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FOREWORD

This instructor's guide is one of eighteen in a housing-management
curriculum developed by HUD in conjunction with Temple University.

The guide reprints all the material in the participant's workbook,
but gives more detailed information where necessary and answers the
test questions.

Our hope is that with your help, the workshops using this
curriculum will advance professionalism in the field of housing
management. The lack of professionalism -- that is, the lack of
uniform standards which allows people of varying knowledge and
abilities to manage HUD-assisted and privately financed housing --
has contributed to some serious problems: high default rates,
abandonments, and vandalism. To correct such problems is important.
We are glad to have you working with us.

-E M A——t T W"-—--

Donna E. Shalala

Assistant Secretary for Assigtant Secrfefary for

Policy Development and Research <  Housiwng -- Federal Housing
Commissioner




PREFACE

Each workbook in this series presents a number of learning
objectives targetted to a selected area of management. Successful
completion of the Tearning objectives presented in each workbook provides
a series of building blocks to buttress the spectrum of skills required
of a housing manager.

In preparing these workbooks, an attempt has been made to incorporate
the range of knowledge that housing managers might be required to draw
upon. Likewise, an attempt has been made to reflect the present state-of-
the-art of housing management. Inevitably, whatever is captured in print
reflects a body of knowledge and practice up to the point of publication.
Therefore, the students and instructors making use of these workbooks
will want to keep alert to new developments that should be integrated
into the workbook material. Furthermore, Tike any attempt to codify
knowledge in a particular field, the material presented in these workbooks
is open to differences of interpretation and emphasis. We are aware that
there may be some techniques and procedures described in these workbooks
with which some experts in the field might disagree. The best test of
such procedures and techniques will come when they are applied in the
field by housing management practitioners. Through this process, the
state-of-the-art will continue to be improved. Instructors in the future
will undoubtedly want to incorporate such acknowledged improvements into their
delivery of the workbook material.

One final point is worth mentioning. An initial impetus for these
workbooks was the need to upgrade management skills in HUD-related housing.
However, many of the principles presented should be viewed by students and
instructors as applicable to multifamily housing management practices in
the private sector.
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INTRODUCTION

Career systems increase the advancement and prefassional development
opportunities for all employees in a given orcanization. A major by-
product of such systems is improved quality and cuantity of agency ser-
vices. This workshop strives to familiarize maracers with the five major
components of a career system and to erable them to adapt those comnonents
within different organizational contexts. Accordinaly, it has six overall

aoals:

1. To introduce narticipants to the carser system concept:

2. To define job analvses and discuss their importance;

3. To define a standardized, performance-based evaluation mechanism
and describe a model performance-based evaluaticn system;

A, To define a career ladder, discuss its imnortance and su~cest
cuidelines for adapting a model career ladder to an existing
career structure:

5. To dafire accredited traininc and education programs, discuss
their importarce, and suggest auidelines for identifying train-
ing needs within different organizational contexts; and

6. To define organizational supports, discuss their importance, and
suggest quidelines for developing oraanizational sunports within
different orcanizational contexts.

Each coal has several learning objectives. These learning objectives
are, simply, measurable statements about the specific knowledge partici-
pants are expected to acquire in the workshep.

Each learning objective, in turn, has what is called an anticipated
practice outcome. Anticipated practice autcomes are those practical
skills a participant can be exnected to implement on the job usina the

information acquired in the workshon,
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In other vords. anticicated nractice autcores rafer to the ways knowl-

edo2 acouired in the workshon can ke annlied to real orohlers and situa-
tions,

Tha workshop, orcanizad around the learnine ohjectives and antici-
nated nractite outcores. racuires four half-dav sessions. foal frea 1
will ke coverad in Sessien 1. f%eal frea 2 will ke coversd in Session 2.

Sassion 2 w111 cover Fpal 2reas 2 and 4, and Sessinn 4 will cover %Gnal

Apaas 5 and £,



= g <

!ll"\l||' "rd"\ ||f: 'Fll-r Ttlcvn'!fvr\ﬁrc‘ PTITI"\E
¢ e o (i S H R : % 4 =

This is the instructor's cuide to the workshon en Frofessional Carear

Systems in ilousing ''anacement. In addition to listing coals, learnine

.-

ochjectives, and anticinated nractice outcores, it contains a detailed
content section, discusses annponriate ratho-deloov and rescurces, and

nrovidas a detailed raticnale for croun exercises an tasks with suoragted

wr
(w1
L

2nies for conncctine such activities to cecntent items., It alsc ~ro-
vides answars to the resi-test esvaluation and surcrasts criteria for
evaluatine rasults of the spill-test iters,

T7e particinants’ workbook for the werkshen centains the same intro-
duction and descrintion of roals, learninc okiectives, and anticirated
oractire cutcoras. !'ewever, the content and rathedoloay are less cdetailed,
and onlyv those raterials required for narticioants in *the cvoun tasls,

st are included,
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The workshen is ornanized arcund the lcarnine ckiectives and
nated oractice outcores. The overall werkshen plan is prasented in the
matrix becinnine on nace vi.

At the ton of sach nace is & hox cortainine the overall arechler, A%

the far 1eft of each pane is one of thea overall aoals of the wortshon.

h

D
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al states in troa” terms heow the worlshen will addrass the nrebler,
iC the richt of each coal are its learnino otiectives. These ¢hjac-
tives cornrise a list of tho specific lnowladre a narticinant is exnacted
to accuire Adurine the workshon.

In the next celurn to the rirhi, under "fontent." is a list of the
raterial to ke covered for ecach roal.

Yovina farther richt, the next colurn contains methodoloavy. "Mutlinad

o
ct



in the rethodolony colurn are the teachinn methods sucnestecd for the work-

.

shon, In this workshen 2 saries of inferral lectures, nuided discussions
and orcun tasks are recormended,

Under "Resources.” the next colurn, is a description of who will con-
duct the course. For this workshon, proaram staff should he used.

The next colurn lists those corrasnending cost-test iters which will
mrasure how well narticipants met the lsarninc ohjectives of each roal,

This colurn is followed hy the anticipataed nractice cutcores. which
are rore oractical skills or attitudes that the narticirant is exnected
to acauire,

Finallv, tha last column on the 1eft of each pare lists corresronding
ski1l test iters which will reasure how well participants ret the antici-

nated nmractice outcores of =sach real.
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PROBLEM:

GOAL

Managers should implement career systems within their organizations to increase advancement and
professional development opportunities for employees as well as to improve the quality of services.

LEARNING OBJECTIVES

CONTENT

METHODOLOGY

| RESOURCES |—>

. To intro-

duce par-
ticipants
to the
career
system
concept.

1. Participants will
list the five (5)
major elements of
a career system.

2. Participants will
list seven (7) of
the essential
provisions of a
career system.

Job analyses
Evaluation
mechanisms

. Career

ladder

. Training &

education
Organization-
al supports

Entry level
positions
Training
(Orientation)

. Adequate

starting
salaries

. Visible

career
ladder

. Training (on-

going)
Access

. Responsibility

Certified
higher educa-
tion programs
Incorporation
of new jobs
into agency
structure

. Standardization

of requirements

1. Lecture

1. Group
Dis-
cussion

staff

staff

EVALUATION OF
KNOWLEDGE
ACQUIRED

ANTICIPATED
PRACTICE

EVALUATION OF

OUTCOMES

1. Workshop 1.

1. Workshop r.i?

Completion of
post-test
item 1.

Completion of
post-test
item 2.

1.

2.

Participants will
examine a hypo-
thetical career
system and identify
three (3) missing
elements.

Participants will
examine a hypo-
thetical career
system and identify
three (3) missing
elements.

>| IMPROVEMENTS
IN SKILL

1. Completion
of skill-
test item 1.

2. Completion
of skill-
test item 2.

- LLA -



PROBLEM:

GOAL

Managers should implement career systems within their organizations to increase advancement and
professional development opportunities for employees as well as to improve the quality of services.

LEARNING OBJECTIVES

. To define

job analy-
ses and
discuss
their im-
portance.

1. Participants will
identify five (5)
important elements
of a job analysis.

2. Participants will
identify three (3)
individual or
orqanizational
needs which job
analyses meet.

CONTENT

Job title
Organiza-
tional re-
lationships
Job summary
Duties and
tasks

Skill and
knowledge
require-
ments
Performance
evaluation
Qualifica-
tions
Salary range
Forms

Clear des-
cription of

how a job

fits within an
organization
Detailed list
of duties and
tasks each
position is
responsible for
Netailed des-
cription of in-
formation and
skills required
for effective
job performance

METHODOLOGY,

4 RESOURCES

1. Lecture

2. Group
Dis-
cussion

1. Workshop
staff

1. Horkshop
staff

EVALUATION OF ANTICIPATED EVALUATION OF
> KHOWLEDGE >| PRACTICE 5| IMPROVEMENTS
ACQUIRED OUTCOMES IN SKILL
1. Completion of 1. Participants will 1. Completion
post-test examine a hypo- of skill-

item 3. thetical job analy- test item 3.
sis and identify
two (2) missing
elements.
2. Completion of 2. Participants will 2. Completion

post-test
item 4.

examine five (5)
hypothetical organ-
izational needs and
identify those parts
of a job description
which could be help-
ful in addressing
such needs.

of skill-
test item 4.

= bLLA -



PROBLEM: | Managers should implement career systems within their organizations to increase advancement and
professional development opportunities for employees as well as to improve the quality of services.

EVALUATION OF ANTICIPATED EVALUATION OF
GOAL > LEARNING OBJECTWES-—-—)‘ CONTENT METHODOLOGY |-->{RESOURCES [---— > KNOWLEDGE PRACTICE ————— 2| IMPROVEMENTS
R ACQUIRED OUTCOMES IN SKILL

4, Standard
basis for
performance
evaluation.

