a.:s-iii q aliq-u-Qrqd e-P-

CPC-?
UrU-C
CPC-9
CPC-I0

p-?
P-/+t 5x

x P-5 only in the nost unusual
q.3ses

I01
201
LOt
801

1601
3501

- 200
- /*00

- 800
- 1600
- 3500
and over

t
!
!,.

I

I

GEI,IEML STATEI{E1IjT :

Plans, supervises or personalllr partj,cipates in ihe maintenance, op€r&+
tion and repa.ir of project strucl;ures, grouncis,"nd equipment; encl iterfoi'ms
ether dutles as assigned. . o

Ii'IG NG FEATUN,BS OIiI Ti{E CLASS

Positions in tiiis suries d.re r(:rsponsibl .. ior irlanninil , iirectin;; anci
supervis:inr1 at1 regpl;Lr riainten:ince, altoraEion ;rrtil minor conslruction
programs on a hcusinil project lr'here such actr.,'i'i.ies re-quire the senrices of
ski11ed, semi-skii I r:d, or unski"LL.ed assistanis. Iiirintr:natice Superintendents
are usually not i'ound oir. projects of less i,iiirit.l-(J'.] uriits.

Posiiions in tlri;: serjes provicle tlie Housin; l:ir'riii-:e i' rrith techn:caI
advice and assista.nce :]ricl, i.r"r'e responsibte for scheduli::g a"ll :iliini?rance
r.vork.

Responsicility al;;c attaches J.n tiiis se::ies ir:: ,lc;pinq adequate -*bocks
of sucir supplies anr eqr:i6rlnent ::s ere rlecess::,ry far ii:e ci;nl,inuous opereition
of the maintenarrc€ prograi:: anci. floy'th': keepl.n;,1 of cosi i:nr-] 'i,iue reccrcls of all
work done.

Occasional 1.;. 6,,,r1u.vees irr i;1,is series nerf'or'lx iep.'rir'rrroj'.i: of irroro tilan
ord inar"1' d-Lf f i cr-rt'c;r.

0
Tfain ng oi i,he;,;tafi' j.n more r.,fficier-rt irnL1 i:rccnrr:;;ica.i rileLhoils is iil so a

r.:spc,nsibj.lrL:,' of' posi-t,rons in i,hir,; series.

Tlie b.rsir ,1r'aries for il,Iain'f iln€irlLre Supre1l1yio111i.,,:nt are larilely rletermined by
the nr:nber of units in tlir: r-r-eL'elopmcni-. iiouevt:r, an e.cditional gr;ide may i.re

allovued lvhere bhe pr"o;ecb is coriiposed of r,. varittl, o': c1,.',e11irrg Nypes, e.$.,
famil-y r1v;e11ings iind traililv1:, dornit,ories ,rrrcl 'Lraiterrj, or' ,,:herer cornplete
cenLralized responsibility cxists i'or tht,, opcrration, repa:lr ;.nd mnintenance of
utilities'systens, hoaLirr;,; plrints, electric generat;ors, .,r.nd otchor equipment

o
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Maint enance Superintendent

whore efficient and eoonomical operation requires more skilLccl assistants,
presents gteatet problems irr administration and demands a highm degroe oi
technieal training and experience.

l{ork is-.p':rformed uncier general supe.rrrision of a ::.rl1o:-:..L jiouri.ir.,ii l;:1-;na[ier
ot .iIOusi;rii l,l:tnager.

ILLUSTR/ITIvE EXAIIIPLE$ 04 DI{rEg:

1. Plans anci supervises all maj-ntenance and repair progra:ns for the
upkcep of'dwelii-rigs, community buildinr::sr ..;Quipment; upkeop of roads, plant-
ings and grounds existing on ther project; assigns individual workmen-ri
crews of icorkmen to specific tasks; checks work during progressj revievrs
eompleted assignini'nts for conformance vrith efflcient [ride-prociices.

2. Interviews, recorninends i,Lnci trains mirintenance personnel; keBps
records and apprqves ernplo)rcest leave.

). P1a.ns an., suporvi.;,;r,r;i th,.: oF,craticn, ir,,.intenirnce and :.epair of cuntrr-u]-
heai,ingr sc'iiase trc:i.tmtt:t or wirtcr: 1:r-trnpin61 cl;ints.

l* Ccnf':r's arnti co-il-a-i:orat.: s ,vii;h the hous-i:ti nani,iior iri pl-e,nning ancl
cletermining maintenailce poJ lcies r.cl.ated Lo ijenr:ra-L upke ep incj-u<lin.t teriant
mairrti,nernce of the proj,;ct, recornm-onds, dr':iws i.nd pr-pares ocsir;ns and
speciiic:.tiorrs foi: inirj<;r and nj"nor ri:paj"r nL"ogra:ns tr, buj,rchni;s inci g::ouncls.

5, Diagnoses the carrse of mcchi;nica.} brli,kdowns to elcetri-cai, mccharri-
ca1 ano plumblng systcms a.nr1 occa"sio:ialiy nakes th; :lore difficult repairsto such systcms.

5" Directs thr project sai'ety or protection progr&m i:y p1ann.1ng and
organlzing the guarrd or ri,i:itchman service and. superir.=ing its lptrration, and
in executing the sa.f'et;, progratir.

7. Prepaires r.:guia.r' illtci spi:)cia-l- rr:ports on thc ocl"ivii,j-es of the
rraintena:ice section i',.nr-.i. prai-).:1r,e$ rlel,,:iilcci ij:) Linal,es of proposccl expcnditures
for budgetary purllos js.

8. Encourages and i.nstructs tcnants in tena::t ma'int:;nancc prlgrans.

STrLI!f,,l[NI 0F QUALIFICATI0T[]l

'1 Knowled Ls " skiIls aiilt i:ilities:

I{HA

o

i'ino'vledge of tir:, tools, e,llriFmJnt and standi;.rdg r-,mp1oyed
one ot inore or the foll-owing: carpeatzyl prumbingr, r:lectricar"
necoury and paintingr road naintenance, drainage, inil planting

]n
,
Sr
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Ir{aint e nanc6 Superintendent

As required, knowledge of the operation, maintenance and repair
of centr.d heating, sewage disposi:l and water pumping equipment
existing on the project ancl of the safety practices anrl devices
related to each; thorough knowledge of building construction and
maintenance and ability to plan, layout and supervise tire vrorl< cf
others and to train maintenance and operating personnel; tirorough
]<nowledge of the physical lalrout of the housing uroject anci of all
cut-offs to i-ts lvater, gas, electrical or sewage systems; abi-lity
to dlagnose major and minor breahdoyrns to J:r"ojecb equipment :rnd
household appliances and ability to make needed repairs with a
minimun delay; ability to keep records, prepare reports and csti-
mate needs in advance. As required, abi-lity to prep€rra, and inter*
pret huilding plans, blueprints, and specifications. Ability to work
harmoniously with tenants and to stimulate their parbicipation in
maint enar.rce,

2. Experiegge _AnL_treilrrng;

Extensive experience in the genorai maintenance, construction,
alteration and repai:: of inr:ltip}e dwellings {l.rtd apartment units
includin5i the operatior: and nu,rinteni.:.nce of' centralized }:eating,
sel,rErge disposni, of iirater pumi: equipment (if such ins'baJ-lations
exist on the project), the mainte;nrrirce ancl repair of a.l-1 rel.ated
utili.ties arri in the upkeep of a"ri extensive system of'grounds,
streets anC public areas.

Erlncation equivalent to grarlqlrbicn from a standard high school.

3. Epeciai Qu+lificati

Possession of any neeessary l.icenses re-l-i:tec1 to the operation
or maj.ntenance of central heating plants, sewage ciisposal plonts,
wa.ter pump:i-ng stations,

\ 
lr,r
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OPBRATli'lc ENGINEER CPC-6

QTNPSAL STATE}IEI'IT:

Operates and niaintains a water pumpirrg station,
panc g&s, or a high pressure central heatj.ne plant;
as assigned.

sei,rage treatmerntr pro-
perforrns other duties

I

o

o

DI STINGUISHIT,TG IF*{TLiRE.S._0F THE CL}gg :

Responsibliit;r in the class is for the proper operation, nia.i.nteriance
anrl repair of hi.gh-pressrlre heating p1ant, a- eentral propane storage and
gas production system, sewage treatnent p1ant, a watei pumping station or
other utility systems, The responsibrlity cleiegated to-poiitions in this
class includes the mainten&nce, repair and reguintlon of al-} equipment
and appliances including pumps, compressors, motors, vaives, cyrind"rs,
pistonsr -fans, stokers, electrical controlsi genoraior", 

""co"ding 
insiru-

ments and othe:: anpliances and oporating contiols.

In some positions, such as the opererti_n6i engineer in a servage treatmentplant, there is sonie nocessity for merking ceritain routine chemical tcsts tc
determine tire effectlveness of operations. fncuinbents of positlons in the
class are also responsi-bIe in rrrost cases for rnakin,g regular i-nspections and
checking on the prope, operation of the plant equipmen[. -

The ir,rark may include supervi-sj-on ovcr seli:i*skilIod or unskilled
employees, such as firemen in a heati_ng p1ant. The supr:rvision exercised
over positions in thr class genlrally comes f1'om i:.n enginecr in a highergrade or a maintenance superintenderri vho has orru:ra1l responsibility for
maintenance activitics on the project..

ILLUSTRAT.IVE _EXAIfiPLES 0F DUIIES! '
1. Supervises tha operation and rnaintenancc of a large water pumpingstation; ma'kes periodic inspection of entire plant for efficient oplraiion

and condition of all equipmentl supervises minor repairs to equipment aLnrlpersonally partici-pates 1n diffieult repairs, installations and alti:rations;takes necessar)r precautions to assure that pumplrrg stations ,rnd equiprnent iirekept clean aind that purity of vrater is not endang,:red by'insanitaiy conclitions;periodically checks eondition of eqrripme-:nt at tire purnping station or ,,rater :

tower and j-nsures the mar.intcna"ncc or in adequate nlter sipply; plans eind.
assj-gns work of sr:mi-skilled and unskill.ed enplo;,sgs, ,,steitlitrcs aaffy rvorkschedules, aissigns erlployees €1nC makes daily rri;Lrts of plant operati-ons,.0perates water filLrrrtj-on or oth*r treertrneni plernts inclucling opcration of
1iif91|nators, where sueh installations arre a part of'thc vratJr igpptyfacility.

;
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2, 0peratcs sq$ritrge treatment p1a'nt anrl i"ts oqui-pment orr i,n assigncd
shift; pcriodically inspccts and oils scwaqo punps and motors lnd pr,.vr;nts
obstructions from interfcring vrith opc::etionl tcsts fcr proper opcr.-ition
of sludgc agit:itors; meikcs routine chcmical tr,st of contcnts of s*v.rge and
digestor tanks to detorrn:i.ne effici-unCy of'opcrltion iind rocords such tests.
I\feasurcs :rmount of ch.].orine ln contai.ners iind records dr''ll1;z consumptionl
pcriodicalljr r:leans eciuil.rmc,:rit irnd installatj.ons sucit 1rs f-rumps, tanlrn ancl
r iltcrs.

3. 0f..:.,r,^L,'s i:ritl rniri-nti;ijns cr c()ntreL prop{.r): gi.rs pI._rnt ,.r.nct kr]i:ps in
rcpai:' househoid ;rppiirinccs using propenc (.-s: ii:spi:ctri, :rcljr:sts ;nd
'scrviccs pressurc rcd.ucing valves ncccsslirrr to tir.; i:i,;intcnLnc,: cf ccrrcct
prcssure in girs pliinb distribr-itioti linc-s ano burncrs; opur;. l-,.;s nuc,:ssirry
comprcssors, pumps itrlci othir' tquiFmi-nt in tranof'rrfllq firfu.icl gls from
tank cars to storar.,c ter:ks; st:tvjcos, replirs i;nd oth:n-lisc ;ni.intains irot
air furnrrcoli by.:-ldjusti.ng ar-itoini-,"tic controls; oi.1s ind sirrviccs rnote,rs and
nainti;ins farr circu.liit:L:ri.r s;.stcnrsl ce"lculetes e;:nou:t, of giis irL sLorrigc,
r,rcords gi,r.s consll:ll;t.Lc,n iind i:sltn;i.:tc,s tc prnlit ,:ost r:fficicnt stori:gc
and proeur'tn:;iil of propan ) L:rs, opcrirtes srrri,li stci.lur g;lcrator in r:r,,aporating
and convczt-j.rig g1is.

/n, As th; opcri-ting wlii{:"rIi,-r' in chlrg,-. oi' ii sirift oliir?.tcs a high
Prcss1)Ic clntral heatin;.:. pll nt; or),,r:,lt.:js hct't 1-trg control- systcms :nd rt:ads
anO r'gu1irti,:S ch.:rtS orr rocord,,rSl rui-nti.ii::.S in iirop(,r opririttion, boilcrS,
blo'rucrs, pumps, stcki:rs, cor:.dcn$aUion s1"s'c,-,rns ,:nri othlr c:quipmi,nt; icecps
records of fuel consurrrcdl chceks oii propL-r l;irt,,;r l;vo1 in boil;rs; mak;s
routinc tcsts ot: troil':r rriat;r td d;tcct lr,:rslflce of h.',rnfu-]- propcrtics;
lubrlcates pumps, sbbkers, and rthe:: rreci:anic,:i1 paCcs :Lncl equipmr-.nt; rnakes
emergency repair.s to enr,:i-nes, pumps i:.rid mechi:n1 caI systems.

amlm'f;i.-lnh
Jl }Il t,lJi i,,lt I UT Ul1LIi I0.i,TI 0I{Sl

1 KIrot,lledqes. .\birit i est

Thorourlh lino\,{ledge of tlre inst:iilittloli, operation, repair anri
m;rintenerrce ol 1,he rnechanicill syste:ris :-ind equipmcrrt fcr:.nd in vrater
pumping stations, includi.nr1 chlorinators ilnC fil1,.rrs, selrarle treat-
ment ir1;rnts, propane 6las plan'bl;, ,:nd centrel_ heatin;1 plants;
thoroiigh irnc-rrr'.,]sfl1'{1.,1 o1' saf'et;r arici lcciclent prevr:ntion rnethocls,
measures anii i:ractlces; thorou6;li irnouj.edge of sa.nrt:rtion lnd purity
strr.nd-irrds ls reqr.rir* nr/ ai:propri_ate reg;r.tlatorlr ,].16di,,u.

skill in bi,,r usi' oi ti:c1s .inri ir, ';.,he olre)ratiorr o{' equil:rxsnf ;p.1
applianccs re.luireci in tn,: re.:piiir aij(i malntenrl.rce of nechirnical
dislrihul;icn rr;,,stems and trcertinrl plant rinits.

a
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Operatin3 Engi-neer, CPC-5

At;iiity to i.irteri:ret altcl ir,gulate gtruges, ::ecorders and
indicators; to makt,; tests as reculred; tc diagnose operating
breakdowns and to make necessary repairs to equipment, to platr,
lay out and superrrise tirc ,,vork of others as required.

2, Experiepce and Tr.aining:

Considerable cxperience in the operation ernd mE:intenance of
vrater pumping eq.urpment and motors, sewage clisirosal plants, liqui-
fied gas generating ernd rlistributicn sy:li:ms, hegting planbs, nnd
other util.i1;ies.

Completion of ei6ihth school gracle or its equiviilent,

3, Special. Qualjficaticns:

Possession of a vah.d operatorf s license of th,:r t.ype specified
for tiro equ.ipmer:t to he operated.

*

o

i 1,,

a



i:

Itar+

o

o

.i
*.':
:it

,+s

i:l:tiir': Itil'1 '



!r

iIHA
XPJ{J
4-4-45o

3uIletln I'Io, i?l

Fa":ic !il

P3,0J-JC1. P0_1 ICfi!A.;[, FC_rr

cnwSal_-9!a1sqI9;

"Jnd.er general supervislcn, as an arraed. an,i depr-itized" or sp,:ctal i;, conmi.s-
sionr:d- officer and as a menber of an independent pioject police fo:..ce,po_{fo:T:,,within the limit$ of a.n fF},*A. --ro..ject, work-invoive6 in ihe protectionor'lrubLic and. private property, in,the control of traffic and. tr.afficviolations, in +"he g'eneral raalntene.nce of law and order, ln the enforcementof l'ergulations and- the arrest of offenders, in answe*ing.erner;zencv ca;.ls andglving first a.1d', an'1 in i.nstructing tenanis regarding pr.ojeci r,:Ies a.ndregirlat iOns.

o

! I S!IIiGTJI 1i;G

ILILTSIT.AUUE

s 01l iEi ci,.A,ss:

rirh.i^ -i^ +Lrrirtj rs r''rie journeirm-a"n leveI of p163o"i r:rrotective positions fi-rnclioningas arroed, d'eptr-tized. menbers of a:1_ fnd.lpend"ent police f orce proviclin4 completeprotection, slmllar to that usua.ll;; fulnlshei iy a publlc porice 1'orce, to an
' rPiTA d'ire-.ct1;r-o!er;rted- pro Ject , B'rlere no 1ocal civic or coi::rtv .oolice
protection is p,-raile-c-Le. Iositions in ti:is class are r:nc1er t;";;;;;,ri"ion ora chief of Froject Police ol: a proiect Folic.rrea.n of highor p;racie,

Incunbents cf posi 
" 
ions in tnis class f,ossess lhe properl.ir I pr ^^o.r^Uautho::it'r necessa.,r,v to earry orrt the foregoinq resFonsibirities, a,::e a.rmed.r andare nenbers of an organiza,tton f,.rnctloninil ,n.1"" a system of tr.aininl and a,code of d"iscipline. They are o:.dinaril;o rrrifo"rea anA vrea,r ba.d.ges, anrl in orderto carry out their a,ssigned &uties, ha,ve reeeivsd. proper training,:ri.th respect'oo laws and. regulatlons, rne use of firearmsr self r:rotection, ancl first a.id..

EXAl,pris O!' DUIIIS:

I' Patrols, either on foot or in a patrol ca,r, a certaln 4-esi,L1nated. areaoi a project in order to inswe the-safet-ir of project resid.ents a,nd- pr.opertyb;r.-controlling trafficr b1', ap1-,rehend.ing pL""orri merlcing illceal enir.,, intobuild-ings and resrdences, l-,r'arrestlng'.aisturbers of tne pea.cc), b;,- iree;;ing a.caiefur lookout f,or outbreaks of firel sabotage, frre ha,zard.s, d.a.nplr,rorisobstructions, etc.1 and takes necessarlr pru"",itions to pr"rr.rrt inj-.:.r.;, or da-mage.

.'2' . Arrests violators, serves warrants, cond.ucts offenuers to jail and.te'stlfies ln court when offenders apprehend.ed. on the project a.rr: t::ied.;cond-rrcts prellmlnary investlgatlons of violatlons and. crines.

u 3r ,Aagwers emergerey eaLrs in cases of inJury or sicrrness, perfornsfirst ald., and. eonducts lnjure{ residents to d.oltors or i:ospita.ls; ansrzerscalrs froq tenants or employea$ wlth regard. to d.isturbances, breakings of thepeace and other vlola.tibns.

4' Frepares reports covering ea.ch tour of d.uty; .checks,on f ire-rooms,
a pr:mping statlons ot ith"" utlIlty oporations that may be assigned-; checks

6229
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Project Poticenan, CPC-6

builuing guard. or night vratchroan stations to insure that tlie men are on duty.

5, Instructs tenants,rrith respect to parkingr maintenance, sanitation,
garbage d.isposa.I, fire and. safet;r regulations, and other rules and regu,-lations
of the project; carries out special assignments of a rtrotective rrature.

STATU,iE},TT 0", QL.-T.],II'ICATIONS :

I a Knor,rre fu e,s, S$r}IS_elg_e!,i l:-!:€g :

A good. knowledge of, the proJect rules and. regulations and. of
tr''ed.eral and. local laws relative to the ,orotection of property;
good. working knoruledge of the a,pplica.ble powers of a.rrest; skill in
ti:.e use of firearns; ski1l in self-protection; skill in the use of
fire prevention a,nd. protect'ion qgrjipnent; s].i11 in the application
of first aid; ability to read, write, and speak the Inglish langr:age;
adapta,bility to d,iscipline; capaeit;r to act in a crisis, and ability
to d.ea1 trith people in a coulteous and. firn roanner.

't

7

erience and traini

Six iironths e::'r:erience and. training as a. Project Policeman, CPC-5,
or equivalent experience in fed.eraI, civic, or private protective
r^rork or in military service,

P ica.l Re re:nents i

o

Iviust be in sound. nhysical conditionr able toperform duties and
act in ernergencies requiring consld.erable physical exertlon. lvlust
possess good e,vesight and. hea,ring.

PRCijrCr POlrcS,i,AN, 0PC-5

This is the class of positions to which recruituent is usually nade for
project policemen anC. should be consid.ered. the tra,ining J-evel for the ?roject
Policeman Series. 3or ind.ivid-*:.1s who hi:.ve not lrad. previous experience in
protective vrork, or in a relateci field., the training period is usu,tlly of
six months duration.

Positions in this class partici'pate in &ri11s and. tralning progransl
perforra specifically assigned. protective tasks, ancl n'oy iccompany and. assi.st
a Project Policeroan irr a higher grad.e in the performance of his duties.

6ez9
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CLASSI3I CATIOI; ST-|,I!AP.JS FOR !I;-3C!I,Y-OPITAIXN PROJTCIS

n11 CONTSNTS

l. iosition Classification Schedu-l-e for lirectly-Operated-
I..n i aa* c

TABTI

I

4

o3. -A.Cministr.q,tive Assistant, C1 erk, Clerk li.pist . e...

1I. Project iiaintenance in€jineer. o.... i o ...

c,-)f"'i
t}rijlr i

A.J
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C-!AS S ]31 CAT I C}; S T,I:.,'IAR.IS TO'C" TI iE CTLY-OPNSATED PROJX CTS

OT CCNTINTS

1, l)csi-"ior: Classif ication Schedu-le for lirectly-Opera.ted-

3. ildr:inistra.tive Assistant, C1erk, Clerli lSpist .. o..

4. iissist,ant iiousing io[anager. ...,..

iJTtr

i)-rn .i:af c 1

4

o

L0

L3

1R

18

,n

,Fz

2B

'z')

36

38

zo

40

6. 01e::l:-Stenographer

7.

a

u

10.

11.

'l 9

r3.

1t-

.Itr
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PO S I T ] ON CLASS ITI C$'"T I ON SCHsDUI,5 TOR DIEE CTTY-OPEIAIED PROJECTS
4-L-43

The classification of the rnajority of positiors on d.irectly-operated. proJ-ects is d-epend-ent upon several factors in arl-d"ition to the d"uties and. re-sponsibilities of the positions. Primary among these 1s the size of thepro.iect on which ti:e positlon is located. as expressed. in number of d.well-ing units. fhe fot-1owin6 sched-u1e lists titles ai:.d. grad.es vrhich are reco6-
Iend'e11 'at present f rr positions on directly-operated. prc.,jects of various sizes.lhis tabula.tion shoi",-lil be used. as a gui,l* o, i,ru*suring stictr in the inltialevaluation of grad.e levels nrelimlnary to eonsid-erine varlable factors asd'iscuss':d. in rrPosltion Clasiif ication Standn.rd,s f or Dire ctly-operated €rojectsr,l

LT}TITS TIII,E OI' POS]IION OXANE

Up to lllO CAT'*5,6
cAx'-3
cPc-5
cPc-3

121-1?5

Housing Manager
x *As st . Cl,erk-Stenograr.phor (Account inS)
* *Junior ltaint enance Aid.o

Sonic,r La.borer

Housing Manager**Asst. Clerk-Stcnographer (Accou.ntlne)
*Jqnior CIerk-St enographer

*+General Mai.ntenance Alae
Senior Laborer.

L to-4,oi)

,366-450

45t-750

Iious in.g llanager
Terurnt Aid.e

**Asst . CIer.t<-stenographer (Accounting)
*Junior Clerk-stenogranher
Senlor lvia,int ena,nce .A,id-e*Senior laborer

Hous ing fuianerger
Senior Tenant .A.irl'e
Accounting Clerk

**Asst . Clerk-Stenoflra_nhe :.
Junior Clerk-St enographer
Junior lviaint enance Superint enclent

*+Genera.l- Iviaintena,nce &id-e*Senlor Iraborer

Hou.sing }danager
Asst. Ilousing }lanager
or
Asst. iiousing Nia,nager & Maint,
or

cAtr'-6,7
cAr-3
CAF-2
Ul- L/-O

cPc-3

NA T-? A|,9

CA3-4
L,A-E -.1
cAr*2
CPC-7
cPc-3

cAx''-B, g
Cit T-E
ctiT-4
cAr'-3
CAT-2
CPC-E
VJ U-O
Ul- tr -.1

cAtr'-g,10
cLT-6,7

Asst. Hor:s lng lvianager & Accountant
Senior or Prin. Benant Aid.e***Senior /rccount ing Clerk

Supt . CAtr'-?, I
da Tt-" a

' tu
cAi'-5,5
nA rl-tr

L
t2L28
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UrI'-3
CAI'-2
CPC-9
CPC-6
CFC-5

cAtr''-lo,11
NAF-' A

751-1200

2001-8000

**As st . Cler1t-St enographer

"Juni r-rr Clerk-St enographer
,F * *'i'.jTa in t e n-3itce S-*per int e nCLe nt
**General- Ii4aintenance Aid-e
**Jr:.nior }laintenance Aid-e
tSenior Laborer

ilousing L4anager
Assistant Housing }ilanager
or
Asst. Housing L{anager & }Iaint.

Asst. Housing $ianager & Accountant
Prin, fenant Aid-e

***Prin. Accounting Olerk
x.{sst. Accountin.g Clerk

**Asst . Clerk-Stenographer
*Jr:lni or Clerk-St enograPner

* * t'{aint enir.nce S',;.p e:' i-nt e nrient
**General L,iaintenance Aide
**Jr. irlaiuteniince Aide
*Senior Labo:'er

Housing }iani;.ger
Asst. Housi.rg Manager
Asst. Proje:t Services Adviser
Jr. leasing a.nd Occu-oancY Agent
J:'. .ticcount.ent
Sr. li{aintenlnce Superintend-ent

Housing illanagtlr
Asst. Horrsing Nianager
Assoc. Projcct Services Adviser
leasing and Occupanc;r llgent
Accountant
Project llaintenance Xngineer

grapt. CAtr'-8tg

cAx'-8,9
CAT'-6
UJT.E.O

cAr'-3
cAr'-3
vl\t -a
CPC.9
CPC-6
CPC*5
u-t-u-o

Iire responsibilities of lloi-r.r;ing it{anagers on soxre of the larger projects
in this sci:edule are often of sur:h variety and ma.gnitude that the necessity
arises for the rlto\rrsicn of tecn:rica} and professional assistance in ord"er

that tne nroject r.anagcment prog;:am can function efficiently. Enis results
in the aC-C.ition of sucn l:ositi.onr; as Project Services Adviser' Leasing and

Occupancy Agent, and Acco'':.ntant, to the project staff '

1201-20C0

Projects in this and tire fol-lowlng grours may be d-i"vided- into two or
more sites with the type of pers:nnel organization existlng on these projects
d.epend-ing upon existing variables' [here{ore, Dositions includ'ed" in the
following groups are of superviscry nature only, and no attempt has been

made here to tnclud-e aLl operati::g' positions"

cAF-ll,12
CA,q'-g r10
Y -11

cAr-7
CPC-l0

cAr-12,L3r14
cAtr'-IorLLrl2
P+3
cAtr''-7 , 8 ,9
CAI'-9
P-3,4

d

l,2L2B
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cAr'-L4
cAr-12

car-r.0
cAr'-I1
!*4

CPC-2
OPC.2
cPc-2

8C00 & over

0.'r d.ormitory and. trall.er projects the f ol-Iowlng positlons malr be

found in atj-d.ibion to those in tne al:ove groupss

I{o::.s inq l,,llanager
Asst, Iior:r.sing }t1aneger
frc ;ect Services l"dvj ser
Sr" l,easing and" OccuPancY Agent
P::in, Accountant
Project lviaintenance Engi-neer

*Janitor
*i,{aid.
*Cha,rwoman

*Nunber of positions vilries with workLoad.

+*These positions shorld- be all.oca.tcd in accordanco wlth established classi-
fication standards and not acoordin.g to organir,at,ion and operation of the

proJect on whlch Nhe;7 are found.

**r.If a combination Assistant llouslng l,{a,nager position exists, these posl-
tions shoulcl be allocated two grades lowcr.

L2I2B
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POSITIO$ CI,ASSTSICAIIOI'T STAI'IDA3'DS T'OR DIT.ECTIY-OPETATtr! PBO.T'JCTS

SIxIIST ACCOIIIIIA}TI

KII'ID Otr' WORIi

Concerns. the performer,nce of all fisca.I accounting and exarninlng fiutctions,
affa'i:rs a.n,l. aotiviti"r:s rf di.r'ectIy-operated- r:roJects; the verlfication and
acco::rio.biLit;r of alr r.':rrL: and other sources of ineome; the maintenance of
cost recorrls a,nd, ac('.i.'11.;-, ccv€ring the fir,anctal phase lnvolved. in the oper-
ation, management, ir.l"ri,- ng.j,nter:ance of the project; the maintenance of books
of accounts and assoc:r,rir,rr.i pp"ord.s ln accordance wlth part three of the
accounting manual; the proparation of cletailed reports and statements of
accounts; the compila.t:ior of financial d.ata for the preparatlon of budget
estima,tes; the administ:':r'l 1vo exa.mination of vouchers, requisltionsr pToJ*
ect ord.ers and all othi.,;: :i;]-igations before such docurnents are submitted to
the Regional Office t:, ;.:e i:.r;slng l,[a,nager for certlfication and pa;znent.

cAtr''-l1, yr:n.cipaf Ac(_'(. ,'-: -r:i.l

lhls position represenis Li.:e iii3hest g::ade for accounting work to be as-
signed" on a;oroject ir-:,:i-,r region, It is tne Principal Accountant position
with responsibility f or ine irr.stallation, naintenance and d-irection of the
accounting and. boc,kkeeping activities of a project consisting of B0OO or
more units. Ihe incr:nrbent of a, position of this grade usualJ-y supervlses
an accorlnting and bookkeeping sta,ff of no less than 2I persons ineluding
Aceountants and Sooi<keepern; serves as adviser to the Housing Manager on
the Central and Regional Office policies as they affect the accounting
phases of proJect opcration; and a.ssists the Housing L{anager in the pre-
paration of budget estimates for the opcration of the project.

The a1location factors for a position at this grad-e are tne supewislon of
approximately 21 Accountants and }ookkeepers and. the sole responsibllity
for the aceountlng and bookkeeping actlvitles on a project consisting of
aoproximately 8000 units. It should be considered" that a project consisting
of 8000 units is d.ivid-ed. into a number of sites wnlch fact increases the
ad"ministrative responsibility of tne Accountant posttion,

cA.F-l0 SenLor Aceountant

lhe lncumbent of this position is solely responsible for the opera.tlon
of all accounting and bookkeeping activities as stated in the Princlpal
Acco'antant ls position except that this posltlon will be located on a proJ-
ect consisting of about 6000 to 8000 untts and where supervision is ex€x-
clsed over approximately 17 employees of Lower grades.

AE
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CAF-9 Accountant

The i-acu:lbent of this position dj.scnarges the same basic duties and

resi:onsibilities as the higher grad-e accounta.nts on a project of about
+Ogb to 6000 units wnere thele is superrrision exercised over approximately
13 emll-oyees of lower gra&e.

CAT'-E l.ssociate Accountant

The incumbent of this position discnarged tne same basie duties and

resr:onsibili.ties as the hi.gner gracie accountants on a project of about
2O0O to 4OCO units wirere there is supervision exercised over approximately
9 enployees,of lower grad-e'

CAI'-7, Junior Accountant

I::e incr:mbent of this positiOn discharges tne same basic duties and

responsibilities as the higner grade aecor:ntants on a project of about
500 to 2000.,:nits'.vhe:e lirere is supervision exercised over ap-proximately
5 aaployees of lower grade.

RIMA!trS

These rositlons wiII be found only on projectu where the Regional Office
has d-elegated tne complete responsibility for maintenance of tne Books of
Accounts and" associated- rocot'd-s in accordarnce with the Mam:a1 .

At projects wi:ere they have received the responsibility for the maintenance
of the Boolrs of Aceounts, it is necessarji that this work be performed by an
Accountant or that the work to be supervised and d"irected. by an Accountant.
It is, ti:erefore, believed. by the Classlfication Section that the CAI-?'
Jr. Accoirntant, will be the lowest grad-e to assume the responsibility for
the accounting work.