5. Provide
standard
criteria
for housing.

- XL -




PROBLEM:

Managers should implement career systems within their orqanizations to increase advancement and
professional development opportunities for employees as well as to improve the quality of services.

GOAL

. To define

a standard-
ized, per-
formance-
based
evaluation
mechanism
and describe
a model
performance-
based
evaluation
system.

1. Participants will
describe five (5)
elements of per-
formance-based
evaluations.

2. Participants will
describe two (2)
elements of man-
agement-by-
objectives
evaluations.

>| LEARNING OBJECTIVES |——>

CONTENT

> METHODOLOGY

Rent Delin-
quency
Vacancy Loss
Budget Costs
Resident
Relations
Community
Cleanliness
Maintenance
Elderly
Services

. Overtime
. Turnover rates

Problem and
Resource
analysis
Revised
action
proposal
Experience
Report
Growth
Summation

RESOURCES

N

1. Lecture

1. Lecture

1. Workshop
staff

1. Workshop
staff

EVALUATION OF

KNOWLEDGE
ACQUIRED

. Completion of

post-test
item 5.

1. Completion of

post-test
item 6.

ANTICIPATED

PRACTICE
OUTCOMES

. Participants will

examine a hypo-
thetical report of
a workers' job
performance and
make three (3)
suggestions for
evaluating it
according to per-
formance-based
criteria.

Participants will
examine a hypo-
thetical report of
a workers' job
performance and
make three (3)
suggestions for
evaluating it
according to man-
agement-by-objec-
tives criteria.

EVALUATION OF
IMPROVEMENTS
IN SKILL

1. Completion
of skill-
test item
b,

2. Completion
of skill-
test item
6.




PROBLEM:

Managers should implement career systems within their organizations to increase advancement and
professional development opportunities for employees as well as to improve the quality of services.

GOAL

4. To define
a career
ladder,
discuss
its im-
portance
and suggest
guidelines
for adapt-
ing a model
career
ladder to
an existing
career
structure.

LEARNING OBJECTIVES

1

Participants will
define four (4)
essential elements
of a career ladder.

Participants will
list seven (7)
steps in adapting
the model career
ladder to an
existing career
structure.

EVALUATION OF ANTICIPATED EVALUATION OF
>|  CONTENT = METHODOLOGY RESOURCES >{ KNOWLEDGE PRACTICE —> | IMPROVEMENTS
ACQUIRED OUTCOMES IN SKILL

1. Arrangement 1. Lecture 1. Workshop 1. Completion 1. Participants will 1. Completion
of jobs in staff of post- assemble nine (9) of skill-
ascending test item career positions test item
levels of 7. into a workable 7.
responsibi- career ladder.

Tity.

2. Assumption that
effective per-
formance coupled
with supplemen-
tal training is
sufficient for
advancement.

3. Various entry
points.

4. No separate
ladders for non-
degreed personnel. -

1. Plot existing 1. Lecture 1. Workshop 2. Completion . Participants will 2. Completion
positions at staff of post- examine a case of skill-
closest approx- test item study and make test item
imate career 8. three (3) sugges- 8.

ladder grade.
Identify number

of employees in
each position.
Identify gaps.
Identify employees
who qualify for
promotion without
additional traininq.
Estimate cost of
proposed promotions.

tions for improving
the way a hypothet-
ical housing au-
thority adapted the
model career ladder
to its career
structure.

- 1% -




PROBLEM:

Managers should implement career systems within their organizations to increase advancement and
professional development opportunities for employees as well as to improve the quality of services.

GOAL

LEARNING OBJECTIVES

6.

CONTENT

Identify official
procedures for
establishing new
positions.
Determine costs of
promotions result-
ing from success-
ful completion of
training.

MCTHODOLOGY

— RESOURCES

EVALUATION OF
KNOWLEDGE
ACQUIRED

ANTICIPATED

a

PRACTICE
OUTCOMES

EVALUATION OF
IMPROVEMENTS
IN SKILL

- LiX -




PROBLEM:| Managers should implement career systems within their organizations to increase advancement and
professional development opportunities for employees as well as to improve the quality of services.
GOAL LEARNING OBJECTIVES CONTENT METHODOLOGY —*ﬁ RESOURCES
5. To define 1. Participants 1. Accreditation 1. Lecture 1. Morkshop

accredited will identify by institutions staff

training and three (3) of higher

education training/ education.

programs, education 2. Release time.

discuss their options. 3. Financial reim-

importance, bursement.

and suggest
guidelines for
identifying
training
needs within
different
organiza-
tional con-
texts.

EVALUATION OF

KNOWLEDGE

ACQUIRED

ANTICIPATED

PRACTICE
OUTCOMES

1. Completion of
post-test
item 9.

1. Participants will
examine ten (10)
case studies and
identify appro-
priate training/
education options
for each.

EVALUATION OF
IMPROVEMENTS
IN SKILL

1. Completion of

skill-test
item 9.

- LLLX -




Managers should implement career systems within their organizations to increase advancement and

professional development opportunities for employees as well as to improve the quality of services.

PROBLEM:
GOAL LEARNING OBJECTIVES

6. To define 1. Participants will
organiza- correctly identify
tional twenty (20) items
supports, as causal, inter-
discuss vening, or output
their im- variables in organ-
portance, izational perfor-
and suggest mance.
guidelines
for deve- 2. Participants will
loping cite four (4)
organiza- examples of organiza-
tional tional supports for
supports a career system.
within
different
organiza-
tional
contexts.

o

oo~

10.

and develop-
ing the
career system.
Orientation to
the system.
Feedback on
system

. Counseling.

Financial
assistance.
Child care.
Transportation.
Release time.
Supervisory
attitudes.

Peer attitudes.

CONTENT METHODOLOGY RESOURCES
. Causal 1. Lecture 1. Workshop
variables staff
. Intervening
variables
. Output
variables
. Involvement 1. Lecture 1. Workshop
in planning staff

EVALUATION OF
KNOWLEDGE
ACQUIRED

ANTICIPATED

PRACTICE
OUTCOMES

1. Completion of

post-test
item 10.

. Completion of

post-test
item 11.

. Participants will

examine a hypo-
thetical organiza-
tion and identify
three (3) causal,
three (3) inter-
vening, and three

(3) output variables.

. Participants will

examine a career
system within a
hypothetical or-
ganization and make
four (4) suggestions
for improving organ-
izational supports.

EVALUATION OF
IMPROVEMENTS
IN SKILL

1. Completion
of skill-
test item
10.

2. Completion
of skill-
test item
11.

_n!x-
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10 LHTRORUCE PARTICIPAITS TQ THE CABEER SYSTE'™ CONCEPT



GNAL ABEA 1: TN INTSAMICE PAPTICIPANTS TQ TME FAPEEP SYSTE' FONCEPT

LEAPMI'IG OPIECTIVES £ATICIPATED DOACTIAE QUTCAMES

1. Particinants »ill list the five 1. Particinants will examine a hyno-

(5) major 2lements of a career thetical career system and jdan-

svyster, tify three (3) missine elerents.
2. Particinants will list sevep 2. Particinants will exarire a hvnn-

(7) of the essentirl nrovisions thetical career syster: and iden-

of a career syster. tify three {3) missinc nrovisiens.
COMTENT

The Career Svstem fancent

A Career Svster is an oreanizational strateoy aired at uncradine or

"

"professicnalizine” the qualitv and efficacy of acency services throuch
increasine the career advancerant and arofessinnal Asyalopment  onnortuni-
ties for 3ll arrlovees of a civen oreanization. The term “"syster" is usad

t0 dascribe tha ipterrelationships aronn the various cornonents which work

toeether to eynand these cnportunities. The major comronents of a carser

svster are:
1. Jdeoh Pnalyses
2. P Standapdizad, Performance-"ased Fvaluation Yechanisr
3. % Capeer Ladder
4, Mtecredited Trainina and Sducation Procrars
5. Nrnanizaticnal Surnorts

The crucial noint ir considerine the concent of a cAraer svstem ig that
any cne cof these five suh-systers alone is not nerarallv sufficiant “or
the erhancarent of career advarcerent and nrofessicnal Asvelonment: i+ is
the interaction and feedhaclk amonn these sith-svstems which enable the
croanization to meet these chjectives.

This neint is illustrated cuite claarlv irn & criticus of huran ser-

vice carenr ladders kv "lan 7, Yaker in an article entitled Taou Zavezvs:

SR R ST A o tin



Issnes Tzuons ."fw.s'e?':s:x.a.} Hahay Aiscusses the rneed for includina the
followire nrovisions in any aracrar which is trulv intent on enenine un

caraers tno non-nrofessicenals:

1. Entrv level rmositions

2. Traininc for affective job narfarmance

2. fdeguate startine salaries

&, Visible careser ladder which includes professicnal nesiticns
5. Mvailehility of relevant trainina on 211 levels

£. Mccess to trainine and the ladder for all ernlovees

"mency resronsitility for trainince

Tertified hicher education nroorars with modi€ied curriculurm
which is iok-relevant, includine in-service courses ard on-
the-iok exnerience

e, Ircornoration of new johs into the acency structurs

17, Stardardization of axreriencs. educatinn. and certification
requirerents to incrnase rehility across acencias ancd spe-
cialties.

o B |

Pacnrmendations such as these arise from the axnerience of the new
careers movement, which has increased the ernlovrent of nennrofessicnals
in the huran servica field. The career ladrders astaklished to onen un
career onrartunities ‘or non-nrofessionals or for raranrofessicnals “ar
ton often failed +o receenize tre new careerists as an intecral part of
the nrcanization and relecated ther %o an ancillarv role which stenned
short of narofessional recoanition. The result was a limited 3 or 24 sten
career laddar which did not open up career nathways and did net nrovida
for formal recoanizicn of exrerience or skills by other acencies., The
concent of a Career Svster is an atterrt to nrevent the renlication of
these past ristakes.