R
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JtIldI l't I STRi.t Irj-J ASS I STANT

ctl?ff-i1?isr

Kil'.li 0r 1'f0FA

concerns the r:orfc\rnence of crericar aid serni--technical work of a
Seneral or miscel-laneous chal'acier fcr tne assi"tLi.nce of ailninist:i'ative,professioneil and- technical eri"cloj/ees or a rrcject or adrninistratii.e sorkin connection with ti:; managernent ar:d" oper.ation of a r:roject. This in-
cl-ud-es receiving and" t'ec,.-rriLing rr.elil , com.:osiixg ccri'espoloelrce, maintainingrecords, t.'rcirg l-etters f:'orn ro'L.rgh d.r':.i.t atn.^- finishec- form, tTqing cnarts
ano. tabulations, ma}:in6; alrpointlrents, conpiiing d_ata a.n.J preparing reports,giving out information reiative to acl;ivily of tne pro;ecl, d.isplaying
vacant dlvell ing units to apriicar;ts, assistin.{ in orqanizin.l tenant activi*ties, collectin5 ano- aira.Iyziryl inf ornatior: reip.1i.l€r to tenant selection,
arranginq fo:. tne ::epair anJ- clea;t:ng of vaca,nt. dwell-ing units.
CAI'.9 Senicr Ad:r inistra,t iye Ass lsta,nt

Positions al'] oea-ted- at this graC.e 1evel ccnb-i-ne adninistrative assistant,project scrvices, lrnd- leilsi:rg and- occ'.r-pnncy functions, and- are found. onprojects of 500C unj-ts and- ovei. An inc,.mi:ent of tiri-s position assists a
Housing i',{anager in nanaginq, onera,ting, end maintaininq lroject functions,policies, anci actir,'ities; rnakeB r--corltileiirj,,L:tions for tne formulation oflocal policies; int-'rvie'rs tt:nar:r.ts presetlLing ,,:robi-ern*q arising in connec-tion r,vith tne olera,tion of irz'cject and- ef'fects satrsfactory settl-ements;
organizes tenant acti.rities e,nd- effects coo.,leratir,re relationsnips betweentenants; assists in t,re preparation of f ina-r- bud-get estinates; ir6curesoffice supplies a.ndr ertrr-i,:rnr:nt necessa,l:l/ for mana,qcment, operaticn ancl :nain-
tenance cf the pro.iect; stud.ie-" the effe ctiveness of fre slnt policie-q and,
recomnends cnanges in local- l,roced-urcs; assists in the cond.rr-ct of prftlig
rela,t ions .

CA3_7 Jrl:ior Admini strat ive .Ass istarrt

Positions a1'located at this grad.e l-errel oerform most cf the adninistrative
d-uties ]istecl. in the CAI-.cr positio:. but i1-c not incluoe tne ad.d.j.tional.leasiirg and occupancy anC, -pz'cject services activities. fnese positions arealso foundr onl;i, on larger projects.

CA3-5 r vlr: i!

?i:e lncr-lrnbent' of this oosit ion nay iri:rf orm oit!ri,-.r snpervisorlr l,rork ona snal-l.er prr:ject, or;rrerformance l,loi'k of a sufficiently nuroy nature towarrant the grad_e,
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In a pe::fol:inance cal:a.city, incumbent is r.:sn:asi-ble for reviewing
prospectivc te,na.-.t &nd invesi;igation reports and. initiai-i-ng irvestigations
for purposes of cieter,rainir-ig eligi-bi1.i-t5' of appiicants and, srlbmi.ttlng re-
commend-ation,q tc t.:e sui:erior office:'; ilterviev,'ing applicants for tenancy
and repor*r,ing info,'mation; assisting :.n orgai.iizing cooperative reiation-
ships among the tenants and- e.cjr.:,sting actior'Ls on eom,ola,ints; r:reoaring
regulaz'and special reports ri.isc1osi.n6; ttie l.ta.+"rj.s of units occupiei.; main-
tai-ning rentill ar:rd. occ'apanc.'.r fiies; mllhi:-rg lecornrni:nd-ations for the irprove-
ment cf rent,r"1 servic:; ,lispl-a.".rirg ava.:i;,1'c1e uni-ts to !rosr:ective te::ants.
Such a position:::ra;r bi; found- o:: a nrojoct f::on l-300 to 2CC0 u.ni-ts.

In a supervi.sory capacity, tne i::cu:rbe::t j.s responsible for su.ler-
vising cf clerica:,l anrl ste:ioijrr"phie n.rrsonne 1-; su)ervisin.g the maintenance
of trs.vel a,nd. leelve recori-s and the m&i:c';enance of mail a,nC- fi-,l,e record.s;
intervieu,ii"ng al.1- c-i-errica-r,- airpl"ica.nts for pcsitions uo to gra,d-e CA3-5 and
making recoer:ieniation.s as to theiu' selection; pre-olrring all t::e,vel author-
izations, voucilers, etc., anci. c.riecl:in,q to see) that tney stay rvitnin the
bud"get; mai::taii.irig time :'ecerds oi' a,-l-i ma,inte:iJnee erlplolraes. Suen a
position nai/ be fcunC" cn a p:'ojoct of over ,?00C units.

A very gooC" knowlecl8e of office prcced-ure a.nd operations and- functions
of FPI{A ano r. k:l.owl-ed.ge of t}re Civil Servir:e rules and regrlaticns {overrr-
ing persoi:.nel- act icns arl r..f ce;sSe,rlr, f tt tn,: r":f f ici"ent fr-rnctioning of this
pos ition.

fne inc';:nbent of tnis position is,:ilier very gerlerzl} sr:pervision and
exercisg a ccnsj.d-e::a'bl,e arnou'r:t of ind,epej.r':nt ,lr-l.i;::lei:.t ln r,iork performance.
fhe i;npo-.r:tant allocating facto-r:s; in tiri; ,,:sition are the anount c-)f su'per-
visicn exerclsed. b:,' t:re inc--:::b:i',.t, the rrr:onnsi-bilit;,' for intervieyir of
apn1.ico"nr"s for cleri caI irositiors a.nd- r.leomneirC-ati,ons relative ther;to,

Cler',r

lne inc.;mberit of this nos'rtion. serves as an assistar:t to the; Resident
Managei' or Assistant Housing l,Ienager on a jrousirrg project and- ma:/ perfcrm
anJ,/ or a.11 of tne folloirin,E duties:

Dis'p1a,ys availab.l-e units to prcspective r,enants a,:rd. furnj-snes them
with information concernj-ng renta.l c::arges. and. ser.rices; effects execu-
tion of le;:ses a,nd. otner renta1. agreement.. anC. a,rran€res for repairing,
cleani-rrg anC painti-ng of vaca,nt u-:rj.tsr; assists ';he I{ousing Manager in
initiating a;ici C.irect in,: educat j.cnal a,nd- rncreati-onal aetirrities among the
tenants; makes inspecti,crr cf the'hal1s, stairs, a.nc1 Laundries, and- i'ecom-
mend-s any nocessarjr rer,airs or a.lterations neecl-ed-.

incu-nbent ma,". also invcst:ig:rte .r..r:rd- rLr.itort 'r4ton the e;li.gibii-ity of ap-
plicants f or ter:anc;r in tire project and" co,:tact :tt-ignbors, and former
emplo;lees for rur-rrose of obte.ining ilrforn:,Ltion rel-ative to the applicant;
mal/ ascertai-n the need-s of tenants in terrns of present livinE coriditions
by act'r:a.i inspection.
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Organizes and. deve.i.ors commr-lnity activities and assists the super-
visor in eond-ucting kind.erilarten aad adult ed"ucational classes, consumer
protection and recreationa-]- activities; participates in loca1 health and"

sanitation programs and clinics; assists in promoting a safety program
to el-iminate physical nazards and- accid-en-i;s and to prevent fires and
correct fire_ hazard"s; i-nstructs and. ed-ucates tena"nt groups in family
bud.gert r,:a,king, in food- selection, planning and. preparation.

Tre incumbent of suci: a position exercises independ"ent jurlgment and.
initiaiive i;r the performance of duties. [he work is subject to general
review for conformance with policy and proced.ure.

nA;.J ?.!r.o r]r

f-ile inc,.:mbent of this position i^s responsible for the purchase and
maintetra,nce of s,:pplies and equi.pment from the general schedule of supplies
and. for making purchases in tiie open market witnin tne limitations govern-
ing such prrci':,ases. Deteln:ines vrhether items requisitioned are available
eiti:er fron stand-ard. sc*rces or und"er any existi.ng contracts. Deterrnines
shipping points, method,s cf shipping and- rou-ting when sr:rplus property is
to be tra"nsferred. and in such connection issues government bill-s of Iad-ing,
Assists in opening, read-ing and- abstracting bids, and contacts vendors,
tab',:-lates quotations and reeommend-s to the l{ousing ltdanager purchases most
advantageous to the governrnent. Maintains appropriate files in connection
with purchasing.

lhe above position, established. at the CAF.-4 1eveI, will usually be
found, in projects approxinateiy 3C0C or more .anits. fne establishment of
tnis position is d"epend-ent not on1;i on the size of the project, but also
upon such fa.ctors a.s tne organizationaL set-u.p and frrnctional d.istribution
lnherent il the project wnich c1o not al-l-ow for tae efficient performance
of purcir.asing dr:ties by incu:irbents of other positlons.

CAF-3 Assista.nt Clerk

[he inc'.xabent of this position is responsib]-e for performing any of
the functicns Listed- above in any one tSrpeof clerical position or eombina-
tion of positions. [nis position is d"istingulshed" from the CAtr'-4 positlon
by the srealler nunber of r:nits on the project and the less conplex prob-
lems arising. In the CAI'-4 position there is always the possibility for
more and. greater problems arising than in the CAtr'-3 position. Sutrlervision
is act an elenent to be found- in ti:e Grade CA3-3 position.

C,AF-5 Assistant Clerk-I -t"i: i st

An Assistant Clerk-Iypist may perforn any or a1l of the above listed-
funetions and. 1n ad-d.ition will d-o typing of tabulations, charts, letters,
correspond-ence, etc.
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CA.r'-3, As s;i-sta,nt Cl.erk

Ihe incr:mbent of this position na,irta.ins prcperl.ir record-s and a.ccounts
of materiais stored, tra.nsfer:red- and snippecl from storage; sr-rpervises tne:
cratin6: and- shippi.:tg of supplies ancl natorials incl.ud-i-irg tna prertaration
of bil"l"s of lad-ing and tne execr-ltion of invoj-ces cc)vilring such snipmcnts;
stores rep;rii's, maintains, iss.ues a.nd. ir:,lnsfi:rs of f ic+: firrniture , files,
records , fclrms and otner j-tems as rryell- .r.t 1',-16|er, pai-nt , f it tings , too1s ,
machinr:s a,nd simiiar stock, e.nd talies :i nrentories e.s dirrcteo.

CA*T'-I , ,runior C-l.erk

Ihe incLurb:nt of tnis nosition is rcsr:onsibl,: for cornlosins form and
ot:1.'rr roub lne lette::s rclntivc to the opcration of th; cro ject; assisting
in disrrls.rr of ava,ila-]rlc u:rits to pros]rcctivc tcna:rts, furnishing i-nforma-
tion conccrninE renta,l- cna,rges, s.rlric(..s rnd- fac:-f iti,.s prorrid-cd.; arrang-
ing f o:: rcpairi:rg, clc;tning, pa,in.ti.ng ano o-lher servicing of vacant units;
as-qisting in the maintenance of a f iling system; a,ssisting: in posting
chargeso cred.its and other accounting data frorn vou-chers, requisitions,
receipts and- other media to the proper books; accounts and records. Ihe
work of tnis position is subject to ca.reful revj-er,r.

CAI'_z. Juni o:: C-'l-e rlc- Trrc i st

A position at this lev:J. ma.y perforin any or all of the above listed.
functions ancl in ad.d.itlon wil.l perforrir t;iping, I.,1ges l-etters from rough
d"raft form e+ncl f i::ished. co!.rri tTpes forn .l .ttters.

CAI'*I Lr:rC.er Clcrk*f ist

Pr)rforms t::"e sini:1est and most rou-'birLe re-oetl_tir,'e clerical lyork in-
r,,olvi:lg a rninim-ulrq of initiativc or jrrcl67.ncnt. In such a position one migitt
type plai-n 'printed- co!J., t;rpewritten or ha.nd,,.rritten ma'r,eiir.'il- or noninvolved
rou(in drr,"fts o:: simple tabular ilrra,n.Ecrn:n'bs; f ilc fcrns, ca.rds, correspond--
erlco t)itnr,,'r alphabeticerll-y or nunbericall,w, cneck a,nd- verify, a.nd. keep
simple re corcls 

"

lri?TA!T;q

Specialized- clerical positions p,rrforl:ing onf.i project services or leasing
anci occups.lls'ir fr.ln6tions are fo,,:nd. on 1a::ge projects wnere ti:.e volirme of
tnis t;.pe of vror:k necessi-tates the establishrilent of full--time positions.
Sta.nd-a.rd-s for tnese position-q can be fountl in the series for Project
Services rtd.viser and- Leasing and- Occu-.ansy Agent.

0n snal.1 t:rojects tnese functions arc inclr-rd.ecl in general cl-erical oositions
vrhicn perform a varietli a.ncl- conbi:ration of cj-uties, the allocating factors
for this type of 1:ositioii i:rcl,.rde tnc a,-rount of surerviso:';/ respcnsibil-ities
involved, t5.-: d.cgree to r,,/nich tne i-ncurnbi..nt uses indenende:rt "judgment and
initiative, the incl-,.rsion of xesgiir.i ancl rcportl::g functicns, and the
irmount of supei'vision and- instruction recllived-.
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POSI IICN CI.ASSi FI CAT IO\1 STA}IDA3I S T'CR 11 if CTLY-OPSRTTID PR,OJf CT S

SXRIES : ASSi StAii[ F-0iJSI]'[G l,[^4.]iAmB

ril.ul 0r TIO?K

Snares witn tne ilousi:rg I'ia.nage:: the i:esponsibility of managin.q,
operatinpt , and- me,intai::'.n,1 trre entire r:roject in all fr-:::ctions and activi-
ti.es. COrr.rsel-s, ad-lris.:s, a.nd CoOperate:r',ritn tne i{ou-si-ng:,{anager and
assists him ir: t,:e fornrrla.tic:l of new or tile revisirin of existing policies'
Confers vrith defense plant officials, nili-;ary ser.rice representatives,
and local qovernirent officials as ne c?ssa-r:Jr on ltssiEnnent. Submits
speci fic i'ecoltili.1e:ria+,ions to tiie IIousin6: li,iaina,ger on business and fiscal
policies a,rd- lrsssd.r:res fcr the mo:'e efficie nt oper:abion of tne pro ject.
Assists in tne s:,1-ection of te ni:.nts, sett-l-e:n;nt ofl tenant gr-r-evanccs a'.nd.

tne orglr.niza.tion of tenan+, activities. Is r,;sponsible for thc orocurement,
reCeipt, StOrag;e r Ct,re , nai.nt:.Il&i.C,), D:eServl,tiOn, :: etrelif a,nCl aCCO',mta-
bility of n1l offic: equi-orcrt and s,:,p;rlies, aitd- other ecluipment and"

suljpli..is not sp,.rcif icall;r a pi;.rt of tnc ml,iirii,:nance d'lpartmont " Serves
as Acting iiousing i,{anager in'r,ne absence of tne ir-o:sing i,'ia.nager"

Assistant Sousing i,{anager pcsitions may also exist irr the follovring
cornj:inaticns:

1: ,Assistan',, :iou-siryi ir{a:rg.ger and Maintenance S.;1)e1. intep.fl:nt

In ad-clitioe to assistirg the llousi:rg l,rlar-"1er in carrying out his managerial
responsibiiit"ies, t:ie .A-"sistart Housing -,i ,.nager and- l,{aintenance Superin-
tt:n.d-ent h.a.s cnarge of arnd. su.cervises the operation, maintenance, and- repair
of the bu.i-lc';inii:s, tne rq,.'chi.i:ica.I eqr1i111€rnt, the g;as, clectric, p}:mbing and
se!i,iAp:;e lincs , pipes z-r,::rl f i:rt,-:.res , thc -:it ci:.;'i r::nge-" i,,,nd refrigerators , and
a]-l- otner oro ject services, accesscries,. e,::d equi,ornent ; maintains i'ecords
and- account-q on roaterj-er"l,s, surplies, empio;,"e:sl time and- type of urork
perfo::med; prejrares budget estimi:Ltes i.rnd sucirortin. exr,ibit-c on maintenance
operations; recuisitionr, reccivas, accounts f or, 1as st,:red" a.nO issued'
mat,rrials, sulplies, tools and. r:rp,ilrnent; su1:ervises j-,he rlrorl< of skilled-
trarlesmen, faborers etncr. ot:e::s engag.ed in rnaintenanee vlork on the project.

2. Assista.nt Ho_Eq.-rr,g. Ur.rrog!" e4'1 Accou::tar..t

In addition to assistin,l tl:e iiousing irienr,r,ge,r in ca,rrying ou-t nis managerial
responsibiliticr:, is in c:tr.rr,. of a::id. prim,.lrily re-cpo.:isible for all fiscaf
accorr-nting, auoitiir,l ard- ezanining fu.n"ctions of the projr:ct; responsibl:: for
the verif ici,rtion alnd a.cco,fntabi i it;r of 1n.: r'trn-ti'r.1, and a,li other pro ject
incone, collections, a,nd. -iraftents; orenares dr:tailecl and extensive rei-)orts
and statenents for consid-r)ra.tr-orr and- irse j-n estina.tina buoget reouirements;
d-irect s a.nd- sr.ir,-e rl'ises the maintena,nce of tnr f ina.ncial accorlnt s , records
and- forms controlling the 'project pioc':remrint; , l-i,rbor, tr,lvel and af1 ot:rer
managemr:nt, operation and. rlaintena,nce,rx,p,rnd-iture; rtst.lcnsible for tne
a,dministrati.ve auctit a,nd- examinati-on of al-l requisiti,tn-q, ourchase order
and" vouchersl deternines complr:Lnce ';iith th:r provisions of a.pplicable
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appronriation laws and. fiscal polici.es and regu)-ations, contract require-
ments, d-ecisions of the Comptroller Generalr &rrd- other regulatory controls.