" recent study (conducted hv the Tenter for Secial Policy and Tommy-
nity Tevelooment o€ Ternle !'niversity in Philadelohia) surnorts 'aber's
arcurent far a career ladder huttressed hv realistic, exnlicit iok das-
crintions: standardized performance criteria; and mechanisms for evalua-

tion 2and relavart accredited education and trainina., This studv. which



surveyed 7 0C9 naranrofessionals in the huran services. 2lso sunpestad
that a fifth comnorapt is necessarvy to ensure that nolicies, allecatieon
of rasources. relationshins hetween amnlovees and sureryisors,. 3nd atti-
tudes of tha orcanizaticn fully suenort and reflect a cormitrent to the
career develonment of a1l amnlovees. 2

In addition to addrassine the needs of individuals for carear rmobil-
itv and related eduycatinonal and sunnort services. this medel nrofessinnal
career system in housine manacerent is desirred to resnend to ornariza-
tional concarns shared v ranv Local 'Yousin~ “uthorities:

1. The dasire to recruit residerts into the housinm mananemant €ield,

2. The peed for continuine education nroarars for kousine manacars

at a1l leyels which are relevant to the actual vork nerforred and
which will nrenare rananers for cartification.

3. The lack of clear standards for housinn manacerent rractice,

. The updar-ytilizatien or under-comnensation of emlovee skills nr.
corverselv, over-cornensation to workers unoualified for their
jeks.,

. The inahility to rotivate arnlovees due to tha lack of availarle
revards ‘or effective nerformance, such as hirher nav, responsi-
hility. status. and invelverent in decision-makine,

(&) ]

”TTUﬂﬁﬁLﬁﬂ?
1. The raterial on the elements of a career syster sheould ke npngantad
in an inforrmal lecture.

The material or the arovisions nf a career systerm should s nre-
sentad in an inforral oroun discussien.

accAnnArc
1. ''arkshen staff should conduct the lacture prasantztinr and infarmal
rroun Aiscission,
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1. Participants will identify five 1. Tarticipants will examine a hvno-

(5) irnortant 2lerents of a thetical ioh analysis and corractlv
jok-analvsis. ifentify two (2) missina elements.
2. Farticicants will identify 2, Particinarts will exarine Sive (%)
thpea [2) individyal or oraan- hynothatical erﬂanizational neads
jzaticnal needs vwhich jo* 1rﬂ identifyv those rarts of a iot
nalvses reat, descrintion vhich could ka heln“y]

in addrassine such needs,

"“"T'-'l

The first major comconant of a2 career svsiter is 2 sot of inh apalyses.
The Jaok Rpalvses which form the foundatier of the mpdel carner syster in
housine mananarapt are Sasad on an analysis of tha functions of housina
manacarent nersonnel across the courtry, idertifiad by M2'PQ and ytilize-
a5 the basis for its fartification Exarination. For each —ndal ~csition.
the analysis identifies:

1. Joh Title

e |

2. Traanizaticnal Pelatiorshins

1ines of authority
linas aof corrunication

. dJdok Surrary

&, Nuties and Tasks

5. SEill and Yrowledee Peauirerents

2. Peprformznce Tvaluatior

. Nualifications

>, falarv Panne

. Mttach~ert of Farrs ''sed in Carrvine oyt Job Pesneonsibilities

T s

‘he Joh analvses sra~lo each erployee to clarify the axpectations of his




e |

or her role within the orcanization: to bnow what constitutes effective
cerforrance in the Joht- and to identify these items of skill. tnowledea,
and exnarience vhich are reauired for ~rorction. The orcanization is ahle
Lo recruit and denloy staff more effactively by matching the requirerments
¢f each job with the Femonstrates cornetencies of the arnlovee. The iok
aralvses also facilitate the imorovement of 4Yousine manacarent nractices
hy includine all the furctiors considared kasic to nnod managerent an”

bv nrovidina a2 standardized basis for the davelorrent of 2 nerforrance
accountability rachanisr.

In manv nronrars which develon paranrofessional career jadder and
traininn systems, ermloveas themselves tale an active role in the analvsis
nof their ovn icks. This results in revised jot descrintions which reflect
wort actyally rerformed more closelv, and which resuft in a nurher of
cases in increased resnensibilities, includine work requiring hinker
lavals of skill, nowledee and resnonsibility. The irvolverment of s+aff
ir this procass increases the amount of recornition thev receive within
their ornanization and results in a rore offactive denlovment of skills
tn meet the orranization's ohijectives. Further, such involverent encour-
aces staff to consider more serinuslv thez career fo vhich they car asnire
and clearly ifdeptifv the stens necessary for advancerprt.4

" comnlete set of jok analyses “or the nine !''nusine “anacerment nosq-
tions of the Model Career Svster can k2 found in the “anendix to the
instructor's ocuida, foal "rea 3 includes aui-telines for Asyelgnine igh
aralvses “or each hnrnysine ranacement nnsition within a specific authoritv
which take into account actual work heire rerformed and additional jo-
functions nrevicuslv unassinped kut considerad imnartant for effective

ranacamenrt,



(a) Guidelines for Developing New Job Descﬂipﬂ*iws Dased on the Model Job
Analyses of the Professional Career System im Fousing Mamagerent.

The model job analyses includad in the Appendix are based on a task
analysis of various housing management personnel across the country.
Otviously the duties and tasks in particular authorities will differ to
varying degrees. Thus, it is not possible to simply adopt these analyses
without modifications.

To be effective, job analyses must represent the actual work performed
by each job title. Therefore, it is imperative that representatives from
each job title be involved in reviewinc the analyvses and in assessina the
appropriateness of tasks currently assigned to each job title. Puties and
responsibilities which require skills and information either above or below
the ahilities or comnetencies of the emplovees in each job title should be
adjusted or orovided for in the trainina comoonent of the career system.
Once comnleted, the analyses meet a number of individual and organizational
needs by:

1. Providing a clear descrintion of how the job title fits into the
total organization, in terms of autherity, communications, and
acdvancement opportunities.

2. Providino a detailed description of the duties and tasks each
oosition is responsible for.

3. Providing a detailed description of the knowledge and skills
required for effective job nerformance which can be utilized to
develop relevant training programs.

4. Providing a standard basis for develonina a mechanism for
performance evaluation.

5. Providing standard criteria for hirinag or promotion.

The analysis is divided into seven (7) areas:

1. Job Title

2. Organizational Relationships
2.1 Lines of Authority
2.2 Lines of Communication
2.3 Step on Career Ladder

3. Job Summary

4, Specific Duties and Tasks

5. Skill and Knowledae Reauirements

€. Performance Evaluaticn

7. QOualifications

8. MAn 8th area, not included in the mods]l analyses, would be the
salarv ranae,

¢. Attachments of the forms and renortina orocedures for each job
title facilitate future orientation and trainina activitiss.

A suggested process for develonina relavant job analyses is to draft
new ana1vs=s based on an intearation of the model with the existing iob
descriptions and with information about what people actually do gathered
through interviews and ohservation. The drafted analyses can then be
reviewed by a cormittee representing all the job titles. Since job duties
chance cver time, it is important to reanalyze and revise the axistina
analyses periodically.
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N terial on alements o ( na ho 2 D anta
] he material on elerments nf a io* analvsis should e nresenta- ip
an infnrmal lecturs.

2, The rmaterial on individual an” ornarizatinnal needs shoyld Lo nre-
sented in an informal aroun Aiscussinn.

nESAIILES
1. 'ortshon sta€f shonld corduct tha lecture nresan*atipn and the
infermal apoun Adiscission,




- 10 -

ANAL ADEA 2
TN DEFINE A STAUNAPIZCN, DESFNPMAMCE-RASEN EVA|LATIN'
MECURMISH, AR NESCPIRE A MANEL PERFNDMAMAE-NASER CWALIATIOY SYSTE™
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EARNTHE ATJECTIVES ITICIPATER PRACTICE AUTCAMES

1. Particinarts »ill descrike 1. Particinants will ecxamine a hynotheti-
thyee (3) alerants of nap- cal ranert 0f 2 worber's ich narfhr-
farmance-keser avaluations. rmance and malta thrae (?) sucnsstiens

for avaluatine it accordinc to ner-
formance-kased criteria,

2. Particinants will dascrike 2. Particinants will 2xamine a hvnotheti-

two (2) alerents of manace- cal ranort of 2 vorter's job perfor-
mant-hy-ghjectives evalua- mance and rave threa (3) sucasstions
tions, for svaluatine it accordinn to

manaaemant-hv-phiectives criteria,

pqu+rw-

quzhrﬁawcn V;TP~‘1nn “arhanism
The second raior comnonent of 3 career svster is a nerformance ovalua-

tion mechaniss. " standapd rachanism for narfarmance avalpation sraklsg

the grranjzatinp to identi€v aress vharn imnrovement is nee-dad and t£p nro-
vi'e the recessary trainine or assistance to facilitate that irmreverant,

Furtheawv . napfarrmance evaluations nrovida individnals with nfficial recor-

niticn 0f their contributinng and pavapd autstandinn prnlovass by Adatar-

minipe thoair alinihility for nrorotic Studias such 2as thesa gconducse

=

by Imstoty sunoast that worl nnals are rore likely £n he mat whar “hay =2pa

mutuallv aspsed ynon hy surervisor and surervisae,
Thage fipdines jralv that a narformance ratire syster gshould ta “daunl-
onad far sarformance evaluation. Such 2 svster is currentlv hainn irnle-
rentad hy the Pittshureh 'ousin~ "uthnpity. This ratine svstsr corkines
ntiective perforrance criteria, based on job Auties and tasks and 2 “‘an-

nE <

aAramant Sy Nkia activag gugtar Yo evaluata thn wnpt- ~s aach arrlnvna,




Performance critaria are ratsd eack guarter in t“e greas oFf rent dalin-

1§

ousncY. vacancy residert relations. corrunity clean-

.

liness. ~aintarance hacklnn, eldarly servicas, and overtire and fturnover

ratas., Such data are cnllncted by 2 “anacarent Taview Toard throonoh tha

enprt.

standard Puthority “eonthlv rencrts and the Pagident Juarterly

-

e Mananarent Sv “kiactives approach® implemented in Pittsburgh in-
vnlves the ranacer in settin~ ohjectives. nrorosira annronriate actiors,
and assassin~ the affactivaness

rangrtina the ontcormas ¢f thess action

isT]

wr

n€ tha acticons in —zetinr the stated obiactives. The auarterly renorts

ars also shared with the Mapanerent "eview Rpard. and the results of the
two measuraes are corhinad to rate ovarall nerforrance. ! ratine of thig
bind. adanted to tho snecified ink duties and resnonsibiliting 0f each
srlovea, nrovides a clear, standardized, nerformance-tased avaluatien.

raguirine epnlnvea narticination.
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(b) Guidelines for Developing Ferformance-Based Evaluation Mechanisms

OVERVIEW STATEMENT

With the recent Authority reorganization, the Community Manager has
become, more than ever before, the key management level of public housing.
Primary responsibilities for decision makina in the areas of budaet, per-
sonnel and services have been in effect moved into the Community Manager's
domain of responsibilities. To make this system work, it is essential
that an adequate planning and evaluation tocol be developed to assist and
to monitor the work of the Community Manager. The Performance Ratinn
System and the Management By Objectives Planning Model are two such tools
that will be utilized.