3. .Assistant llousing lvlana,qer ary! Resi.clent Man?.ger

In ad.d.ition to sharing the managerial responsibilities with the Housing
i'{anager, is d"irectly responsible for the efficient and economical manage-
ment, operation, and. maintenance of a site of a consol.ld.ated. project.

GXJ.DE L3\IAIS

Standard.s for the various grade 1eve1s in the Assistant Housing Manager
series are based. primarily upon the size of the project to be rnanaged., ex-
pressed- in terms of the nu:nber of dwel-]-ing uni-ts, since it is believed. that
as the nuraber of units increa,ses, the problems, d-u+,ies, and. responsibilities
of tire Assi-stant llor:-sing i,{ana,ger position increase in seope and importanee
due to cornpiexities of c,rEanization and- to the inelusion of such variables
a.s are liste,l beIow, Gra,C,e l-evels for n[ssistant i{ousing Managers positions
are in most cases r,r';'o gi'ad"es lovrer tnan Housing I'{anagers positions for proj-
ects with ti:.e same nr:nbe:: of units, The following tabulation shovrs the
stand.ard. gra,ie levels for Assistant Housing M.anager positions on projects
of varying n'umbers of units:

G3S!i UNITS
O"er
20C0 to
12OI to
751 to
451 to

8000
8000
2000
1200

750

o

Assistant Horrsi.:ra* l,.,ianager positions r:sua1ly are not found on projects of
less than r!5C units.

tr'}3IA3L3S

As in the Housing l'4anager series, certain variables must be considered.
in allocating pcsitions in the Assistant Ilousing llana€ernent series in ad.-
d-ition to the primary allocating factor of project size. Ihese factors
lnclud-e the following:

L fhe degree of responsibility d.elegated" by Housing l,{anager .

2. [he responsibility for accounting functions or responsibility for
supertising the maintena.nce staff or the direct responsibitity for a sit6,

3. [he presence oD the project of an .Administrative Assistant, Clerk,
(Personnel) or Project Services ad-r'iser.

L2L2E
t-t
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"1:lIr3ms.

tne 1()

h 'r h^va

^m-o r J.iie

and maintena:lce staff .
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4o
Reg

fhe degree of a.uthorit;,r delegatec to the Iior:.sing l''{anager by
;]aI UL; L ce .

tyne of housing units-*----traile::s , do:'nitories , nornes.

orlaniza.tional structure of the pro ject administra.tive
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POSITIOIiI CI,ASSITICAT]C]{ STAI':IDARIS T'OP }IT.3CTTY-OPSHATf} PAOJTCTS

SfF.ISS: BOOI{CIIPiIilG

fhis series is concerneC- witn the lieepi-ng of ail tenant account leclgers
and records for the project. fhe vrork concerns preparing the rent roll
from apoi'oved sched-ules; posting to tena-rt accounts receivable led-ger the
amount of rent; posting to ind.ividual tenants account receivable leclger
sundry cirarges sucir as service cost or any sp,:cific cnarges from adjustn:ent
slips; maintaining tenant security d"eposit led"gers bi, rtlcord.ing security
d.eposits oaid b,y the i.nd.ivid-ua1 tena,nts; receiving r;nt and. accounting for.
such oth,:r nrojeet income; maintaining inventor;r r{rcords of supplies,
ma.terial , and" erpond-able equipment; prenaring voucners f o:' submisslon to
thc Re'qional Officc Accounting Section for certification for payment; main*
taining files of copies of vor:chers; preparing payrolls for por annurnr per
C'iem and per hour em*ololrecs; prcparing period-ic trial .bn.lances of ind-ivid--
ual led-ger accounts; prcparing schcd,ulcs of collections and. certificate of
d-eposits; roreoarinp; d.ail.-r staitement of operations f or tne -r:urpose of re-
cord.in6l a surnmar:i of all transactions rui-tn tne tena.nts; preparing seni-
monthly statements shovring ir itenized. form tne cond-ition of all tenant
accounts; preparing monthly, in mcmorand.urn forr,r, a statement of ;r11 accounts
paya.bIe.

Head. Account Clerk

A position at this level has full administrative and. technical- responsibi-
1it;'. for al-I boolcreeping operations on a d.irectlir nanaged project, involv-
ing the supervision of apnroxi..natel;r f 5 employees of lower grad.es.

CA?-6. Princinal- Accorlnt Clerk

fne incr:mbeat of this ,oosition performs essentially tne same d-uties and-
discharges basicalli, the sarile responsibili.tSz, &S d.oes the ilea,d. Aecountant
clerk, but supervises &pcvosirnately 10 employrl ,]s of lower grad-es.

CAT-5 Sr. .rr0couirt CLerk

fhe incumbent of this position performs essentially thc same d.uties and.
discharges bnsicafly the same responsibility, a,s do the liea,d- Account C1;:rk
and- the Principal Aecount Cl-e::lt, but has supervision over apcroximately
five employees of lower grad.es.

Or serves as ful-l time Assistant to the Head- Account crerk, cAtr'-7,

KI}D Oi TO?.N
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CA3-4, Account Clerk

lhis positron, the trerformanee level j-n tne 3ookkeeping series, has the
responslbilitr. for the maj.ntenance of the Tena,nts Account Led"gers, the pre-
paration of r.-:nt rol-}s, the preparation of various reports and statements.

The incr::rbent of this position ha.s fuI1 responsibilit;r for the maintenance
of tire [enan';sl .rlceounts ledgers for a project and" must have a complete
knovrledge of clouble-entry bookkeeping and tne procedures governing the
ienants Accounts,

ci3-3, ,rissistant Account Clerk

fhe incr:mb.:nt of a position at this level serrves as general assistant in
r:erforming booldreeping functions on a project under the supervision of a

nignr:r €:l:ir::l:.e .'icc,or rt Cl..ll:k.

L2L2B
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PO S I t IOi'i CIAS S i Ii CAT I O1{ SIA}IIAPJ S TO!. ! IPJ CIIY-OPIRTIID P3.OJ3 CTE

SRIIS : Cl,IRK-Sti:i0GruPI',]?.

KI]D OI :':O?Ji

Conce:i'ns tne performance cf stencgra-,,nic, seci'etarial and" a,ilministra-
tive ciuties tc service a,dninistrativc, 1echnica.l and 'rt:'ofessional per-
sonnel-, rrot calJ-irrg for the a!1r1ica..ii,::L of -technical- oi'e:lecr:-tive ju-dg-

ment. fhis i::clud-es tne taking a.nd- tralscribin,l: of d-ictation on a spee.d

vo\ule ba'sis relati-re tc tne acttvit:-es of a pr.lject; the preparation of
non-techniCal Co::z'espOndenCe r.,rhere ltrcCed';re h'o b3cn c1'.:ari;', C-efined-; the
reco:'c-i::s., ro',-rti:rg a:rd reviewing cf nail , and setting:-:p and'maintaining
files a::.i record"s; the rna.na,ging: of aCmi::istrative dctails of an office,
recei-.rirg l.isitors and, naki.ng apr:ointnenLs, coiitacting off icia.ls of focal
housing a-u'Lnoiitics a.nd cornmu:rities, handl-ing telelno:e cal1s. giving out
infornaticn of a. non-noll-ic1," uLtu:'e, a,nd ccnli.ling data tnrough invcsti-
-o * i ^rF!,.( u i\/f:.

n tl I T\:r r tlrllT eU---ilrr !..! V -!:lf U

CA3'-5. Senior Cl erk-St eno.q::aolrei:

Tne inc',r-t';ent of a position at this l-evel l,rcts as secreta"ry to a
I{ousing lilanager a,td set'ves a.s a. focaf point of ir"folnation for all acti-
vitie-q concerrling t:r: lroject. Iakes and- transcribes d-ictation from the
i{ousing l{al:,ger rega.r'C-inq the a.ctivities of the project; takes and- tran-
scribes notes of long-di-stance tele,lhonl '-:allsr ancl conf erences verb a.tim,
i-nvolving a sul:sta,ntial- nui:bei: of attenri:3' cff icials with responsibility
fo:: i,:clusion of a-o.ro-ltriate r:a.terial and- exclusion of non-essential d'e-
tails; i::Litiates 1nd nairtri,ins conts"ct s r:rith off icials of ttre reglional
of-iice a.nd iccal- ho:sing ai-rtnorities i-n connection vritn vr,rious aspects of
project raara.gene nt; froi,r very general instruetio::s, gatners nateriaf and
corpile-q i.ata rega:'d-irig tae acti-ri.ti.es of tne prcject for tne use of the
Housing ilaaager and nakes r:econaendations rel-ative thereto; eoordinates the
procedL',res of the various units on the prcject; mai::tains ccnfid-ential
frles of tne office. Tle inc''il.,ben"t either -c:1-1gl'lrises tho r:iaintenance of or
mainta,ins the ot,:er files or records of the office, A tncro'agh knowleC"ge
of aI1 the operatioas of tne project and the aloilit;,r to understand and
d-evise r,,rorx rnethoC.s a,re ess;en+"i4.1 for this oo-"itioil.

Posrtions in r,,rnicn tnis type of vrork is performed- may be for-,-nd on
projects of over 60CC u::its.

Ihe allocating factors in this oosition a.re thc d-,':grce of responsi-
bilitrl and thc t;npe of s.dmj.riist::ative cluties o.elcgated. to thc incumbent,
such a-s the completc responsibility of thr: incu,rbent for cstabl-isning and
maintai,ring co:rtacts ,,vith a considerable nurnber of irnportant officials of
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the conmu.nity; the assembiing from general instructions of material and- the
compilation of regular and special- reports in connection thererryith, for the
Ilousing }tranager; tne making of recon:mendations; and. the use of eonsiderable
inC"epenC.ent ji:d-gr"nent and. j.rii+,iative in the nand"ling of administrative and
other d-etails of the office.

CAF-4, Cl erk-Stenographer

[he ineunbent of a. position at this level acts as secreta]'y to a
Housing iifaaager a,nd serves as tne foca.l point of information concerning the
activities of the-projr:ct inrrolving srtch duties a,s the taking and trans-
cribi.ns; of d-ictatior: on a speed- volumc basis from the ilousing Manager
rela.tive to tire activities of tne project alcl notes of long-distance tele-
phone cal-l-s and- conferen.ces verbatim; receiving of off icials for a good
portlol of tne tirne; ma,iring appointments for the ilousing Manager; giving
out infor;,ra.tion of a non.-nolicy nat",;re but reouiri-ng a knowled.ge of pro-
ced-ure vrith regard. to tne operation of the orojects; composing corresrrond-
enee ancl signi.ng routine correspond-ence for the superior; gathering data
and- material throu.qn rc-qearch in the files and establisning and maintaln-
ing conta,cts v,rith Iocal comm,:nity officials.

At tiris grad-e level mg.y also be found- leasing and occupancy and proj*
ect servi-ces functions such as the organizing r:f cooperative relationsi:ips
among tenants and tne settling of cl-aims.

Positions in rrhich this t;-pe of work is performed- ma.y be found on
projects -'rith from 1200 to 5000 units.

Ine allocating factors in tni-s position are the resr:onsibility for
acting as a source of informeition concerning activities of the project; the
taking and- transcribing of notes of conferences; the receiving of officials
for a good- portion of the tirce; the making of contects witir conmunity
officials and tne application of initia,tive and. good jud.gment in the
managenent of ttre functions of the office. fhe work of tnis position
is subject to general review fo:' conformity u'itn established, proced'rres.

Cd.3-3, Aqgi-s tant C1erk-stenogranner

fhe inc".:mbent of a, position at tne lcve1 acts as secretary to a
Resid"e:rt, Iiousing or Assistant Housing i,r(anager in a foeal point position
on a project. Receives both d-efinite and general instructions as to work
perforrnance and- the'work is closely revievred for confornity to proced-ure.
The ineumbent takes and transcribes dictation relatlve to the activities
of the project; ta.kes notes of long-d.ista.nce telephone call-s verbatim;
receives visitors; mai(es appointrnents and contacts official-s on instruc-
tions fron srtnerior. [he incumbent d.isplays unocc,,rpied- units to pros-
pective tenants; gives out information concerning tne regular affairs of
the office; arranges for cleaning of vacated- unit-"; receives and receipts
rental pa3rments; malnte.ins the flles a,nd- records; may assist in the organizing
of tena.nt activities and tne settling of tenant problens wnich mal/ arise"
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Positions in r,nrnich this t.',rpe of rork is nerfr:rmed" rna,y be fo.::rd- on
pro jects ranging fro:n 83 to l.llOO rrnits. It is irnportant to note that
positj-ons at this -l-evel have a va::iety of d-uties includ-ing functions of
l-easing and- occr:-pancy clerks avt project services cle:.ks. This usuall;7
occurs on smaller pro jects whet'e ad"ministrative and- clerical d-etails of
the office are sup'01emen'[ed. b;,r these functions"

The all-ocating factors in this posi-'ij-orr e,::e th.e va-r.-iet;,r of cI-erj-cal
and- other fr:.nctiors ire:'forrnoo-, s-u.en a.s lire .i-n+,e::vieving of 'orospective
tena.nts; the nal:ingl of appo:ntn:err;s; th: [,,]r-ii of long-d-i-stance telephone
ca.l1s verbati-m; a.lc=' ti:e:i:ani"r6lei-ner:.t of clerical- C-.:ta,il-s of the office"
This nosition ope:'a.tes witn sone amount of inden,::.r.d-e::t jud-gprent and-
in:-t iat ive.

CA5'-3, A s s i s ta nt C.r e::k-'Sl; eno(ra.lnei' (.A.ccou rt i :ia)

fhe incumbe nt o-f this itosition rla.-rr -oe:'foirn any or ,:.1,] of the abovc
en'.::no::aterd- tl'trnctions. In."rcr'dition to these, t.n.e incrmbent posts ch,.-rges,
cred-its and otl:er d-a,ta fron rr:uchers, rec::-isii.,ions, recoiots and other
ned,ia to the projcct booliso acco;nts a,nL1 recoiis; a.ssists in aclmlnistra-
tively revievring a::.d exaninj-nr: !u:lcirase ord.ers; prexa,res and types nay-
roll.s, requisitiors, 1-;ul'chal:e oi'Lie::s anrl similar palers.

!4q-2, Junior C,1-e::ir-St encgrarorrer

Ihis is the los'est *"racle level- i-n the Cl-erk-stenograoi:er. series.

fh'e inc'.:-nbent of this position :,s reri ronsible for ta!:ing and- trans-
c:'ibing d-ictation on a:rroji:ct r-el-a.tive to l"it,l activitles of tne office,
comtr,osin;i and. t;,rpi ng f orn 1i';t1s"" , rni.,,i ntdli:'l1l)g a f i1i.ng s;rsten, e.ns,rering
the telephone and- 6;i.rin13 o-irt informatir:rr cf a roatine nature.

In tnis r:osil;ion a coiabination of duti-es malr be founC, such as
as-"isting in receiving and-::ecei,oting for rental pa;i,:aents, showing vacant
units to proslective tenants,;, etco

I -.t ',r.-4

fhe work -oerforr,red. invol-ves the use of some j,,-:.r1g;nent
tne apr:lication of cilrefirlly cr.efined- procedures. However,
very specific.

Bull-etin No. 21
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a,nd" init iat ive in
instructions are

In the allocating of tiris posit ion, tl'ie size oil the unit is not con-
sid-ered-. lhe d:uties and, responsibilities vesterl in this position, sucn as
maintaini-ng thc fileso ansr:rerring the telepnone and giving out routine in-
formation are the all-ocating factors.
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SllF-I:lS : ECiIS,I:IG l*liLCAX.

XIi:,i-.D 0f iiti!,'i

Eas prim.ary l:esponsibiJ-it;" for the efficient ancr- eco::rornical management,
opera,tionu at:.i. naintci:a.lce of a ;lpF-^ Cj.iact,--'..'-c--.e:'a,'bed- ,oroject. lhis in-
cludes resr-.r:nsibilitlr for the lez':,lcr:la:.':: c.f 1-",i:rcti-c;rs sr.:ch asthe fcllow-
ing: fne se.r'-ecl;ion of ter:nnts: trne- orZe.';,.j2:iitj-c;r and- cl"evelopment of cooper-
atir.'e soclal , recreat,j.onal , aird edueaij.c:l act j-rr.-:t.'Les a,nd- rela,tionships
elrnolg tenanls; the prepara,';icn of Ceta.il-ei budge 'c cstinri:.tes and- f iscal or
statistic,';1 clata; 'lhe operation, re1Jai-r, and. mainter:a,nce of buildings,
ecrtinnent, gro',Llrd-s, :nacninery, tool-s, p1u;l"c:-::q, h+ating, and- other s;Jstems;
tne t,:,lcing of brd-s; tne ir:a"inter**,,,nce of rccord-s and accounts fo:'all pirases
of lro.ject act-j-vi"tres; tne, co1-l-ection, crlsicC.1.', anC accour:.ta.bi1it;,r of rental
and oiner project irrcoi:re; the acco,.:ntc,bi1.ity for a,1l- property of the United.
States either reaL or pe:'solr-"i on the prcject tne procurellent of supplies
and equipnent; the selection ani-l supervision of aclr::inistratiye and nainten-
ance personnel; the rnainF,enance of pubiic relations.