PERFORMANCE RATING SYSTEM

The PRS contains two components. The first is the Performance Data
Form which is a quarterly statistical record of an individual manacer's
actual performance in nine essential management areas: (1) Rent Delin-
quency, (2) Vacancy Loss, (3) Meetina Annual Budget Costs, (4) Tenant
Relations, (5) Community Cleanliness, (6) Craft Maintenance Backlog,

(7) Elderly Services, (8) nvertime, (9) Turnover Rate. Data for the POF
will be based upon the standard Authority monthly reports in each respec-
tive area except for items 4 and 5. These two categories require Tenant
Council Participation in the completion of the Tenant Ouarterly Report.
ﬁ11 data will be compiled for review by the Administrative Comm{ttee of
NDirectors.

The second element in the PRS consists of a Criteria Reference Eval-
uation Report. The CRER will be completed by the Management Review Board
on a quarterly basis for each Community Manager. The Administrative
Review Committee shall consist of: Executive Director, Nirectors of
Management, Maintenance and Services, Comptroller and Leaal.

MANAGEMENT BY OBJECTIVES

The MRN system is designed both as a planning tool and as a monitorina
system. This system consists of four seaments to be completed on an appro-
priate schedule during a quarterly cycle. The sections are entitled:

(1) Problem and Resource Analysis, (2) Revised Action Proposal, (3) Expe-
rience Report, (4) Growth Summation. This system is sequentially organized
from point one which looks back upon the quarter and analyzes the achisve-
ments or problems that occurred. This tool is desianed to cive both the
Community Manager and the Review Board accurate, current data as to the
plans and progress made in specific managerial areas.

Each Community Manager will complete a MBO series for each of the ten
management areas previously listed on the PRS. The MRB will examine those
MBO reports on a quarterly basis.

CRITERIA REFERENCE EVALUATIOH REPORT

POINT SYSTEM

For each quarter, a Community Manager will receive a point score in
each of the nine categories on the PDF. These scores will be totaled for
an overall Quarterly Performance Score which shall form the basis for the
Review Board's Recommendations. A quarterly and yearly averaae (to be
designated by the Board) must be maintained for an acceptable performance
rating. The catecories to be rated have been given a desianated priority
rating that sets the 1imits to the number of points to be achieved in that
area each quarter. Areas given a Priority One designation each have a
possible ten points to be achieved. Areas designated Priority Two have a
possible five points, and areas designated Priority Three have a possihle
two points.

* P{ttsburgh Housing Authority



= T4 =

PERFORMANCE RATING SYSTEM

Rating: Quarter
Acceptable Date
Requires Improvement Review Board Sicgnatures

Unacceptable




PERFORMANCE DATA

Manaqger Quarter
Community
RENT DELINQUENCY CRAFT MAINTENANCE BACKLOG Hrs.
Contact
$ VACANCY LOSS ELDERLY SERVICES Hrs.
$ MEETING ANNUAL BUDGET PRIORITY THREE
GOALS (Margin of Overrun)
Positive TENANT RELATIONS* OVERT IME Hrs.
Requires
Improvement
TURNOVER RATE #'s

Requires

Acceptable

[mprovement.

COMMUNITY CLEANLINESS*

*(To be completed by Appropriate Tenant Representative)

-Sl-
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Manacement-Resident Relations Advisory Report

Nuarter

Date

(Signature)

Pepresentative(s) (Signature(s)

Has the overall relationship between the Manager and the Tenant Reen

Positive *In Need of Improvement

* If in need of improvement, please state specific areas of concern:

Comments:
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COMMUNITY CLEANLINESS ADVISORY REPORT

Quarter
Manager (Signature)
Community
Tenant Representatives (Signature(s)
(1) Overall community cleanliness (External)
Good __ Fair ____ Requires Improvement

* If requires improvement, please specify areas that need attention
(Street, Locations, etc.)

(2) Overall community cleanliness (Internal - Hallways, etc.)
Good Fair Pequires Improvement

* If requires improvement, please specify areas that need attention
(Address, Floor, etc.)
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CRITERIA REFERENCE EVALUATION

Priority Area One

Cateagory Performance

Score

Pent Delinquency

Vacancy Loss

Meeting Annual Budget Goals
Tenant Relations

Community Cleanliness

Possible Score: 50

Priority Area Two

Category Performance

Total Score:

Score

Craft Maintenance Backlog

Elderly Services

Possible Score: 10

Priority Area Three

Category Performance

Total Score:

Score

Overtime

Turnover Rate

Possible Score: _2

Total Score:



Quarter

MANAGEMENT BY OBJECTIVES

MANAGER
COMMUNITY
OBJECTIVE
What RESOURCES are there within your PROJECT for dealing
with them?

What PROBLEMS do you anticipate encountering during

the next quarter?

What RESOURCES are there outside your Project for dealing
with them?

llow do you plan to handle the above PROBLEMS?

-GL_



REVISED ACTION PROPOSAL

Your criteria for determining satisfactory attainment

of objective.

What are the major actions planned to accomplish your
objective this quarter?

-Oa-



EXPERIENCE REPORT

Describe the principal actions taken this month to
accomplish the above objective.

What was the observable incidence that each action had the
effects you anticipated? . . . or that it had other effects?

-lz-



GROWTH _SUMMATION

In Comparing your Actual
EXPERIENCES this quarter

with your plan, what things
happened that you might not

have foreseen?

HINDSIGHT

What actions planned last quarter did not

turn our as expected?
What caused the difference?

What unexpected favorable developments occured
this quarter?

GROWTH

What have you learned that will improve
performance in the next quarter?

..zz-
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1. The rmaterial on nerformanca-based ayaluations should ke Aiscusses
in an informal lacture.

[R%]

. The raterial on mananerant-hv-ohjectives svaluatiens should Fa
discusserd in an irforral lecture.

nCSArenEs

1. ‘lorkshon staff should conduct thn lecture nresantations and tasts,
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| EARMTHA NRAECTIVES ANTICIPATED PRACTICE NUTCAMES

1. Farticirants will define 1. Particinants will 2sser-le nine (&)
four (&) =ssential ala- career ladder nesitions into a work-
ments of a career ladder, akle carear ladder,

2. Particinaerts will 1list 2. Particinants will examine a case
seven (7) stans in adant- study and rmake three (23) suacestions
inn the model career lad- for innrovine the wav a hynpeothetical
der to An existinc career fousina authority adanted the rmede]
structure. career ladder to its career structure,

CONTEMT

The third maior corneonent of a career svster is 2 career ladder., *
career ladder utilizes the claar descrintions contained in the iob 2anal-
vsas nf the resnensibilities. Auties. tasks. Yrnewledre, skills, exrer-
jence and education or certificatior requiremants for the various nosi-
tians ard identifies the relationshin of e22ch nosition te all other nnsi-
tions in the hierarchy. The ladder arrances these jnks in qrder of
ascandinn levels nf rasponsibility and reauirerents. and assures that
effactive nerformance on one lavel. coupled with satisfactory comnletion
of additional trainina. rrerarss the individual for advancerart itn tha
next level, The ladder alse nrovides eriry points to recruit rasidents
and gqraduates of accredited A, 7.0, . and ', &, Procrams irnto the “nth-
ority. The dianram or the next paoa cranhically renresents the faroer
Ladder cornonents of the *ndel Professinnal faraer Syster in !Ynusine

Yanapnrart |
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The ipclusian ¢f nine "ousine “ananerent ngsitions in the carsar 1ad-
dar (see “iacrarm 2-ava) opsures that entry leval neositions are incorner-
atas into tha amency structure. “hat all ornlcveszs ave access o career
advancerent end dob-relevant trainine and that aradual nromoticonal onner-
tunities are available., Thus the rodel careesr ladder avoids locline nen-
cenreed nersonnel into a senarate and lirmited career laddar and facili-
tates the accurulation of the collene cradits which are recuirad for
asvancerant to the unner crades. Furthermare, kv includine all ranace-
mept nositions. middle manacerent nersonnel are halned to advancs. tharshy
crenine un kircher nositions for entrv level rersonnel,

It 95 theeretically nossikle for a nerseon enterina the Carear Sygte~
2t fGrade I on the Caraer lLadday +g enroll in threa credit hours of in-
sarvice traininm and to %ale thrse h“ouyrs in an academic dacres pprocrsm in

housins manararant each vear., In eirht vears. the errlaves could Raye
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accurulated £¢ collena credits. einht vears cof exnerience and could have
advanced to Tracde "II of fhe career syster. Cfrade YIII of the rodel svs-
tor. fssistant Nirector of ''ousine *‘ananerent, requires a °.f, decree,
fertification, and three years experience in directing, coordinatinag and
sineryisine mananars of a rroun nf residential develonrents. Menendinn
ureon the academic nroarar in which the ernlovee is onrolled. it minkt ka
nossible teo receijve an additional nne and one-half vears of collens credit
for 1ifa pxperience. This would then leave %the ernlovee one vear short
of a daaree, This year could be comnleted on eithar a full-tire or half-

tire hasis i€ the | VA npovided educatior2l leave.
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(c) Guidelines for Adapting the Model Career Ladder to an Existing Career
Structure

The suggested process for adapting the model career Tadder for housing
managers to a particular housing authority's career structure are keyed to
the columns of the attached work sheet. Although the process can easily
be completed by an individual, it is strongly sugqested that this and other
planning activities be reviewed by a representative team of LHA personnel
prior to implementation.

STEP 1,

STEP 2.
STEP 3.

STEP 4.

STEP. 5,
STEP 6.
STEP 7.

Plot every existing position responsible for housing management
activities at the career ladder grade which most closely apnroxi-
mates the reguirements and responsibilities of the grades in the
model. For example, a position requirina an A.A. Dearee or
equivalent combination of education and experience would he
placed at Step IV on the chart.

Identify the number of persons currently employed in each pnosition.
Identi{fy the gaps in the existina career structure and propose new
positions to fill them. These positions should have clear manage-
ment responsibilities. Thus a clerk position which 1s primarilv
responsible for clerical duties should not be used as an entry
level position in housing manacement. However, clerks should
have the opportunity to enter the housing management system upon
completion of the identified training.

Identify the employees who, without additional training, would
qualify for either a promotion or would be transferred to a new
Jjob title.

For example, if a new position is created at Step II, there may
be some people at Step I who qualify for prometion. There may

be peaple at the lower salary levels of Steo III whose experience
and responsibilities more closely approximate Step II and they
should be transferred to the new job title. The latter case is
most likely to occur when the same job title is held by a larae
number of people whose education, experience, salaries and actual
joh responsibilities vary to a sionificant dearee.

Estimate the annual cest to the Authority of making the prooosed
transfers and promotions.

Identifv the official procedure required to establish new posi-
tions within the agency.

Prior to each training procram determine the costs of any promo-
tions resultine from successful comoletion of the trainina.



Career
Ladder
Level

Summary of Qualifi-
cations

Existing Job
Titles

Number
Employed

Proposed New
Positions to
Fill Gaps

Staff qualified
for transfer or
promotion with-
out additional
training

Annual Cost
of Proposed
Transfers or
Promotions

Procedures to establish
new positions

Priority

IT1

v

Resident pref. Expe-
rience in helping
others resolve pro-
blems, paid or
volunteer. 50 hours
competency based
training.

1 year experience as
M.A. I or equivalent.
50 hours competency
based training.

A.A. degree or com-
bination of approved
education & experience
to total 3 years. 50
hours competency based
training.

2 years experience plus
6 mos. as M. T. or
approved combination of
education and experience
to total 4 years.

A. A. degree plus 3 yrs.
experience in mgmt.,
admin., superv., or
equivalent approved
combination of educa-
tion, experience.

—62-



Summary of Qualifica-
tions

Existing Job
Titles

Number
Employed

Proposed New
Positions to
Fill Gaps

Staff qualified
for transfer or
promotion with-
out additional
training

Annual Cost
of Proposed
Transfers or
Promotions

Procedures to establish new
positions

Priority

B.A. degree plus 1 yrs.
experience in a housing
authority, 6 months as
H.M. T or equivalent,

or approved combination
education & experience =
5 years.

1 year experience as H.M.
II or equivalent educa-
tion and experience to
total 6 years.

B.A. degree plus 3 yrs.
real estate management
experience plus certifi-
cation.

B.A. degree plus 6 yrs.
experience and certifi-
cation and 2 yrs. as
Asst. Director ( 2 yrs.
advanced Degree can

suh for 2 years of
experience).

_DE-
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1. The matarial on the elerents of a career ladder should e pra-
santed in an inforrmal lecture.
-~

2. The material on adantine the model career ladder to anp existine
career structure should he nrasented in an informal lecture.

DESNIIDLES
1. ‘'lortshop staff should conduct the informal lactures an- the
arour task,
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TN NEFINE ACCRENITED TRAIVING AU SNUCATINY PROMRENME | CISCUSS
TUEI® IMPAOTRMCE, AN SUBEEST GUIDELTICS FOR INENTIFYIMA
TRATHING MEEPS UITUIN DIFFERDIT NRGAVIZATIVIAL COUTEXTS

[ ot




p(\nl ADEA 5. |r\ NEFTHE r\ppg:n[ﬂ':r\ TOAT! |'|"!f‘ arn r-nur'q'rrmml_ F‘DI"‘:!"OA"(‘

q Tul—‘rr‘ Tr-jnnTn |r\" <08 ’\ r‘1|rr" T PII]"'\"'} T 'r'Q r'\ﬂ

WTOATIG urrb '77*H1r‘?TfFfocw— ﬁnggT*h*INIM

LEAPHING NRJECTIVE ANTICIPATER PRACTICE NUTOOMT

1. Papticipants will idantifv 1. Particirants will examine ter (17) casn

tiipan ‘:",} trairinn/adycation studias and identifv annrpnriate trainine/
ontions. adyucatien nntions for oach,
COMTENT

Tha fourth rmajar corncrent of a career syster is 3 comnrehensive educa-
tion and trainino nroaram. (If rescurces permit, a corhination nf tke var-
ious annroaches outlined %elov can offer the araatest onnortunitiss for
staff deyvelanrant.)

"ssuminn effactive inh nerfarrmance is relatad *o tha arnlovea's bnewl-
prra and gil1ls in specified areas. it follows that rerformance ¢an ke
anhancad i€ tpainina is nrovided in tha apeag paqyired kv » npegent inh

-

or in ~ranapatioan “ar 3 now assienment, The iah analvses nrovide the
sracifics o he learnsd zapd tharefaora the basis for nlannine ralnvant,
curricula. 'awevap, such trainine tends to he of a hicher guality 1€ it
alsn meets th= academic standards cof local institutiens of “icher aduca-
tion.  Further, 1f trainin~ reets such standapds, it is o%ten nossitle

for institutions of hirher education fto offer credit for success®ul com-

-

t’!)

tion of the trainire, The accraditation of in-service courses can

alsc nrovide ranv trainees with 2 succassful introductorv callece eyrar-
isnce which mav metivate snme to continue thedir a-ucation or their ovn

e 2 39

"mothar edycation and trainine ontign is the provision af ralease

Yirma and/or “inancial peirhurserent for sducation as ircentives for

ernlovees teo ohtain needed trainine at an institution ¢f their choice.
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"t rislk, cf course, is 2 1nss of igh-relavancy unless tke heusine author-
itv recotiates with the unjversitv ar collere to adart existin~ courses
to tha trainine needs 0° jts arnlovess,

“re successful variation of a coorerative arrancerant with an insti-
tution of “inher education is an anproach used by Temnle !niversity's
Canter for Social Pelicy and ferrunity Teveleprant (NSPENY with five human
sarvice anencias in the ~peater Philadelahia area. CSPCN frained desie-
nated ernlovees from sach anancy to evelor and i-nlerment releyant tfrain-
inc pronrams for thair individual acencies. These individual trainine
nronrarms were accradited hy Ternle University.  and their participants

could elect to receive gither Continuina S-Aucation 'inits nr collens credits,
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(4) Guidelines for Identifying Training Neecs

Each completed job analysis should identify the specific information
and the levels and types of skills required for effective performance of
the assianed duties and responsibilities of that job. The trainina cur-
ricula of the educational component of the career system are developed to
provide the relevant skills and knowledge identified for each job title.

The attached worksheet can be used to delineate the training needs of
each job title and to estimate the number of potential trainees. This
information can then be used to determine the stratenies for implementina
the education component.

For example, if ten employees are in job titles at Step III, the LHA
can contract with trainino resources to provide accredited in-service
trainino in the identified areas for ten trainees. If one individual fis
in a Step IV job title, the LHA might opt to work with the individual to
locate appropriate college level courses or accredited workshops and opro-
vide release time and tuition reimbursement to enable the employee to
attend off-site educational proagrams. It should be noted that the educa-
tion component of the Career System needs to continually respond to both
the fluctuating demands for training at each step of the ladder and to
chanaing training needs as job tasks are revised. The development of on-
goina relationships with accredited training resources will facilitate the
implementation of courses and/or workshops as needs arise. A semi-annual
review of traininog needs resulting in the provision of aooropriate train-
ing mechanisms 1s recommended.



e Bfhe

Worksheet: Initial Identification of Training Needs

Career
Ladder Job Title No. of Training Needs Training Resources
Step Employees

I1

111

Iv

VI

Vi1

VIl

IX
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Worksheet: Semi-Annual Identification of Training Needs

Career Job Title No. of Emp. No. of Emp. Training Training

Ladder Needing Needing Needs Pesources
Step Trainina Training
for a pro-
motion to
Next Grade
I
11
111
1v
v
VI
VII
VIII

IX
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METHANOLAGY

1. The raterial on training/education ontions should he nraseanted in
an informal lecture,.

nECNIIRPES

1. ‘'lorkshon staff should conduct the inforrmal lecture and the rroun
as



GNAL ADER €

TN NEFINE APGAYIZATINIAL SHPFARTS, NISAUSS TUEIR [+PONTACE,
A0 SUARGEST GUINELIYES ENR NEVELNPI'MA OPEATIZATINMAL SUPPAPTS
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LEADII G OREJECTIVES MITICIPETEN POACTICE AUTCOMES
1. Particirarts will correctly 1. Farticinants vill examine 2 "wvnothe-
identify twenty (20) items as tical ornanization and identify three
causal. intervening, or out- (2) causal, three (?) intervening,
nut variatles in arnanizational and three (2) autnut variahles.

rerformance.