GILIJf LIIELS

lhe allocation cf posi',ions in the liorr.sing ldalager series is based.
primaril"rr utcon thc size of *"c: project on which the position is located,
eroressed in n'*,nbet:s of clil'elling units. Jis tae mrlber of units inc::easesl
the d.uties and. responsibiLities of ilou-sir,. i;:anager: positicns increase in
d.ifficulty and" importance dr.le to tne ad-CL-'.ior of organizat,ion a.nd- cperation
problems.

tne fo]lolving table can be used- in naklng teitative allocations.

G-FJ 3 LI]:I.TS

o.AJ-S,9
cA3-.'/, E

Over
2CCI to
--i-iCl- to
751 to
,1 E'l

bC'f)

L76
tiL
upt

8000
8000
9aAn
1200i

750
Ar^,

ZDD
L75

to
+^t,U

to
to
U 1rn

lr\cr"lr:r5tErttulJJ

neterrirination as to r.^rhich of the tlvo or nore grades in the above level-s
is tne correct allocation for a ilousing l.[anager position, must be ba,sed- ur-lon
an anal-ysis of scy€rr&I varia,bJ-e factors wnicn nay be for:.nd- on the particular
project. It is al-so possible that in certai-n cases positions may be allocated-
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at grad-es above or below those in the above scned-ule. Due to the variety
of proliens rynich are found- on,orojects of different or even the same size,
it i-s not possible to d.efirre erliocation factors for Housing lvlanager posltions
at ea.ca grai-e level- based soIehr upon the d-uties and. responsibilities of the
position. Tnerefore, in allocating positions in tnis series, it is necessary
to anaT-yze such faci;ors as are listed. below the inclusion or lack of w[ich
will-, by influencing the d-ifficulty and responsibility of a particular
pos:ticn justify its allocation in a higher or -.l-ower grade 1evel.

f . i{ecessity fororovid.ing such services as garage and. trash removalt
street cleani-ng, pol-ice and. fire protection, and- transportation facilitles.

2. lfecessity for establisning and maintaini:rg utility systems sucil as
viater, electricity, or Sas mains, and" sewa,ge d.isposal plants, when such
facilities are not provid.ed. by the 1ocal government.

3. Necessity for orovid"ing schoois and libraries witnin the project.

4. Availa.bil-ity of com:nercial facilities.

5. PubIlc health problems incl.ud-ing the availability of hospitals,
d.ispensaries, and- n.,J.rseries and the control of corrurnunicable diseases.

6. Organization of the project, sucn as consolid.ated- project wlth two
or more sites, each neaded- by a Resid-ent lnanager; tvro or more projects operated.
d-irectl,'z by the iiousing, iilanager; project consisting of a single site.

?. Tgpe of organization as affected- by the type of dwelling units
-----trailers, dormitories, homes.

8. lvlaintenance problems caused by age of the project, faulty or d-e-
ficient constrr,r-ction, neating, plumbing ano. sevrage d-if ficulties, and. need
for red-ecoration.

9. Anount and d,e6;ree of public relations work neeessitated. by 1ocal
and ind.ust:'ial problerns.

I0, Prevalence of labor or racial nroblems.

11" idecessity for large staff lncluding highl;r specialized- personnel.

l,2. Rata of tenant tLrrnover,

13. Lietnod- of furnlshing and- billirig utilities to trlnants.

L4. Any other rxlrtlcularlSr sno*oal features or conditions raising
exceptiona.I problems of maintenance or supervision.
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liIltD 0f ifirrrr.:l

Cor:cerns tne continu::,nq anl;licatic;r ef r:ol.icies ar,d- pioceth::'es establish-
ed- in tne regior:al- and- celt::al, ilffj-ee; tr: t.re iea.sing of units on a" nrojecf,,
inclr:C.ine ccntac'i;s uitir ir:r-lr-r.sl,ria,1 p1;a-,- r i::r,1.3gers to i.e'bermi-ne the eiisential
yar ryo:kei:s l.o bc housed, t-;re r-c?iF+, rr'l vrl-i:c';.tion c.l the clrgih.llity
of .ai-.,r:I:-ct-llts, the assil:rrner:+, of units f,:,:: ccc'-:.',.':ri:,J-, trie inrrestigttion and"
ad-justir:ent of cor.llarnts, tae ree x,l.irii.:r:.rt,icn cf t:cirirlit s-;a.tus for ""he c"eter*
minaticn of contin,red ten:,nt e1i-gibility a.n;i t:c:'er:'Ce.r.''ing of at-vlce to the
Housing illiil.na.ler on the estab1ishmeat ar:C. revisicn of re:rt sci:e*u1es for
transiniss icn to praoer pal:t ies "

CAI'-I0, Scnicr i,easir'g a.nc, Occurencl/ J.{,ger:It

fhis is the hignest 6i::ac'-e in tnis series and na.f be for-:nd on projects
of BCOO units a.r1e over. Tr.e incunbe;nt. ul:der the general s.:pelvi.sion of
the Eousing l'lanag:er, acts a.s his special a.ssistant and- is respcnsible fcr
the leasing r.nC. cccNtairclr 1ror1.. IIis outi-es inciutre the establ-ishment of
wo:'king. rclatj-o:.rships ,i'ittr per-qonncl d,.epart,-rents of ind.::stries employing
vlar workers whostl ccorloration wilI bo r.oq'1'q1'e'1 in tenant selection; the
preparation of iirfornational fe:,fle{;s fo-' 'i-,rect cU-stribr,ition to prospective
tenan{;s, and the r:lar.;rin,1 ard executi-on (.r. cther rnethod"s of publ-icity to
reach eligib1.e apnl-ice'nts ; th-e orga,i'Lr;e.f,'-an, tralinine, supervision and
d-irection of tne tenant sel-ectien sta.*-f ; tn"e revi,rw of verif ied- applications
and recorn,'nendation f'or flr:e.I action; the 1:.'!ervi.er-'LnE of a,pp-1-icants presenting
special oro';1ems as reo-uests for recolrsri.:-u;'ertiorr oj'el.igibilit;.'; tire assigning
of dvrell-ings " erpl:rining ti:e te-"i:ms of tne f ease a:ici nr.r.agement policies to
a"ccepted fai:ril-ies; and tne p.;r'fornance of specir,.l C,uties and- assigrunents such
as the prepai'ation of re-rie',n/ of sLa,tements fcr tire press, special reportst
etc. , on tenant select i-cn.

The ciesirable c..:;r1 ifications for tne perfornalnce of tris job are
gracluation from co-l-lege riitn major tr:rinin.{ in puol-ic ad::rinistration or
social science anci a. thorough knorvJ-e,1p:e of conr.unit;r orga.niz.zticn and- tne
requisite technicues of iirtervlewi-n.g: a.i:d- l::vestige"ti;rg. It is essential
that tne inc,mbent possess Lhe abili'i;.r to urganizo and direct tne wcrk of
others, a.nd nave a broa,d knorrled-ge of fed-er.al a.nd local progreJns in orC.er
to interpret tne'lvar housing progrsjr to pei'sonnel o-epartr:aents of rrar
industries, 1.ay groups and crospective tenants.

GF-rli-ll II'/ILS
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At ? 
^uti-E-y " Ie31S1n,r a.nd- 0ccrrpa,ncy /.,Eent

A,t ti:is level , tne inc';'lnbent 1s re s-o<..:::sibIe, as stated above, for the
leasing an,1 ocer:pancy work cir projects r:anging in size from 600I to BOOO
unit s .

CAf'-8, As sista.nt Lea.s ir::.g ar:d. Ocerroa.nr.-,r,AAr,)nt

At tnis l-evel-, tne inculibent is i:i::rpr,::.sibl-e, as stated abo.""e for the
Ieasing and" occupa,i:cy vrork oir p::c,jecbs r,.ir,.git:g ln size f:.om 40Dl- to 6000
units.

CA ?-?,,-fl;-:-r:io:" !ea.s{ and. t)ccrmancjr i"sent

At thi; lerel the .inclu:nbent is responsible, as stated- above, for tire
leasing and- occupancy vrork on projects r::,nging in size from 1201 to 4OOO
units.

CAF'-6. Prineina,l [enant .[iri.e

.A"t this le.iei tne incmbent aets as an offiee assistant to eitner a
CAI'-8, CAll.-g, or C,ir"T-lO I:s:rsing a;:'i (rueui,r,ncir Agei:t, In this ei.se tnere is
no responsiLi:lil-ty j'c;r cirb sj"C.r,: c'jnt:rir,[; rc::"ii; tne j.n.eu-n]ent, howevcr, shares
in the d-irecti,rn a::C stnet'T i'.ri-cr of l.cir.si.ng an,l occ1jpa.1(j)r work and-, since
he is in tt're oJ. f :lo at e,il t'i.:tls . he ic i-r. l.)J-::t cf ref :;'cnee f c:. sctt.t-ing
tenant seleetion ptobJ.e:ns a.irr'l. acls Ln trr: r:.i.rur.:e cf +"he Icas-',.r...x an,]- Occupancy
Agent in tne 1a,tte.:"s al.isenceo liris nosj. l. i.o:: j.s v,.rl.id- only fcr laige
projects where a ful} tine offj-ce assis'ci,,r;t, is needed- for leasing and
occrlpancy wc.rrk.

CAT'-3 A s sis+,ant Ie:ri.r.J: Ai.ile

fhe incumbent takes applications for aCmiss.i-cn anC interprets eligi-
bility recluirements to rLpplicrLn'is o nakes f i.:rd- .r:-sL tsr :r.s reouii'cd- to veri-
fy statemonts of a.1tp1ici,r-nbs rcg.r,r,1it'tE ::cusing coni.it:'l-ons and nrepar(JS
reoorts thereon, ,A,s r:rr,,ny .fossisr,a.tt De::tant l,id-e positions at Gra<}e CA3-3
may be esta.bl-ished- bo carry out the clerical d-etaj-ls of rental work as are
required by the vrorl.rl-os;d,

hf 1l A r\:i'-
r'tu-- r 1 r{ l-' . fr D

Io d:Lte, th.ere has been no sta.nda,rd- usage in servico and tj-tles for
this type of worl<, $oii:e v,ret'e establlshed" i:L the Pr"ofessional service, but
after investigation ib r as d-er,e:nined- thart ti:ey snci-rld. be in the C:1,*T ser-
vice sinee the work invol-ves the application of established. policies and
procedures only, and. d-oes not include pollcy formulation. fhe title struc-
ture given above is now regard.ed as the stand"ard, structure to be folIowed.
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It snould- be empha.sizi'd- that tne reslonsibi"lity for leasing and occu-
pa.ncy work is thp sa.me on all projects but tnat thr d-ifficul-ties and- res-
ponsibilities ircrease v;ith tne number of units on tne nroject. 3ecause of
the simila:: backflrollnd required- for' leasing and_ occ,:pancy and project
services f'"rnctions, and- the lighter workload on projects of, 12OO units or
less, the project services and- leasing and occunancy functions have been
combined" at the CAF*4, CAl'-s, and- cAr"-6 level.s, v,,nich are desc::ibed. in the
T'enant .{.id-e serie s .
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KI}ID OT' i'IORI'

Positions in the naintena.nce series f'a}1 into tnree groups!: supervisory,
perfori'nance a::"d- labo::er". The c.,,e:.ail fu;rction concerns the mai-ntenance andrepair of ciirectly-operated, projects, incl-ud.ing toe repair and- upkeep of
build"i::gs and eqr,.ipment; the installation of ner,, equilnent; the maintenanceof tne vraLer, electric, and" p1'.uir'bing systems; tiie r*rairteLa.nce and. upkeep ofstreets, sid-eiralks arrd. 14.i,!'ns; the cleaning of occupa.ntsl o,uarters a,nd- service
rocms; an& the preparation of buC.get estimates for mainten&nce supplies.

STIPXRVISOLY G!.O'riP

Scope:

Responsible for tl:.e r",ainte:rance of the entrre project including the
build-i-ngs, the lortable a:.rd sta,tiona.r;,. eqr:.i-prnent, the heating, viater, elec-
tric, seriage and- plumbi-ng sysf ens and- rhe j-r auxilia.ry ser"vices, the land--
scaped- areas, yard-s, ground"s, t"ralks ani, stre:ts; orelares plans and speci-
fice"tions for the irnporvemcnts a,nd- aftcra*uions to tne builCinq, utitity
systems and equirment; furnishes d ta to tne ilor:sins lvia,nager rel-ative to
maintenance sr:pDlies and equipment fo:" use in naking budget estimates; pre-
pares rr:corfinend-atiorrs and" specifications fo:' proc,:ring tne necessary mai"n*
tenance eouioment and supplios and is respoasible for the rcceipt, storage,
and issuance of such stocks; is'responsible for the s,:pervision of tne
entire maintenaiLce stajlf of the project.

G3A!T J,fVTI,S

CPC-10. Senior l,iaint en:ince S"anez.inj;endent

Acts as sucervisor of all rnaintenance v,,orir
from 1200 to 200C units, or on smallcr pro jr:rgf,g
maintenELnce problerns, or on a site of over 2C0O
pro ject yrnich nas a centrai.I maintena.nce seciion
ldaint enance Engineer.

on rrojects ranging in size
havlng eomp1ex or d"iff icult
t:rits of a eonsolidated.
s,:rervised. by a Project

,l

CPC..9. Mainte na,nce Supe rintend"ent

Acts e,s sul:ervi-sor of al-l rnaintenance rnrorl< on lrojccts ranging in size
from alproximately 450 to L2OO units, or acts as supt:rvisor of the mainten-
ance work on a 1000 to 2000 unit site of a. consolid-ated. project having a
central rnaintenance section.
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iuni or iuia.in.t c:na,ncc Superintend-ent

licts a.: s1-p.rvisor of aLl- maintenil,nc. r,rork on nro jects ranging in size
fron 266 to 45a',inits;, or su.nervj.ses tiie :la.iirterrance y/ori< on a l-0OO to 1250
unit:; site of a consoliiiated. project having a centra.l- naintenance section.

Scn ior lllair.'i e:r;:,itee,A.-i-d.e

i'ita
*TPiLA"

Act s p-l th,: srr,r ':rvl s lr
size f'ror, .i?3 to ic5 u'n;b:,
supe::ii:l;eniiri;it on a, p::o j c: i;

of a site of iran Z,r,sA to i00
centra.l main-tenance off i-ce.
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all. nainte:le.nce lrorlc on n::ojects ranging in
r+cts as an a.ssi-s';ant tc a sui:erior maintenzrnce
2i00C units cr cver, cr e.cts. i-r.s the supervisor

u.ni-ts of a consolid.a,tccl r;roject having a

of
AT

of
0

A Ser:.ior l,lainter:ance Aide me,y also assist and. ciirect, or have C"irect
st:perr,'i-qion ov..::' a gro'r-il? of jourliey:r,ren or skil.leti ',yorkers as a foreman of
ce.rtcenter.q, or p1-r-mbers, or e1e ctrici.ans, or tr)ain.ters, or nasons, or
m.ecnanics.

u-f u-o General L[ai.ntenllncr: Aid"e

Acts a,s the s,.rpervisr:r o:l a.11. i.la,inte:rance',rorl< on a project ra,nging in
size i'rom]-20'r,o 175 r.:nits, or acts as a.n assistr.t.nt to a, superir:r mainten-
ance suDeritrtend-ent on er larger pro.ject, or acts a.s thr si:pervisor of ther
maintenanco work on a. site rang;ing from 250 to 5C0 units of a consolid"ated.
lroje,ct havi-ng a central me"intenanc,.; office.

A General ida.intenirnce.A-id.e, und-er generi:"l srrpervision, may also act as
a foreman nnd plai:, larrou-t ernd- d.irect the vrork of a larqe group of unskilled.
l-aborers, or a mocl,erately large group of skilled- and unskilled labore::s all
d-oing the se..me kind. of work,

!FC:5, Housekeeper

Acts as supervisor and instructor ovel: a grou! of annroximately 100
ilousekeeping Aid-es, maintai.ns time a.nd l.eave recc.,::d-s of aid.es; responsible
for tne care, cleaning and" mairrtenance of C,.ormitories and service rooms of
trail.er projects; responsible f o:: tne r:epair, roeri.:rtenance and clistribution
of l j.tiei:s; requisitions, maintains, e.nd- d"istributes nocessar..r hou.sekeeping
supnlies for tiiese projects.

u.:. u-i) Ju.nior l'{aint eni,;nec Aid-e

Acts ar superrvisor of a,]l- maintenance rlork on projercts rerngi.ng ln
size from 83 to lllO units, or acts &s iln assistant to a superior maintenance
employes on a 1a.::9.:.er project, or acts as the suoi,rvisor of tne maintenance
work on a d.evi:lopment r:f from 1OO to 350 units on a consolidaterl project
haviirg a central. m.a.intt:nance office, or acts i,.s an assistr,nt to a superior
maintenance emolo;,'ee on such a d,evelopment having: more tnan 250 units, de-
-oend-ing on the conllexity and d.ifficulty of tle ma.intenance problems.
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iun'lor lio aseL:ee,rer

Acts Ers supervisc:: &n(r ir.structor over a group of a;prcxinately 45

Sousekoeping Ai,j-es naintai.l.s t-i,n,; and leave 1-ecirrd-s of aj.d.es, res,-ronsible
f or ti:.e cere, cl,:a,n1ng r:.ni- ma.intenance Of d,crmitOries and. serviee rOoms of
trai1er prc,iect-<; r irsolnsi.blo f l:: the repaj-r, naintenance and. d"ist1'ibution
of linens; 1'cciuisjit ioris., ius,i;rtains a,ncL oistri.b,:te-" nercess&rlr housekeepinE
suoliies for tnrs'r orojccts'

PIP-FCF.ia l.ioi Gi.CTi..]