2, Particirants will ¢ite four 2. Participcants will exarine z carear
(”} axamrles of greanizational svster within a hypothetical ornman-
sunnorts for a careor svster. jzation and rale four (4) sucnss-

tions for irnrovine craanizational
sunnorts.,

COAUNTEMT
.Jn 1E !I

rn=n17=*1nne] f‘Fan1v°npss

Tha averall nerformance of an cornarization is related to the denpee

of intanration of the ccals of the orcanization and af tha ecals of the
individual eﬁnTcuqe.? "'hen qndividual and arecarnizatioral acals are ner-
ceivad as sirilar or directlv related, the arcanization will be hetter
able to reat its moals., ''hen oreat Aifferances are nergejved, the qroan-
ization will be less affaoctive in meetine jts roals.

ne ~easure of orcanizaticnal effactiveness is 2n ohiactive assass-
mant 0f the resulis cf an orncanization's activitias in relation to its
stated npals and ohjectives. 'masures of results or outnut varvy., For a
ceach thay minht irclude 2 tean's wir-lose record. For a husiness mananey.
thay miaht dirclude the corpanv's net rrofits. For 2 hausine ranarap. they
mirht include the nrnject's vacancy rats,

Putput . havever, is the result n€ the actions of the AUran respurcas

0f 2r crrmanization. Their actions 2re in turn deterripad kv theip glillg.
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motivations. loyalty. commitrent to objectives, ahilitv te communicate,
akility to mabe dacisinrs affactive, and canacity “nr nroductive inter.
action; The human resources withir ar orranization ar=s affected “v

ornanizational factors such as internal structure and maracerant style.
Te ranper in which orranizational factors act unon human rascurces to

aroduce rasults is diacrammed helow.™

= e e e e———— e — ey == - ey e

y Puenut Yariatles !
{End Pesults)

. Intervarinn Variakles
! (Muman Sesources)

Causal Yariahlas
(?rnanizational
Factors)

.
.

i wm w e ———— i Sl s — o — i ——

. Farninns

Cebavior

; anacerent Stvla | . fercantions Croductivity |
| i : I :
, Manacament i | Exnectations ; ' Costs i
i Stratecies ; i ‘ I |
: E i Mole Concents } . Necunancy Pates |
. Nraanizational A | ; : :
'\ Structurs E C Attitudes i i Crire Mates ;
: | t i ; i
. “rnanizational . 1lerkeroun Tradition | « Irion  Pelatinns
. Nriectives - ' i ? :
: ; . Values and Roals l . Turn-oyer
. Technoloavy : : ! :

i “'ativational Forcas . Vandaliss 7

]

i
ates |
]
|

R RS

"ensis Likert, author of Tre '"uman Oreanization, views the Adsyalar-

ment of huran rescurces as the lonno-term Fey to crranizational =ffective-
ness.? "ecause huran resourcas react to stirulj within the control of

the oreanization, he pronoses that efforts to irrrove ernanizational
affoctivenass e focuser on causal factors rather than on hurman resources
therselves. Ceonsistent with this arpreach

, the mgdel career system nra-

sentes herain alters the eristinm structures, relationshins, and rnlicies



= 42

of the Vpusine futtority to nrovide onnortunities to cach arnlovee far

achievinn nerscoral roals while sirultanaously warkina for the ceals of

(a}

r % ¥
the nreanization,-

NDOATITIANTAIAT DR ADMY
SR o o T R 5 SRR W S T L‘ -

The fifth rajor cornonent 0 a career svsie~ is adequate orrarizational
surport. 211 four comnonents cf the career system croviously described pre-
cyirse sunnortive orrmanizational relicines which reflect a cormitpent to the
~aximization of sta®f ootential hv all levels o0 —apanement. Such cormit-
rent dees net just ranpen, In many instances it results from a thorouch
understandine of the roals and nrocesses of the Tapeger System, In others,
it results “rom learnine new wavs of thinkira about and workine with
arployses and learnine new ways of %thinkine ahgout and workine with sunar-
visors.

Ane annroach “o ceneratine such undarstandipa is throur invelvina al}
lavels of staff in nlannine and develenine the cornonents of the Career
Cvstem. Snecial nroorams. such as fraininec in tha imnlamantation of the
system for staff, apd feadback sessions on the nreerar's effactiveness “or
Foth. reinforca ard hetier nrenare sta“f memheprs to male a carssr systen
morh,

Sore emnlovees rav recuire nersonal, career. and/aor edycational cour-
seline saryices &0 heln then talie adyantame of the new gnticns coren #n
ther, Nthers will recuire assistance with, or reirtursamant of, aduca-
tional costs or release tire for additional studies, “1thouah such sun-
sertive sarvices and nolicies ray annear exnansive ir the short tsrem, in

[

a3
(g4}

lon~ tarm trev w11 nroye to ke 2 sound jnvestrant as reflected in
the improved competencies, job performance, attitudes, comitments, and

motivations nf the hpuran ressurces o€ %he Lacal "gusina futtarisv.
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Guidelines for Developing Organizational Supports

The ultimate success of a Career System in meeting its goals and
objectives depends on the commitment of the housinag authority towards
maximizing the potential of each employee. This commitment is reflected
in organizational policy. fn supervisory and employee attitudes, and in
the provision of supportive services such as financial and career and
personal counseling, child care, and transportation.

Policies which encourage educational advancement through the provi-
sion of release-time for education and tuition reimbursement as well in-
service training are one example of this commitment. A career and educa-
tional counseling service which employees are encouraged to use during
Job hours is another.

Supervisory attitudes are extremely important. Supervisors should
encourage employees to develop and should involve employees in makine
decisions about their work and how it will be evaluated. Training for
supervisors in the purpose, structure, and administrative process of the
proposed career system is often necessary.

Peer groups have sianificant influence on the overall success of a
career system and on the amount of individual participation and initiative
within the system. When peer support is lacking on the job, mechanisms
should be developed to bring together employees motivated to take advan-
tage of the educational opportunities afforded by the career system.

The worksheet on the followina pace provides a mechanism for match-
ing the needs of employees at each grade in the Career Ladder to existina
supportive policies, relationships, and services: for identifying the gaps
in the support system; and for setting programmatic priorities.



Worksheet: Assessing Organizational Supports
Career Job Title No. of | Existing Peer Support | Existing Supportive | Existing Supportive Gaps Potential Resources Priority
Ladder Employ- Policies Services
Girade ees

-fb-
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The material nan nerfnrmanpce variahles in orecanizations shonld ba
nresantad ip an infpprmal lacture.,

The rmatarial on arranizatioral sunrorts for a career svstar ghopld
ba nrasanta“ in an informzl lecturs.

Uftnnnptq

lls

"grlshon staff shonld cenduct the informa2] lacturn nraserntations.
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Involvinn all levels af staff ip nlanrine and deyeloninn the

career svstam,

Snacial traininc nreovams for surarvisors.
feneral crientaticn to the syster for staff,
Feadrac’ sassions on the program's effectiveness.
Parsonal. career, ard/or educational counselino.
Peimbyrserant for educatioral costs.

"elease time,
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SKVILL-TEST: CAN YOU USE WHAT YOU HAVE LEARMED IM WORK SITUATINNS?

1. The manager of a hypothetical housing development wants to develop a
career system for his social service staff. He already has job analy-
ses for all social service positions and a standardized performance-
based evaluation mechanism.

What other steps does he need to take?

(a)
(b)
(&) _

2. In setting up such a career system for social service staff, the man-
ager has made the followina provisions:

(a) He has increased starting salaries to make them Competitive with
those for social service trainees in public welfare agencies.

(b) He has begun a comprehensive trainina program aimed at improving
job performance.

(c) He has established parallel career ladders for paraprofessionals
as well as professionals.

(d) He has made relevant trainina available on all job levels.

(e) He has provided easy access to the career ladder and to trainina
proarams for all employees.

(f) He has taken clear responsibility for all training programs.

(g) He has incorporated all new jobs into the aaency structure.

Make three suggestions for improving this career system:

(a)

(b)

(c)
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3. Below 18 an abbreviated job analysis for a hypothetical position. Read
it and make two suggestions for improving it.

Job Summary

The Management Aide I maintains individual and group contacts with
residents relating to management and resident relations. Therefore, the
management aide identifies problems of individuals and groups and refers
the situations to an appropriate social service program. The Management
Aide I informs residents of their rights and responsibilities, identifies
and reports maintenance difficulties and assists in the development of

programs.

Duties and Tasks of the Management Aide I

Title of Job: Management Aide I

Duty 1.
Tasks 1la.
1b.
lc:
1d.
Te.
Duty 2.
Tasks 2a.
2c:
2d.
2e.

Receives notice of move-in date and plans to visit resident
promptly after move in.

Visit resident.

Establish rapport with resident.

Prepare a schedule of visits to suggest techniques and the
use and care of home equipment.

Provide information about budget planning and consumer
education.

Recommend social or other agency contacts when indicated.

Schedules and interviews residents in the office as requested
by residents or management.

Gather all pertinent information from residents.

Fill in schedule appropriately.

Determine if any problems exist.

Present the problems, if any, to the immediate supervisor.
Investigate the outcome periodically.
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Ski1l and Knowledae Reauirements

j

Ability to meet and get along with people. The resident must be
interviewed in a supportive manner in order to:

a. Gain knowledaoe of what residents perceive their needs to be in
order to report that data to resident councils and manaaement.

b. Set the aroundwork for organizing residents for participation
in community proarams.

. Basic reading and writing skills for reporting.

. Ability to identify individual, group and physical maintenance

problems by distinguishing symptoms from sources of problems and
to identify the priority of need.

. Ability to provide information and to understand and communicate

the principles of budget planning to consumers.