!ggq':

Positions in thi-s grorp pei'forrr 1vor,{ requirini sl:i}} and experience in
one or rnore of tne: trad.r:s listed. below. Cn tne l-arge-.t projects rrirere the
workl.oad, rooJlres tre serrricos oi' a f'ull 'bin,: jotlrite .-/-iilan in one of tire trad-es t
i.e., Painter, P:'-r:mber, Carp':ntcr, etc, l;t:ch lositicns rna;J be establishOd.

Caroer:te:: -- iia,kes repa,irs to tn.z e:-terior and inte:"icr of builclings t

]'lltA
F!P-A

repai.rr-. f.l-oors, buiiC-s shel-ves and
mov'Js winiow screens and. sto:'rn sa,sn

0o..:rat inq ?--r,.^.-
"JJ-!9 L-r" -/L

rrressur+ boiL.:rs, -{+etf s
boilers and boiler roon

3ul-letin No. 21
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euoboa::ds, natcres roofs, l',tts up or re-
, pircks, crates r and- re'oairs fr:rniture.

-ELeg!.Ifg.fgg -- Insta,lis, ma,intains, a,nf, re,oa,irs generators, motors'
svritcifoaffiIco:rtrol'cos,rcl s, c".it-oi]-ts, 1va1], f1.oor, and- ceil.ing receptacles,
conduits, nieters, fustr boxi-'s, 1i-,'11-tn, fans, neaters, rarlf,es, be11 an'l buzzer
s;rstems, fire-a,Ill.rn s;rstcns, si,lr,a,-L s;rrte:'lts, te1-elnono and te1:grr"ph systems;
C.oes interior arnd ::<terior wirini:. zlid overhead or underground line wcrk.

{r.:S" -.- larrs brick, concrete blcck, aitrl teollovr tile on interior or
exterio,,-,or,"11s; :.epairs tile vlal-l.s and- floors; co,tstructs and repairs stone
rallrs aiid- i'eta,j-ninir5 vrall.s, mi,:les a,nC pl-acas concrete in forrns, 1,a3zs brick on

lavements; tears, d.ot,ln loose plaster-i-ng, pi'eoeres wells, and ap1:lies nevt

i-,Iast er.

j\iecha,.,r.ig -* Re-tair.s and. mail:.t,:t.ins a'rtcnotive equiprnent or other motor
C.rivt:n ve alcl':s sucr as lawr,lolrers .r,nd tra,ctors.

-- Operat"a 1 .'-':ttlnm .lr.eatinp,: nlan*u, fires low on high
record-s of fuel c,tr:sr;rnpt ion r cler,ns a,nd- repairs
equi.rr,ent; or opelrates, maj-ntains aird ina.kes repairs

to a water system a:rd"/or sewaEe d-lr:,'oosal r:Ian.t , and lceeps records in con-
necticn witn such o,cera.tion.s.

Pei"!gI -- ?a,int-q, sta.ins, va.rnishe:',, f inisnes, la,cquers ' enamels, and
calciiiines tn" exterior and intE:::ior o:l br:ild.ings; paint$' va,rni-snes' stains
anC. flnishes hardviooC,. furnit'.:.:.'e and- woodwork'

?:l-1rmb,rr -* lnsta.lls, and. rclairs wa,ter pipes, fire hyd.rer,nts, va,Ive s t
ga,sbathrco::r arrd. 16if ct filcilitios, kitchen sinks, lrluntlry equinment 

'ranges, &no alf accessories e.r:c f j.t+ i ng-".
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GRA.ll LEl,lElS

G: le:a,l :,.a=nt.:rr::e^ -iii.e

Perforrrs rnaintena.l.o€) worli at the "jou:'neynan level- in one of tne above
s.*illed" trad"es necessitating the possessioii of a ce::tain shj-ll- ilnd- the serv-
ing of an a,-rlprerrticesnilt. Ope-ra,ting Xngineer positions al-l-oca.ted at this
Ier,"el naintflin and oper:ate high 'rlressure steam pla.nt heating systems.

CIC-5, J:rnior i,ia intenance .[j d.e

.rrssists craftsnen or mecha.nics in one or mot:e of the above crafts. or
rnal<es general rnair.tenance repa.irs of nocerate diffifL:'lty bolow the journey-
man lcvel br:t rec#-iring a. uorking k:lourled"ge of a-'l--']. trad-es" Operating
trng,;ineer positions all.oca,ted at tnis l-evel- ooerete nign-oressu.re steam
boilers for: heatiitg pla::!s. lhis is thc journe.ynen Ie.re1 fo: operators
of wate:: s,;.stems anl ser:irage di-cposal plants.

tJj] tJ -+
r-ind"e:: llla.int ena.nce Aicle

linder inraei-in.te su_tervision to serve a.s an apprentice and" to lerform
mairual- -]-abo:: invcj.ving sorne skill and. experionce.

LlfO;J:t G3.O;JP

Scole:

Under irnrnerd.iate s.aoervision r:erfo::ns crd-i-raiy naniial labor in con-
nection with tnc rnainte:ra.nce, nyrd gen:ral ,-r]ri:e.,p of the project. fnis work
rcc..:ires lit tlr: s.-,eciill traini-ng ai:1 s-::l-1 , aud intolves sr:.ch d"ut ies as the
runnirr.g of ci:rilnct-s, clenning, sc::ublring, nopping occupa,ntsl quarters end
service rooj:]s, snoveling snolr, lifting heavS' objegls, and novin'q f'arniture'

CPC.-3

Seni-or Laborer: Und.er tne supervision of a sllperior maintenance
emplo;,.ee pe::fo:-'rns na.:ua..]- labo: requiriig some s1iil1, tra,ini-ng or e4per ience
in connection,,';it;: tlre rr:a,inteirR.nce, repa.i-r a,nd" general upkeer: of a project.
Does Iou;:o ca,r'penter, pli:sti:r, and 6t,rsent vrorli, aaKes n:inor:'e;pairs to
buildings, kitch=n ri'"nges' refrigc,ratorsl laund-r;' equiprnent, F'l lmbing and
lig:hti ng f ixt-*res.

Janito::, Sc;n;,g-l lio:se]reei:in:: {:du: Under the general direction of a
surreri.cr mair:tilna:tce em;ulo.fee supervises ar, sma.11 group of vrorkers in tne
mor.i,:E o:[ f]urnit,.l"c, s'r,iceping.r scrubbing, nopling r po] j-shing floors and
wood"ror'1<, the cftan.itr,q' of occ,,rriantst qr:arters, making bed"s, changing bed-

1:inens r onrlt-y'in{: vraste bers'rets, and tle account ing f o:r: litren supplies.

liesseniler: Goes or e:ilrand.s betrrreen nro.jects, d-elirrers packages, and

1:icks un mail.
1A
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In acl-d-ition to tne factors mentioned lrbo'/e,
in t:re suiiervisorlr and- oerfori']i',ncc grouilg rna.y be
factors suc:i a.s the folloring:
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tne allocation of positions
a"ffected- by variable

' Charrffeur: nrives automobile , takes pas-qengers from one site to
another, maintains u-ol';eep of vehicle.

frrrck irtverl lrives a ir..:ck, Ioad.s a,nd, unloads naterial on tne
trucic, naintains upkeeo of vehicle.

Jr. Ii::ena.n: Oirerates low Dressure boiler for heating plant.

cPc-2

Jl:-nior Eousekeeping {4g: Cleans occrfpantsr quar+,€rs, makes bed-s;
changes linens; d-usts ani" oils frrrniture and woo<1woi'k; sweeps, scrubs, mops

a.nd" polishes floo::s, stairs a,nd. service roolns; keeps rooms supplied" with
soap , bath and- ira.no tovr,:ls; empt ies v.,astebaskets a.nd ashtrays; keeps toilet
rooms su,oplied. vrit"6 pao*r.

lnis oosition exists on1y" on dormitofl;r or trail..er projects.

Juni.or. ,Ianitor: iuicves f.rnitu-re, svreeps, scrubs, mops an& polisires
the flooi's, ualls, anii "roodlvor'l< of the halLs, stairs' officg store roonst
Iaund.:'y and otner service roolls.

Junicr Labor.er: Mors lanvns, trims hed.ges and situbberi', vraters grasst
moves f".:.rnitr-r:e ancr- nlaces and relra.i::s awnings and screens, carries cement
anri- p)-aster, passes tcol-s and. perfori,rs si.nilar tasks in assi-sting those
enEaged- in semi-skill-ed an,1 siril-l-ed- rvork.

X-A.F.1A3IES

'l rl:;6 +.-,r,,,e of ilousing units - dormitories, trailers, homes' or a
combinatioi of these.

2. fne ex:-stence of lroject sei.'a.ge piant, electrie pIant, fire
f ighti-ng equip.nenrt, vater p1aet, streets or police force.

.1 Ti. r $-*
""r,,e of organizati-on - consoiidated" project with central ov€r-

a,11 maint6:,nanoo section, or inclividu,al- raaintenance selctions on each site.

4. fhe t;,Tre of construction and the material used in construction.

5. Tno age of the buil-d-ings antl- the need. for repairs, painting, etc.

i rii" o +,--.v. -.,-,.rr-,e cf nea+,in5 s;,,stcm (inaivid-uaI or central , nigh or lolv
steam pre-qsrll'e, coal or oil-, etc.)

?. [he natu"re of tne la,ndscaping and the type of equipment necessary
f or the maintenance of the ,lrounds.

8. Ine d-istance of tire project from a metropolitan area.
12128 27
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POSII ION CIASSISICATIO}i STANDARIS IOR DITXCTIY4PIFATID PROJECTS

SXRIES: PROJ]CI X4AiNTtrliAl{CE ENGI}I-5ER

KI\D OT' WORK

Concerns the repair and maintenance replacement and alteration of al1
buiid-ings, ground"s and. equipment on a housing project includ"ing painting,
sheet-metal work, masonry, flooring, roofir:g, and including the maintenance
and repair of electrical, heat and plumbing d.istribution systems ani. the
maintenance of all plants and. paved areas exterior to the project build.ings;
tne planning an& C.esigning of atl new mecira.nical , electrical and. structural
improvements a.nd- repairs on tire project; the performance of continuing
technical inspections of project irrstal-lations to determine sources of
difficulty in the operation of p::oject oouipment, landscaping and utility
distrib,:tion systems, and initiating or recommending to the Central Office
necessar,'y' revisions; tne estinating of build"lng maintenance costs for
bud"getary a;rd. otner administrative purposes, and the preparation of period.ic
and" special reports on operating costs; the preparation of snecifications
for contraets on material.s and" equipment, and the purchasing and maintenance
of such materials and. equipment required in the operation of the project;
tne maintenance of tire rroject ground-s includ-ing a1I plantings, equipmentl
and paved- areas and grad-lngs, and involving tree and- shrub surgery, and
insect exte::nination; t::e initiation and development of safety devices and
programs ancL the recommending of essential fire control regulations, and"

the maintenance of effective liaison with tne Technical- Section of the
Regional Office on all problems of maintenance.

GAADE IEruIS

P-4. Pro-iect lViaintcnance Ene'ineer

fhis position represents tne hignest .qrad.e of professio:ral engineering
w,crk to be fo'und on a project in aqr region. The position is the full-
grad-e journeyman engi-neer and" involves responsibility for the application
of prcfessional ccrnpetence to major problems arising in the fields of civil
structural, electrical and mechanical engineering as well as in the related.
fields of arcnitecture and- land-scape architectu.re. Normal1y, such a
position is justifiable onl;r on the largest projects, i.e., ti:ose of 6000
dwelling units ancl above, where are found. sucir items as l-arge central
heating plants, high pressure steam d-istributi6l -c;;stemss electrical
generators and tiansforners, extensive paved arilas, rnajor problems of grad.-
irg, soil erosion, and land settlement, and complex S€vrags dispcsal and water
cooling systens--sucir factors, in a large coronunity, ma"king for continuing
problems of a highl}, technicerl nature requiring the attention of a pro*
fessional engineer. [he incurbent of a position at this grad-e usually
supervises a la,rrge maintena"nce staff aoproximating ICO persons. Ihe ad--
ministrative responsibility of tne position is qenerally enhanced" by the
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tab





t

\I!iA
rPJA

scattereC- iocaticn of various sj-tes of the pro]ect;
to increase the variet5, of technicill- proi:1ems vhich
inc,:l.,bent is usuell;r shillecl in a,t leas+" one of tire
rnentioneo- a.bove but also must have a, good knowledge
in p1s;s"t main+"enance.
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this fact also tending
nave to be solved-. fhe
subject matter field-s
of a.l-I fleld.s involved

The esse::tia1 a.Ilocation factor i-n i"eterrnining this }ovel is the ex-
istence cn a lroject of a va.riety 'cf najor tecnnicaL problems sufficient to
requi-r,: ti:e attention of a full-grad.e professional engineer. Ihe size of
a projcct is a" sood crit,ericn for assr:ming the Dresenee of such variety of
problen-*, evid.i::nce to clate ind"icating that pro.jcct ranging fron tlOOO units
u,c can present such nroblems,

.H-J. rlsso ciate ?io 're et Maintena,nce Enjxineer

Sitner:

lnis re,cresents the highest level for tne top maintenance position on
pro ject s of lesser size and coinplexitir vrhere t e cnnical nroblerns of buildi.ng
and. ground-s maintene,ncc a:'e not of sufficiernt C'ifficulty a.nd. variety to
warrant alloca"tion at the journciyman engine,;ringl Ii?vel. fne incumbent of
thLl position nust be a ccmpetent ensiilt-er uiith severa} years of erperience
in oire or mcre of the reccgnlze{ engi.ne,rring or arcnitect,:ral- fields.
He performs essentiall;g the sane r,iorir as the P-4 ll:.gineer, and. with as
great a d.e;'lree of 'becirnical indepeni-enee. Iiorre\,...r, ti:e incurnbent is usua,lIy
station,td on a. ilro.jt''ct of from 200C to SOCC uni-ts, v,,here installations a.re
les-" conplex than on the 1ar;;er<t nrojects; r,vhere probl-ems of landscaping,
gradine; ancl pavi-ir.t are less varied. an1 d-ifficult, and yi-rlere the sj-ze of tire
ma,intenance sta.ff is considerably r.:d.uced. fron th;lt of tne largest projects,
effectinp; a correspond"ing C"ec::ease in supt--rvisory responsibility.

Serves as first assistant to a P-4 Project Laintena,nce Engineer
stationed- on one of tne largest prouiects rhere nignly d"ifficult technical
maintenance pro'olems constantly arise. In this sit..:ation tne inc'u:nbent of
tire P-3 position eitirer acts as the onerating technical enqineor for the
project, witir the P-4 d.evotirg r:nost of his tj-ne tc admini-ctt-rring the main-
tenance Drograrn, in which ca.se the inc',r'nbent spencis considerable tiure in
insnection activities, in tne stud";g of structure.l a.nd- qrcunds rnaintenance
probl-eins, €ind in the ii-irecting of specific reps.iy a.nd al+,eration jobs; orr
the P-3 serve*q in a lnrgely administrative ca"rraci-ty, witn responsibility for
lrod.uction and- coordination, leaving to the F-4 tne greater hulk of d"irec{:
technica,l lerforna.nce and- :rnLtl.ysis. In rnany cases, a1so, tne P-3 is
trained in onr: or more subjeet ma,tter field,s in wnich tne !-4 engineer has
no d-irect exp,erience, thus corplementing tne P-4rs tecnnical proficienry.