. Understanding of the organization, structure, and purpose of the

Public Housinag Authority and knowina how to communicate this
knowledae.

Proficiency Evaluation

T

Performance of the Management Aide I is assessed on an ongoing
basis by the immediate supervisor, the Manacement Trainee. Input
is received when the ajde presents the trainee with daily and
m?gth1y reports and from all additional contacts he has with the
aide.

. Periodic assessment is made through communication with the housing

manager and the social services supervisor. Assessment is
achieved through comments of satisfaction or dissatisfaction from
the residents, resident councils, social service agencies and
from additicnal sources with which the aide communicated.

Qualifications

Requirements for entrance and advancement within the position in terms
of experience, attitudes, skills or any special qualifications.

1
2.

Pesidents Of public housing will be given preference.
Previous experience in assisting individuals in problem solvina
situations.

3. Work or volunteer activity in human services is desirable.
4,
5. Respect for individual resident rights.

Employment as homemaker is preferable.
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Identify two (2) missing elements:

(a)

(b)




For each part of a job description listed vertically, place a check under the organizational need

or needs it helps to meet.

4.
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Read the following report of a hypothetical worker's job performance.

G o i | Hi i il i

Mr. Green is a highly skilled craftsman and has been working for the

housing authority for the past year. In that time, his work perform- .

ance and werk habits have been well above average. The maintenance
supervisor has told vou that Mr. Green likes his work but doesn't
care much for the residents.

The maintenance supervisor sent him to you because several residents
have complained recently about comments he has made to them. In par-
ticular, he told one what he thouaht of her housekeepina ability. He
told her that he thought that residents were a pain-in-the-neck to
him and that he wonders why others put uo with them as much as they
do.

Before the project manaaer even begins to speak to Mr. Green, he
states that as far as he's concerned residents are not much better
than animals and that while he's coing to do his job well, he's
going to be sure that residents understand that they have to do a
better job too.

You know that this is a better paying position than Mr. Green has
had in the past and that he 1ikes the freedom in the work situation
as well as the convenience of the location to his home.

He has been earning a 1ivina for himself since he was eighteen years
old and he has never been out of a job for more than two days at a
time. His skills have always been saleable and he has cotten along
fine on his own ability. He has never been able to afford a really
fine home, but he's always been able to 1ive in a clean, neat, well-
maintained dwellina. He knows enough about public housing to know
that the residents are subsidized and that some of the subsidy money
comes from the taxes he pays. He finds it difficult to understand
why residents cannot take better care of their dwelling units than
they do and he believes that most or all of the residents are lazy
and just looking for welfare handouts. He has always been an out-
spoken man. He Tikes his job, but he knows very well that if it
doesn't last he can find another one. Moreover, he knows he is the
most valuable maintenance man on staff,

B s b Ml s

(a) Make three (3) suggestions for evaluating !r. Green according to
performance-basec eriteria.

(1)
(2)
(3)
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(b) Make three (3) suggestions for evaluating !fr. Green according to
management-by-objectives criteria.

(1)

(2)

(3)
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Assemble the following nine (9) positions into a workable career
ladder. Include at least three (3) entry points.

Social Yorker III

Social Service Aide 1

Assistant Director of
Social Service

Assistant Social Yorker

Social Service Aide II

Social Worker I

Director of Social Service

Social YWorker Trainee

Social Worker II

Requires an MSW or three years of
supervisory experience in social
service work.

Requires a hich school diploma.

Requires an MSW plus five years of
experience or seven years of exper-
jence in social service.

Requires a BSW or five years of
experience in social service work.

Requires a high school diploma, plus
one year of experience in social
service work.

Requires a 3SW plus one year of
experience in social service work
or six years of experience in social
service work.

Pequires an MSW plus ten years of
experience or fifteen years of suner-
visory experience in social service.

Requires a high school diploma, plus
two years of experience in social
service work.

A supervisory position. Pequires a
BSW plus three years of experience
in social service work or ten years
of experience in social service work.
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In adapting the model career ladder to develov a career ladder For
goctal gervice persomrel, a hypothetical manager followed the pro-
cess outlined below:

(a) He plotted all existing social service positions at the career
ladder grade which most closely approximates the requirements
and responsibilities of the arades in the model;

(b) He identified the numher of persons currently employed in each
position;

(c) He identified acaps in the existinag career structure and pro-
posed new positions to fill them;

(d) He identified the employees who without additional training
would qualify for either a promotion or transfer to a new job
title; and

(e) He identified the official procedure required to establish new
positions within the agency.

What steps did he omit?




- 68 -

9(a). Indicate what type of training modality the following personnel
stituations require:
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(1) Maintenance staff need to learn
how to repair the new models of
kitchen apnliances

(2) Social service staff need exten-
sive trainina in counseling
skills

(3) The budget clerk does not know
how to apply for vacation leave

(4) A security quard does not know
how to apply for vacation leave

(5) Social service staff need sensi-
tivity training because of poor
attitudes towards residents

6) A11 security staff need sensi-
tivity training because of poor
attitudes tewards residents

(7) Clerical staff are having trou-
ble changing ribbons on the new
typewriters

(8) A maintenance man has been using
the electric waxer incorrectly

(2) Social service staff are unaware
of community resources available
to residents

(10) Security staff need licensina by
the state authority
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(b) Suggest appropriate training resources for the following persomnel
sttuations:

SITUATION RESQURCE
(1) Maintenance staff need to learn

how to repair the new models of
kitchen appliances.

(2) Social service staff need exten-
sive training in counseling
skills.

(3) The budget clerk does not know
how to run the addina machine.

(4) A security guard does not know
how to apply for vacation leave.

(5) Social service staff need to
learn how to complete the new
referral forms.

(6) A1l security staff need sensi-
tivity training because of poor
attitudes towards residents.

(7) Clerical staff are having trou-
ble changina ribbons on the new
tyoewriters.

(8) A maintenance man has been using
the electric waxer incorrectly.

(9) Social service staff are unaware
of community resources available
to residents.

(10) Security staff need licensing by
the state authority.
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Examine the following case problems. Identify the causal, intervening,
and output variables in eack.

(3} Two more maintenance workers quit their jobs last week. They com-

(b)

(c)

nlained that their pnsitions were dead-end jobs. The director of
maintenance was not too concerned: such workers are easy to recruit.

- Causal vcriables:

- Intervening vartcbles:

- Output variables:

Management has been in the process of uparading the position of social
service aide. The program involves stressina professionalism both in
the office and in working with residents. Pesults have been mixed:
Productivity has increased, yet workers are askina for more money and
career advancement opportunities.

- Causal variables: __

- Intervening variables:

- Output varicbles:

—

Management wants to reduce incidents of crime and vandalism within a
target development by fifty percent. Accordincly, it has provided
all guards with walkie-talkies. Guards are now more successful in
apprehending criminals, yet rates of crime and vandalism seem to he
increasing.

- Causal variables:

- Intervening variables:

- Output vericbles:
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11. Read the ‘ollowring case study:

The Housina Authorityv has becun 2 pilot program with six housina
developments to implement in-service training proarams, career ladders,
vocational counseling, and credentialing programs. The strategy for
meetine this cbjective was to work both individually and collectively
with the following develonments:

(a) Northside Manor
Eb) Southwart Plaza
¢) East Villace Homes
(d) West Village Homes
Ee; Northwest Heichts
f) Southwest Feights

The activities of the project were structured in a series of phases,
moving from a specific development focus to the utilization of the indi-
vidual experience for the development of models that could be used by a
wide variety of human service providers. Most of the activities took
place both at the specific developments and within the central office.

Plannina - This phase included the necaotiations with each davelop-
ment concerning participation, communications, the process for organiz-
ing a nroject team, a delineation of responsibilities, and an analyses of
existing job analyses. training programs, and advancement opportunities.

Nevelopment of Career Ladders - To facilitate more efficient use of
personnel, each develcopment examined its existinc career opoortunities
and job responsibilities. Job descriptions which underutilized personnel
were upgraded and criteria for the performance of each job level were
defined. !lhere clear paths for mobility did not exist, a competency-
based career ladder system was desicned.

Identification of In-Service Trainina Needs - Job analyses were the
major tool for assessina trainina needs for various positions, such needs
in tern determined the content of the curriculum.

Implementation of In Service Trainina - Training was conducted at
each develooment. Approximately 100 individuals took part in these
initial offerings of on-going trainina proarams.
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Mgke four (4) suggestions for improving organizational supports for this
hypothetical carcer system:

(a)

(e)

(d)
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TO SKILL TEST:

Develop a career ladder.
Develop accredited training and education programs.
Develop organizational supports.

A11 pnositions, both professional and para- or non-professional,
should be encompassed in a sinale career ladder, with various
entry points for workers with 4ifferent levels of skill or exper-
ience.

Trainina should be 1imited to proqrams of colleges and univer-
sities.

Experience, education, and certification requirements should be
standardized.

Lines of authority should be added.
Lines of communication should be added.
Forms used in performing the job should he appendad.
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A standard basis for
developino a perform-
ance evaluation
mechanism

A clear description of
how the job title fits
into the total oragani-
zation

Standard criteria for
hiring or promotion

A detailed description
of the duties and tasks
each position is respon-
sible for

A detailed description
of knowledae and skills
required for effective
job performance
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5-6. (a) A performance-based svaluation should establish and rate job per-
formance according to several criteria. In this case, such cri-
teria miaht include: time spent on various types of jobs, main-
‘tenance backlogs, rate of re-breakdowns, and resident relations.

Moreover, the eavaluator might nrepare a matrix to summarize Mr.
Green's job performance as in the following example:

Task Assignments Personal Relations
Actions Highly acceptable unacceptable
Results Highly acceptable unacceptable
Errors Highly acceptable unaccentable
|

(b) A management-by-objectives based evaluation should: (1) set
appropriate work objectives, such as "to avoid direct disputes
with residents”: (2) propose appropriate actions, such as
"report all problems with residents to the supervisor": (3)
report the outcomes of such actions: and (4) assess the effec-
tiveness of the actions in meeting the stated objectives.