0r

a\ "( a_'t
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. t^: -.'.,r .i. nt 1.'r. = ,rt ^tr. 
ri ai\ :n --i 'rO.r_---- .__'/ ' __ :-__..-__: ::__.---_.-__-L'_'___ :

i.-..is plls:-r...r,n is i.i:t.l€.'l -- -i"1)r-ir"t1 its tn:t *.-,oll ,i,i.- rt.t-rl,rce ensit:.eer on a
nfoi?C1. -:tt a:.'..r-lar r'1'f .i tir,; ,..,-li.'.'l s't-ca, a ',^. if ::n ''c-;lC IICjll.al-Iy be
l-oclteci, in rcs'J c-rses s.ltj-sf; t,j:.e n;etl fol ssili:d-.r;,:i,riertrif.c.t ller-qonnel
thror:..':L 1-,rle .:stiiil-i,'h;nent o-i por.it:-ons ir t::e llPil s::r.,rice. In scne ce.ses e

hd'r,:-;::'r '..-. l:'. ri'.:-;c-.-.., 1 t,.:_:lf .:,.-.,-:.f] g;.::..11.:,+.1t.y]S ,-.1..:.s,J, 1.. ,.I...I.r..l- r,:C..i eCt 11a;-
f'eq"r:.f,. t,:,- l"L'L-i-- -:r-1.tte sat.t./ie:: p;' eLll. .-ia'i-t\:'--; t.:.i. i.:cd_ -, ,i',rres:riotrall-J.r in a
lartic..r-ii,,r.:: -j:o-1.-1, cr e.l...ini'.-:-r-rt o:".al.ihi;egi:r.1i'3. Such sit.:.E.ticns vio.,:1d,
.ius'"if-. t::e .:;i.:tel:.ce of a t.rosilion at this l-evl1.

lii;::: cr.:,i.Dttr.'f , ;tos'.t i on" i:.1 t.r.is i:ve 1 are f ,tl,:^.. o1 ilio.;" ct s Srtrpeitvised_
b;,' a P-'i ol l*3 .Iti--Il:'':', t.:,- :r:c'anbe::t cf' llis ni:'rj.ruio3 s,:::l.j-it€l as Eei:tcrai
a.ssl-stt.nt in tre b.li.l-,t--'tl:. i,.:1C.:'.!:,)';:clr: r:_'.,j.:r1.,;eit?rltcr :llrll-1..r. 3:: the.l-a.rgesf,
r..rojsC:s -.i-.' ::']c.--:l.ili.; .'--.,- ll,; i';il.'!rc'f-d -rr..1:.::.:'.;i;- l:: .1 si'.e, Se-r1i.".1 .r1
fi'on t:.:e r.:i:.i'l p-': j-rct of iico ni"th ri S.:c::siLi- it;- .-ic:' l.1i rclti:te ris.inte:rance
rloi:i oa t..:.lt naitic::..]-.lr -"et'e.l-oirme::.1.. ii-ire t,i,r. -i-itc-"lrll-rent cf ti::.e P.-3 position,
tle irc.,l**;.1:t c-' t-.:.s r or:i.t irn t:,n].- alro s.r-=? :_:_ .n :s;:ir.f ial_i.r au:iiiristra-
tive ca.iaci-t;r rv':.ir:, h::r-ve:.', 2 k:t:.r,'J.rd 1. l-" t_:e flun:l-:r::-:lt,:l.s of ma,ititen-
ar:.Ce e:rBine:::in.,1 it f,1(:ii-l'r,,ri-:1lrll. t:-e ,i'f.rC',, lvt lteriir,.:":t:A,:lCe Of tnil 1,rCl:I{,

F.I- rA.::r,,S

Grad"c PJl is tlst.lllishi',d. i.r-: tlr"e loo !ii.r.o.r. r',::: ;i-.i,:tf o::r:,n.ce en..:inle r
positions cn rrc.;act s j-tes ci"icf)-1.. f'o,. 1,r'.o rciir_:crtr; (f-) rt is f,.-,1-_t tirat tlre
Yarieirr ar'rc. rea:l,r,.ic.a] ii..t-ficulri;,,,)i iri.r.inir.ni,-11c. c;cl:*::.i],r :..-i-sir.; cn,"ny cne
J,ro,i:ct i):ru :'.irt s:r.iic:-r:.t lo l-'r.::liint ir.,ccitio:: a.b:r-,-, t:.e st:r.:,r.r_1[ ,ig111nq;--
r.:n ln,:it t r:1.-: l.C-.-ll-; ','lt ....1f :liCir.::t, i,t: ,.:::.:i.L.l , IC rrC...-Lii.t +r,nj.t tj.Lil
inc-;nbe nt cil ai,;i -r-,lcn 1.'cs-i-t:-on be on ou'. r bariLirg r:;ol:rt i:r +,he s.:i: jec*u
matter field; :..:li (l) t-ie na-intFri,a.rce eti.';inre:rs o: t:" :e.i-:i-e-i- p::ojects in
a region have i'ec,:!1r.Se fol: i;i,i.d- e-:.nl_ gr:iia.::.ce to sc.:c,irr.iists j.n the fiel{s of
tuifcj.in;- e":i:.li a,:r",run:is ira.intenilLnlo and e:l-::ct:r'iCa.f-::..c.:::.:ii.ci:1 rn.l::neering ivho
<ir L au r'au--.i'u. J\/ ua+ .. i r..J.ili(l - ._..i I ;1., :i l.a: .].i. -,.Ir S.l S_-:1,-L.iiL]::St ;lOSitiCnS afe
all-ocate,l" at G'rs.oe P-<. irrncre suc]:I srrcrralj.-qt pC-qj-ticns C,c nct e::ist in a
rerion, a::i- i'h:i'e, in arId-i"tion, & 'oijtr'iic:r.ia:' :1ii6.j.et t.:..-se:ts r:i-lsual_l-l.r
dj-fi'icult probl-er.s of an a&ni-nistr.r,til'e i;n,l tt)cir:.:cE.'r- i::.--"lr"r-.te, the top proj-
ect pcsitic:1 t: r. possj-bL:r b; a,j-l-oci1tcfl i:i; G::ad-r., !.-5" I-ris is a. fairl-y un-
1ikely situ:.tio:..., i:ow,.r,er, sincc ti:.e t l.;o ci)::,jii:il'.rs wo:l C :.,"l.nor-lt never
exi s t c oit ciilt:'c nt l--,r .

Scnie si5nif j.c,:rnt a.Iiocatlor,s, r.v;1is,;1 ni:r.:!r be ';:ed. i,i,s Euid.es for evalu-
ating pro^iect na.lni;enanc..r posibic:ls, h:tvi) br.-::. naie b1; the Civil Sertice
Co:iuriss ion for cet:tait pos:iti-o:r:s in o::e ferl-er.a-._ .itgenc]_r" A stud_y of these
allocations has r;;rrealed, thl,t fzliri.;yr s,p=cific st:."tcla::i.-s are being consis-
tentl]v' a.lierod- to by the conrrissicn. ror exan,--r1.:, the nost imorta,nt
a.llocatio;]. factors c,rllsiiier*ri. ilrc: n..rnllr.r of i:crsons occ.:lying tne build--
ing; t;,-pr,: 6f equi.:nenL insta-] .l-ed-; ancl tle m-r:nber of lersons sr.rpervised" in
tne ma:-n*ueila.jtc9 s.ncL csi.re of th,: bujl_d"inr. ldor+ sj: ecif ica,liy, we us:.rally
fird. e P-* r::qine,rr resilonsibl-e for apn::oxinate1.",r tvqo rail-1j-on a.g;;regate
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Sq,lar'l f :et oc-:.:t-,iecl blr over ten thousand. or:rsrns a::i1 rrsr irinq a mainten-
anCe -lorCe .-;j iL.i:tl:i-.:,,',.I;, t,r1....: n.:r.r:eiL .:c.*.:; e:.u .,_.at, tre C?C*IC nain-
tenen.ce s',-'ocri::'i.lld-ent, i 6 -.'':,-lolf;ibl-e fcr an ar:a :f e."orri'o:tima.te1;r ?5OrOCC
sqr.uire fe,.-t occ;:-ini..Lr -:J.- lr: . ::.n 4i,r 3OC le.:-sc::-r: ano- ::i:fir;irrr:.g a nain+,ena.nce
force of e,.p-lro:;ir.e-:e1;; 150 -,re c;t ie. I'r, rs srg'r-Li f ice,n+, i:r tnis couectirn to
note that t:rr: ocsit ion of Gro.-',--,: Sup;37--.11ie,nlc:rt i,...rpc-:silie f o:: ti:e nalnter-
ance cj:" rj-:.e :e;r:-ra3on *rr.i.J,diru. 1-ccr,+ted. j-n tne i{et:':cr-rl.itrn Area of 1Ve-Lsirington,
D"C. is ill-,'-or:atri ct o.',1;'G,":.:-,id.,l ?.-5, c.et;,rl.e t,:e.iiot t,:l:.t t::.is builC-ing is
the large'.,t cfflce ba:lcl:ng ln +.ne wclld. a;lci tha,t its aii'ccnclitioning,
Yiater c.roiing, seliila{. disnos;-r.l- a.nl- i:.:a,tin{ srstens a.ie na.;nrath in size and.
highl;,'ccn:pLex in ti:ei.: C-ctc,il-s" Ihe s-rpe:'i.ntend*:nt of these consclid.r,ted
build-in(s is i'espriisihl'f;: ir-r'artiirities of a:rEinb,-:::a:ice stsff of
ap::ro:iinat e.l-.rr 8CC "

Ihe:ie sta:-.1-ri:, aLt:lr"..i.r ::o: d-ilecti:' a-,,,1 :c;.il_:. tc ;i-: fplJ- pro ject
siti:aticn, na,,n ,:. -':-; j-d-e s,jr're va,1r-la;1e coili:ar j-scns f o:' tire al-lor:at ion of
trainteilance ensi::e.rr l)c s:1- b icns "
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POSI I IOi'[ CL,AS S iFr Cir! ION S[A]]!]-E.D S IOR I) IAECTLY-OFffi,AIXD PROJE CI S

SRIES: PECJICf SAYICIS .&J)l'ISER

KilD 0r'woHx

Concerns tij,e nrovlsion of educational, health, sanltation, recrea-
tiona1,, day care, cafeteria an<1 otirer facilities d,nrL servtces on the proi-
ect sii.e, tho stinulatio:r of rr:'ojrect ma,intenance by tenants, and the pro-
viC"i-ng foi' the 1i-va.bil-it;y of war housing and sl-um clearance public housing
projects; involving, nore specifica)-Iy: the stlmrrlation of the support and
coc,reration of e:;istins conmr.nity welfare and soc:-al agencies, bcth private
and. nt-.'r. lie, i:: the mos:i effective utiiizaticn of project space for active
and. passiye xecieatiorel activities; incJ.urling tne d.evelopme,nt of programs
of comruil:ty ac';ivlties and. tne maki:rE of arrangenents for the provision
of ma.teria,f s anu eqrr-ipr.e.rt 'cj, vp.rious oti:er ager.ci-es; the stinulation of
interest on the part of tei::znts in pe::fo;'nir,g general- maintenance work,
exeept t.hat requ-i-ring Ekil-I cr lavci:,,ing o.ange:, for tbe prJrpose of redueing
maintenance costs and lents and to incu.loate feelings of hone ownership;
the stlnu-",-at j.on of CiviLian }efense and. otherrra,r moraLe build.ing activities;
the planning and" d-eveioprer,t, in coc,ceration with the United- States Public
Eealti: Service, l-oca1 he:rlt;l dena.r'tments a.nd visiting nurse assoclations,
of programs of health. safetl, ano sani.tation whicb are based upon accepted
principles and. 'ora(..r.ice s of pubJ-ic healti: a{ministratien and" includ-e the
provision c,f clii:.ics, tru-rseri-es and, Eenera.I m.ed"ical services; and tne plan-
ning and d.evelopnent of :ecrea.tional and related Drograms includ.ing ad-ult
and" pre-school education, through the organization of tenant associations
and- tee cooperaiion of sueh eubside ageneies as tne frork Projects Adrninis-
tration, tne Cffice of Defense lleal-th and trfelfare Serrieesr a]rd- the 1oca1
YItlCL rs.

lne inc..rmbent of a Project Services posltion has a heavy eontaet
functicn l"rit-r loeal conrn.;p,if;; organizatior:s and officials and vrlth tenants
in th.o stimr:laticn ef fr,.'rl.1p activities anc. the provision of loca.I or tenant
lelld-ersrrir: for tir.:se actir.ities. In ro case, however, is he responsible
for the actr:al- sr4.-erv,i,'iou o:l the clubs, playglound.s, n;rseries, clinics,
etc. It is his responsibility to see th.it these fu::ctions are properly
or€anized- anJ car'-ried. cr:.t by etlrer i.ndi''ri,L.uals or organizatlons"

G3"4.}T ]JIEIS

P*4, Project $err-ices Aitvi.qe:'

Tiris is the hi.ghest grad-e in this series and may be found on proJects
of 80OO units ancr- over. t::e j-ncr'g1be:rt is :'espoiislble to the Housing Manager
or Asslstant Housing lvlar^ager for tne inltia.tion, supervisior and coordination
of projecb se:'vices activities. Since pro*iects of ti:is size are usually
d'lvid-ed' into several sites, ad'd-Ltional positioils:na;' be estalrished-' in ae-
cordance with stand.ard.s, at ea.cir location, and the lncumbents will be und.er
the o"irect surrervision of the P-4, Project Services Adviser, wno may blso
have assistants of lower grad-e'in the project central office.
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Becarrse of the size of r:rojects in this cla.ss, the Housing Mana6er and
Assista.nt Housing },.{anager can give litt",le time to the project services firnc-
tion, thus necessitatirrg full-tire assistants in this field. Therefore, tne
incumbent of this position snoul-o have an excelient backgrorrnd" and- eEperienee
in recreation ad.linistratj.on a,nd. ccntact work so that he ean perforn his
C.utiesnwith a minimum of supervision and d"irection.

P-3 , Ass cej.ate Project Services Adviser

Posj-tions in this grade are found on p::ojects hou-sing from 2001 t,o 8000
units, on v:hicn tne;,, heve conplete responsibility fo:' tne project services
a.ctivit:-es of thc p:'oj,:et. Tnese positicns can aiso be establisned on a con*
soli-c.ated project cf 8i)CC un:lts or over irhen the inc'anbent is specifically
responsibl-e for tne r,roj:ct servj-ces actii'ities of a site of a least 2000 unj-ts

P-2, Assistant P::o.jec t Sclriees Advise:'

At this l-evel posltions includ-e responsibiiit;,r for the initiation an&
cooreineticn of i:roject serr.ic:es activities on prcjects ranging from 1201 to
onnn ..*.r + ^&vvv [..1] u D.

[nis is also the perforrance and. ful1 operating ]evel on larger pro"iectst
on wnich a-c many positionl ma.y be established" at tnis level as a.re need-ed.

P-l , Jr,mior Project Se:,'vices Ad-'riser

Positions established- at this level are of a trainee nature and are found"
onl;,, on larg; proj+,.:ts ri:rerre a P-3 or P-4, Project Services Ad-viser supervises
and. trains tne inc'u::bent,

R3X[AN.KS

It shou-]-o- be ncted- tnat there are a trenend-ous n';nber of variables ln the
allocation of posiiion-s in this serie-c ancl tne onl;'consta.nt factor is the
size of the projcct. Therefore, the levol-s na.ve been set at the ma.ximun grade
acccrd-ir:6; to the ml:ber cf rurits on the r:roject a.nd. it will be necessary for
the regione-l office to cvah,:ate eacir;oosition as the need. fr:r it arises.
Among tire varialle factc::s ai'e: the anor::,r, of re-qponsibility for the project
services function whietr'[he llcu-sj-ng ivlanagr']: reserves for himself , and the
a'nount he c] elegates to a speci::1 assistan';; the d.egreo of supervision he ex-
erci-qes; the physical , social arC" political cha,ra.cteristics of the community;
the type al:.d C,eg:'ee of exj--qtirng services ''nrhich are avallable to the commr:ai+"y;
the isolation of the pi'oject"; the amo'ant an[ ty'ne of assiste.nce rend-ered by
the regiona,l office; thc nccd- for stirnulating tenant leadership where outside
lead.ership is nct available; tne scope of project services a,ctivities on the
project,

Please see tne fenant Aid"e Series whieh combines the Froject Services
and l;easing and- 0ccuoancy functions on projects of less than I20O'.:nits.
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POSITICI( CI,ASSIFICATICIi STAI;DAX.NS TCR }:ISCTIT-O?II.i.TEI Pi.Ofi CTS

ffiPI3S: LISIDIITI l,lAl{AG-IL

Is reslonsible for nanaging a snal1 developnent or a site on a consolidated.
lrojsgl l-rhe:re the ov*:r-a,)-l supervisioo rests in the position of ltousing
Ir,laneger. The duties lerfo::med b,n tne EBesident ilianager varlr with the organi-
zation a.ni oleraticn of the ,::'o.iect. 0n consolida.ted- projects without cen-
tral project office nainteniance, leasing and occ'i-ranc;\rr project services, ana
accountj.i:g seetions, i,esid-ent l,,tanagers er'6r respol:sibile for these duties on
the parlicular site or d"evelopnent. Othr:rwi-se,, ResiC-e::t lla.nagers are res*
lonsib,!-e for coliecting and. accor-'i.n'bi"ng for rents, rec;:iving tenant complaints,
rnai.nta.rni:rg record-s of tena.nts, furnisning C-:lta for tne Housing Managelrs use
in d"evi:loping ludget estinates, procuri.ng of s.:pi,lies, and di-spla;.'i11g units
to appiicants.

Ine allocaticn cf ,l.i:siC"eni !,Ia,nager ilor:itions, Ij-ke tnose of iio::sing }lanager,
is basdcl. ari:na::i-L;:,.rpon tne nunber cf ,;nit-" or: the prcl,iects on whi-eir the;r
ezist. ,}raie }er.'els for these positions are usu:lI1"y two graies lorver than
tncse of ilousi.ng [ianagrrtositicns for p;:ojects of tire same number of rrnits,
as snown below.

KII;D OT TC3&

G3JIf i,:Vils

Gra.5-e
Eir,S r nr' t :\j

Tinit s

C-{,f'-g ,9
("! I11-"' p

' t!/

^r'i.-r ", . ....266 to 45CUt 1..

C;F-5,6... ...., .176 to 265
C;r'-J- 5- - - .....I21 to 175rtL/..

0L3-4 .Up to 120

\,1.F"IiB.TJS

Resid-ent Mana,ier oositions are aff:cted to a grea,t extent blr the organi-
zation of ltrcject anrl the structr:ral, composition of its central project
office arnd- site stat'fs. Iiie lro:rinj-t-v of the slte to tne central office
is an irnportant:ra,rirr,bLe in tna.t Resid-ent Ma.nl.gex grad.es r,ri1-1- bE:Iov,,er
if tne cfflce is at or contiguous to the site. P"estd-ent Mani:ger positions
us'*al1.:r d-o not e:iist on sites of less tnan 751 units -where tiere is also
an Assistant Housing L(l:.nager.

^.,^- 
1 ')nn. r rVV\'I IPVV

751 to ]-20C
...451 tc 750
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P0 S M 01f CLAS S IIi CAI I 0N STAIDAS!.q f 0: n ilE Cf LI{PLRj![-5! PROJICI S

SItIiS: Sf0FjitS?ILP.

JiI\:D CT WOFX

Concerns the f illinq cf approrred. recluisitions for tne issr:ance of
nateria,ls, s:;ppl-ies, ernd eo:ionent from sul plies in tne warehor.rse: the
receii.rt, .ctor&ge, custod:r a,nd- rrreservation of tocIs, harda,vare , f,:rniture a::o
otirer sul:;lies and equiornenl;; tne requisitioning of stock for replenisrynen+,
and- the i;s-peetio:: of suc:l na,teriaLs to ins.,re that tnei:'quantity, qualitrr,
and, ccr:C-i-ti,:r:. ccnpiJ. rrritn the rela-ted- recuis it:.ons , invoic.:s and oti:er
purchase nc:dia; tre subinission of d-aiI-y rer:orts of materials issued, received
a.nc- tra.nsferred- and- of such ot-'r.er reports as may be requi-red-.

nhAnS ?frfr= 
^

'lll-lLrIr h-Er V.irll)

CAI-4 St orekeeler

l{as charge of a rnoderatelj,' large ylarenouse the area of vrhich shoulC-
approximate lOrOOC sq-;ar.r feet; tee value of the good-s stored" snould at all-
tines a"p'proxlnats $?5,0i-,; a::1 tncr.s snoulcl be a considerabl-e turnovcr of
tne itcm-" i:r storage, i.c. , abor,:-t three t jmes lreai'I5r. fhe incurnbent snould.
super-ris.: t'ro cr ncre e.npio;ioes.

CA3-3 . As s i st a.nt St oreke?,Jer

Has cha.:'ge of a sr::a.l-I rva.rehouse and sulervi-qes a snall group of lower
grade stcrekcepers a.nct laborers.

CAF-Z. .runior Stoielqr:

Bes,ocnsible fcr the operation of a sma1f rra.rehouse and" sunervises a
small group of ':nd".+r' stclekcepers or laborors.

Serves as fulI-tirne assistant to a higner grad-e storekeeper.
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PC SI T:'3I{ Ci-AS S iFI CAr I 0IT SIANDiISIS TOE ! IRIDTIY-0PE:"'ATS PRGTECT S

S]TI:S: If,i[4][T AIDS

rIiW CF WCIX

Enis series cornbines the Leasing antl oceuoancl' and Froject services
funetioas on projects of less than 120C .:iit s. fhe wc,rk incfudes contacts
rith ind-ustrial- p1a.nt manegers to d-eternj.ne essential war workers to be

housed, the receipt ann verification cf the eligibility of apilicants, 'bhe

investigation and. d.tjustnent cf cor"plaintsr a.nilL the reexamination of tenants
for cont:.r-.;e:, terani el-igibilit;r; a1 so includ"eu are the -orovision of educa-
tional , health, sanitati,in, recreational , da_i, care and- project rnaintenance
by ten.:.nts, prcvid-ing for the ]ivabilit;g cf lrojects and the stirnulation of
tenant lead-ership. In no case is an inc',rnben+, personally respr:nsible for the
actu:,I supervision of the clu-bs, p1ayg,:roulds, nurseries, cllnics, etc. It
is his responsibilitS' tc see tnat tnese functicns a,rc properJ-y organized.
and" carried. out b)' other ind-ividuals or organizations.

GRAIX Li-\,Ei,S

CA5'-6, Priirciral Tena.nt A-:.de

At this l-evel the incr;m-lent is rt)spcrl'l.sible to tne Housing }danager for
the ieesing and Occupanc;,'work and- the ProJect Ser-rices functions on proj-
ects rangirg in size frors 450 to l2CC units.

CA3-5, S;nior femnt Aid.e

At tnis levcl tne i:icunbe.nt is responsible u::d-er tne srtpervision of the
Hcusing l'{cLnager for th.: Lea.si-ng ard- Occuoancy vrork as well as Project Services
furrticns on nr..jects ra.:i.ding in size from 200 to -I5C units.

0n

At "bnis .l.evel , on a large project, *,he incurnbent ma.lir be located on a
sub-C.ivision of that nroject a:iJ- i= sesponsi-ble to ti:e ireasing and- Occupancy
Agent for the rents.i ",nrorit on ep'o:'oximatel:r 3000 to 40CO r:nits. In tnis
instance nis wo;'l< is super.r-i-"ed- and- 3svieived by the L:a.sine a,nd Occupa.ncy
Agent in ti:e Project central office. Iiis rtuties include the supervision of
tne takj.n;i of api;lications fr:r ndrnission and- inter:-.retinq eligibility re-
quiremen.t*" to a.pplicahts, making freld. visits a-c required to verify sta.te-
ments of a,pplicants rega,r&i.ng ncusin,r cond-itions, subrnitting regular re.oorts
shoviing weekl;"'llr:o;:lress of work, and- -"upervising the neces*qar)r clerks and
intervievvers.
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CAF-4 fenant Aioe

At t-ris l.evel tho incuxbent is responsible und-er tne supervision of
tne ilousing lianager for tne l-ea.qing and ocor,jrpancy nn,l project seryiees
functions on projects rangir4; i:l size from 176 to 265 units. 0n a large
consolid-ated. project he is resnonsible to the top Leasing ani, Oacupancy
Agent for tne renta.l work on si+ues of Sooc units or less with rvork
surrerr.rj-se,.1 and rerviewed- by the ieasing anc. Occupancy Agert in the project
central office.

fne incunbent takes apnl ica.tions fo:: aC-nissicn anC- iiterprets eligi-
bility reciu.ir,riaents to aollica.nts, inakes fiel-d- visits as rec{uired to verify
statemonts of alplicants i'e{rr.:'d"ing housing cono-itions and prepares reports
tnere on.

.QJI/AFfiS

1t shculd- be notecl that tnese -]-e,reIs and graaes y,'ere establisired- for
positicns wirich conbined- these fu:rctions, and- it is onlir on this basis
tirat tre graC"ds car be jrrstified_.
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P O S I T I Ci,i CI,AS S IF I CAT I Ci[ STgi[DA3! S FOR D:RE CTIY*OPEEAIISD PRCJS CT S

SIEIIIS : BISIDENI idAliAc3,B,

KIID OT frO3S

is res_consible for nanaging a snail- developnent or a site on a consolldated.
projeet lvilere the over-a11 superrisioa rests in the pcsition of Housing
},{anager'. Tire d.:ties -oerformed. b;,'the DE:sid-ent I'ianager va,rir with the organi-
zation a.nrl ooeraticn of the lQroject. 0n consolid"ate,l projects without cen-
tral 'pi'oject office mainter,ance, leasin6: and- occu-lancy, project services, anA
aceoi.r-ntlng sections, ResiC-ent Manage)rs aie responsibile for these duties on
t'ne partic';lar slte or d-evelopment. Othenvise, BesiC-ent },{anagers are res-
i:ons:.b-'1,.1 for coliecting a-ad. accot:.nting for rents, receiving tenant coroplaints,
naintaining records of tenants, furnisning d.atar. fo:'tre Housing Marragerts use
in d-evaloping tud,get estj.::rates, procu:'ing of supplies, and" d-isplaying units
to applicants.

Gs$nf I"ElntS

[he allocaticn of S.esio"ent liana€:er positions, ]ike tncse of lio',:sing l,,tanager,
is baseo.;orinari-|;- upon tne n'urnber of ':nits or. the pro,iects on which they
exist. SraSe level-s for these lo-citicns a.re usr:"al]-y two grad"es lower than
ti.rose of ilcrus5.ng lianagler lo-,ritions r-oi pi'ojeets of tne sa-rne number of units,
as snown below.

Gra,d.e Unit s
elFl6,to . ..ove.r rzoo
G4.f-8,9... .751 to I-ZCO
CA3'-?,8... .451 to 750
CAI-A ,7 , . . .2o6 to 450
CA3-5,6... .176 to 265
CAF-4,5... ..... .l2I to 175

.U;2 t,: I20

VJ$.IN3I;S

Resid-ent l,ianagr.r rositlons a:'e affocted- to a. grea,t extent, by the organi-
zation of prcject and- the structrrra..l- compr:sition of its central project
off ice and- site staffs. lhe irro:rimitl, of tn,: site to the central off ice
is an important r,'ari:,bIe in tna,t Resid"ent Mana.ger grades will be lower
if tne efflce is at or contiguous to the site. Resld-ent Manager positions
usuel-].:,r do not exist on sites of less than 751 units--where tl:ere is also
an Assistant E,o'rsing Managor

l.2L28
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PC S : r I Cli CIAS S iFI CA! I CiI S fAlDA.F.! S F0:. D M CIj,i-0PUFTiTII PROJICT S

Sr:If S: SlOF.fiffll?.

]iIiD C,? TOPT

Coneerns tne fill:nq cf appror.e& recluisitions for 1,he issuairce of
rnateria,ls , sr;tl-ol-ie s , and eo',lip.nent f rom sr-rnplies in the vrareho.,ise : the
r'^ce j-ot , sto:a,ge , clistoc'L-r e:]C- rlreserr.atioi: of tocls, narC.lvare , f,:::niture ai:cL
otirer sup't1-ies ani. eq;i.rinen-',; tne ::e-qrrisitioning of s:,toclc for rerl-enis-n:rrent
a:r,-l- tit-'i,ispectir:n of si:c-':. na,terial-s to insr.:-re tnat tneir ouantit;r, qua1it.r,
aira'. coliitior. cclipi), y,rith the reiated- recuisitj-ons, invoices and other
purcnase Iir-,,1i3; t,:re submj"ssion Of C.a.i-l-y re'.,ortS Of lnater.ials issued., reCei'ed
a.na trlnsferred and. of s.rch o:iner::eports as may be reouired.

r1p,1.-,;t r ?rrrr e
!! YJIU

CAT-4, Sto:'ekeeper

--i.:s cr,a:6;: of a ncd,eratr1l.'large v.rarejloilse the a::ea of y.rhich snorrlcl
api;roxirnate lCrOCC s.qiri.r: f.et; tre vahe of thc goods stored- should at all
times eL.'o-aroxinatc $?5ri1-; lrr,1 tr'Ji'r'r ,"ho,.rlJ be a consid,era.bl-e turno.,rcr of
tne it+ms i:r .qtor:Ee, i.;., i'ro--'.t tnroe times Jieai'hr. lhe incl:-rsbent snould
gu;;,.11r;f gq tTio cr nci'e e.lni:io"--\rees.

CAf-3, Assista::t St:re-;,: ?reI

grade

na ?_,

iias chai'Ee of a sn:r.l] r',,a.rehouse anC. suoervi-qes a snallr- group of lovrer
st oi'ek.repers an:i 1-t'thc::er s .

iunior St

?.esocnsiblo fcr the opera,*uio;: of a, smal-l vrarehouse e.nd. sr-merr,'ises a
s;ral-l itlro';-p of '.:.nci..i st rrekoepers or laborcrs .

Serves as frill-tine assistant to a higirer gri,lcle storekeeoer.

12I28
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PCS]TiCN Ci,ASSiTI CATIO}T STA}.in/fr}S TCR DITfOT:Y.O?X:,AT3D ?RCJECIS

9; TINAIII AI]f,

fli$ q-r 'ITC:X

fni-q series combines tne ieasing a.n+ Oceuna.nc;r a:'xl Project Services
funetions on projects of l-ess tnan 120C ..r::it s. [ire vi:rk incfudes contacts
with i:ld-ustrta.i p1:.nt manegers to d-eterni.ne essential rva:: wo::kers to be
houseC., the receipt ani. verification ci' the eligibili-r;;r of aprlieants, the
investigatj-on and- ddjustnent of conplaints, an:. the r'':xamination of tenants
for continuel- te:rant ei-i,.Lbiiit;,'; a1-sO incl'ud.erl are tie nror/ision of educa-
tional , hea}t.::., sanitr;tiln, recreational , oa;., c3re ana- pro ject maintenance
by ten,lLnts, ;:rcvid-ing fo:: the livabilit;,r cf projects and tne stim'ul-ation of
tenent readersirip' rn no case is aa inc''x:be::'t personalllr responsible for the
a.ctur-I supervision of tee cl-r;-bs, llay6ror:-nds, n'arseries, clinics, ete. It
is nis r."s}lonsibility to see tnnt tnese f,,lncticns ari) properly organized-
and. carried. o..rt b], ctner individ.:al s or organiza,ti-ons.

GLAII LX-\"TIS

CAtr'-6, P:'ircrral f:1:xr+" A:.ae

At this level- ti:e j-nc..tnbent is r,:rspo,"lsible t'-r tne Housing lvlanager for
tne ie:si::.E lni Occupanc;,1 ll'crk a.n,l- tne P:'oject Sen'ices functions on proj-
ects ranging in size f:'on 450 to I2C0 'mits.

CAtr'-s, S,:;:ior f +:::,:n;a l,id-.

At tnis leveI the i:rc::rir];F.l-u i-e respcnsible u;:d-er the s'rperr,'ision of tne
Hcusi-l:,g: i[ana.i]:er for the I-,easing aid Occui:ancy rvork as wclL as Project Services
fun:tinns cri irroiects raiging; in .qi:e from 200 to .iSC '*ni'"s.

nD.

At this lcv:l-' on a l-argc 1,'roject, the incu-abent ma;'r be locilted on a
sub-civision of thr.t project ani-]. is respor"si-lle to tne Leasing a,n{ Occupancy
Aqent for tne reltel vro::k on cT;r::oximatel:"'-1000 to 40t-10 units. In tnis
instance his woi'k is srrper.,'isli:rnd- revier,,'ed" by th.-- loa.sing a.nd Occuoancy
Agent in tne Pro ject cent:'ell- off ice. liis rl.";rties include the supervision of
the takj.ni of a:pitlicatri-.nr; fo:: r.,onission lrnC, interrrreti-ng eligibility re-
quiroment-" tc anplicahts, rai<ing fielJ visits as reoui-red to verif'y -qta'te-
ments ,:f ai:p-Lice.nts rep.'are1ing housi::g concLltir.ins, submitting re'gular reports
sirorin6 wotkl;,",Jroqress of ,uork, and- supervising the necessary cl-erks and
interviev'rers.

S:F.:T
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t/AJ -zl Tenant Aioe

Ai t:ris level- the incu:rbent is resp"nsrtle under the supervision of
the liousing iriana6er for the lea:in,r a.n.d. occupa,ncy r:.nd" projeet se:'r,'ices
functions on projects rangirre in size frt:rn L76 to 265 unlts, Cn a large
consolid"ated. project he is rcs'oonsibte tc the top leasing and Occupancy
Agi.:nt for the rental wcrk on sites of 

'qOOO 
unitsr o:. less rrith worl;

superrrised- and reviewed. by tne ieasing anrl Occupancy Agent in the project
central office.

Iire incu:rbent takes appl-ico.tions for alni-ssicn and inter,crets eligi-
bilit;'. req.uirenc::.ts to al)trticents, mai.:es fiel_d_ visits as reouired- to verify
st:rtements of anplicants rcgard_ing housi.ng ccnoitions and prepares repofts
there on.

--:!.lF:r^

It sh.ould be noted- tna+, these }evels anC. grad-es were established. for
positicns whi,ch conbined- tnese 1,,:::.ctions, and i-t is onli, on tnis basis
tnat the grades ear be j,rstifi.,d.

-1 D'r.fo
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