T
Social Werker Assistant Social Director of
Trainee Worker Social Service
Social Service Social Worker I Assistant Director
Aide 11 g of Social Service |
Social S i ] < 1 Worker I1I i S 1 k £;T
cial Service | Social Worker ocial ‘lorker I
Aide I | 2 !

7 7
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8-9(a). Participants were asked to suggest appropriata trainina formats
for the following personnel situations:
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(1) Maintenance staff need to learn |
how to repair the new models of X
kitchen appliances 5
(2) Social service staff need exten-
sive training in counseling X
skills
(3) The budget clerk does not know X
how to apply for vacation leave
(4) A securitv guard does not know ¥

how to apnly for vacation Teave

(5) Social service staff need sensi-
tivity training because of poor X
attitudes towards residents

(6) A11 security staff need sensi-
tivity training because of poor X
attitudes towards cesidents

(7) Clerical staff are havina trou-

ble changing ribbons on the new X
typewriters
(8) A maintenance man has been using X

the electric waxer incorrectly

(9) Social service staff are unaware
of community resources available X
to residents

(10) Security staff need licensing by y
the state authority
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(b) Participants were asked to suggest aoprooriate training resources for

(3)

(4)

(5)

(6)

(7)

(9)

(10)

the followina situations:

SITUATION

ilaintenance staff need to learn
how to repair the new models of
kitchen appliances.

Social service staff need exten-
sive training in counseling
skills.

The budget clerk does not know
how to run the adding machine.

A security ouard does not know
how to anply for vacation leave.

Social service staff need to
learn how to complete the new
referral forms.

A11 security staff need sensi-
tivity training because of poor
attitudes towards residents.

Clerical staff are havina trou-
ble changing ribbons on the new
typewriters.

A maintenance man has been using
the electric waxer incorrectly.

Social service staff are unaware
of community resources available
to residents.

Security staff need licensing by
the state authority.

RESOURCE

manufacturers

Consultent from counseling agency
or from a wniversity

i

Experienced suvervisor or co-
worker

Experienced supervisor or co-
worker

Supervisor

Consultant from a private firm
or wniversity

Marufacturer

Supervisor or experienced co-
wvorker

Consultant from a social agency
or wniversity

Professtonal consultant




9.

10.

(a)

(b)

(c)
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Causal variables: “anacement style/strateqy (maintenance workers
are expendihle.)

Intervening variables: Morkers' perceptions and expectations,
‘motivation to continue workinc.

Output variables: Turn-over rates.

Causal variables: Manacement strategy (to upcrade a position.)

Intervening variables: ‘lorkers' perceptions, expectations,
attitudes, role concepts, values and
aoals.

Output variables: Productivity, costs, turn-over rates (potential
problem.)

Causal variables: Management strateaqy, oraanizational objective
(to reduce incidents of crime and vandalism)
technoloay.

Intervening variables: Uorkers' percepticns and tehavior: crimi-
nal nerceptions and behavior,

Output vartobles: Productivity, crime and vandalism rates.

Suagested impravements in orcanizational supoort:

(a)
(b)
(¢)
(d)
(e)

Involving all levels of staff in system plannina and administration.
Orientino staff to the general mechanics of the system.

Providing suoprortive career, personal, and educational counselinc.
Providinag feedback about proarar effectiveness.

Providina release time or financial reirbursement for relevant
educaticnal nrearams.
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JOB ANALYSIS - MANAGEVENT AIDE [

1. Title of Job - Management Aide I

2. Organization Relationshirs

Lines of Authority

The following diagram represents the lines of authority of the Manage-
ment Aide I. It indicates which persons and organizational units
interact with the Management Aide I:

CENTRAL OFFICE

HOUSING
MANAGER
SOCIAL SERVICE
MANAGEMENT SUPERVISOR
TRAINEE .

MANAGEMENT AIDE II

MANAGEMENT AIDE I

[ |
RESIDENT RESIDENT COUNCILS SOCIAL AGENCIES

Lines of Communication

The following diagram depicts the 1ines of communication. It
indicates which persons and organizational units interact

with the Management Aide I. The number of lines represent the
importance and frequency of communication.
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RESIDENT SOCIAL

AGENCIES
/

HOUSING SOCIAL
MANAGER % MANAGEMENT AIDE I SERvic:
/ SUPERVISOR
CENTRAL MANAGEMENT RESIDENT
OFFICE TRAINEE COUNCILS

Housing Management Career Ladder

Sequence

MANAGEMENT TRAINEE

MANAGEMENT AIDE II

MANAGEMENT AIDE I

Entrance Level Position

3. Job Summary

The Management Aide I maintains individual and group contacts with resi-
dents relating ty management and resident relations. Therefore, the
management aide identifies problems of individuals and groups and re-
fers the situations to an appropriate social service program. The
Management Aide I informs residents of their rights and responsibilities,
identifies and reports maintenance difficulties and assists in the
development of programs.

4, Duties

and Tagks of the Management Aide I

Duty 1.

Tasks la.
1b.
ek

1d.

le.

Duty 2.

Tasks 2a.
2b.
2c.
2d.
2e.

Receives notice of move-in date and plans to visit resident
promptly after move-in.

Visits resident.

Establishes rapport with resident.

Prepares a schedule of visits to suggest housekeeping
techniques and the use and care of home equipment.
Provides information about budget planning and
consumer education.

Recommends social or other agency contacts when
indicated.

Schedules and interviews residents in the office as
requested by residents or management.

Gathers all pertinent information from residents.

Fills in schedule appropriately.

Determines if any problems exist.

Presents the problems, if any, to the immediate supervisor.
Investigates the outcome periodically.



Duty 3.

Tasks 3a.

Duty 4.

Tasks 4da.
4b.
4c.

Duty 5.

Tasks 5a.
5b.
5¢c.
5d.

Se.

Duty 6.

Tasks fa.
6b.

6c.
6d.
be.

Duty 7.

Tasks 7a.
7b.

ol
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Prepares a monthly written report on a special report form
and sends to central office.

Gathers data from various sources by:

1) Schedule of interviews.

2) Social agency contacts.

3; Phone contacts.

4) Total contacts with residents.

5) Contacts with immediate supervisor (management trainee).
6) Housing manager input.

?; Social Service supervisor.

8) Meetings with resident councils.

Prepares daily reports which may be instrumental in
facilitating data for monthly reports.

Records all daily contacts with residents.
Lists all activities engaged in.
Notes the time spent for each task.

Visits units occupied by elderly persons and keeps records of
these visits noting physical ability of residents to care for
themselves and dwelling units.

Fills in appropriate form.

Observes general condition of dwelling.

Determines if special assistance or services are required.
Becomes aware, after the first few visits, of any drastic
change in personality of a resident which affects the

upkeep and maintenance of the apartment.

Reports any difficulties encountered to the management trainee.

Assists in development of community health, education and
recreational programs.

Recognizes the needs of residents for input into these programs.
Congers with the appropriate parties to sensitize them to these
needs.

Determines what kinds of programs the residents want by facili-
tating input from the residents.

Attends resident meetings to gain awareness of what is most
crucially relevant to a resident.

Keeps records to be utilized on daily and monthly reports.

Confers with housing manager and social service supervisor in
reqularly scheduled conferences discussing special problems
which require management action to resolve.

Recognizes that a situation may warrant meeting with these
people at unscheduled times also.

Informs the housing manager and social service supervisor of
all the facts in order that he may perform adequately to
resolve the problem.

When a problem is initially identified, discusses it with the
management trainee in order to avoid the necessity of meeting
with the housing manager and social service supervisor. The
problem may be remedied at a lower level of management.

5. Skill and Xnowledge Requirements

The nature of each duty and task determines the particular skills it

requires.

The following items indicate general skills necessary to

fulfill a duty or complete a task. Each item is applicable in a
specific situation.

1. Ability to meet and get along with people. The resident must be
interviewed in a supportive manner in order to:



6.

7.
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a. Gain knowledge of what residents perceive their needs to be in
order to report that data to resident councils and management.
b. Set the groundwork for organizing residents for participation
in community programs.
. Basic reading and writing skills for reporting.
. Ability to identify individual, group and physical maintenance
problems by distinguishing symptoms from causes of problems
and to identify the priority of need.
4, Ability to provide information and to understand and communicate
the principles of budget planning to consumer. )
5. Understanding of the organization, structure and purpose of the Public
Housing Authority and knowing how to communicate this knowledge.

LPE s ]

Proficiency Evaluation

1. Performance of the Management Aide I is assessed on an ongoing basis
by the immediate supervisor, the Management Trainee. Input is re-
ceived when the aide presents the trainee with daily and monthly
reports and from all additional contacts he has with the aide.

2. Periodic assessment is made through communication with the housing
manager and the social services supervisor. Assessment is achieved
through communication with the housing manager and the social services
supervisor. Assessment is achieved through comments of satisfaction
or dissatisfaction from the residents, resident councils, social
service agencies and from additional sources with which the aide
communicated.

Qualifications

Requirements for entrance and advancement within the position in terms
of experience, attitudes, skills or any special qualifications.

Residents of public housing will be given preference.
Previous experience in assisting individuals in problem
solving situations.

Work or volunteer activity in human services is desirable.
Employment as homemaker is preferable.

Respect for individual resident rights.

Respect for the purpose of the Public Housing Authority and
interest in directly serving that purpose.

7. Interest in assisting residents to overcome their problems and

an openness to alternative solutions to the problems.

8. Interest in working with individuals and groups of residents.
9. Willingness to accept supervision.

10. Desire to learn new skills.

11. Ability to communicate verbally.

12. Driver's license (optional).

13. Willingness to work after hours and evenings.
14, Completion of tenth grade or the equivalent.
15. Good health and the ability to walk for long periods of time.
16. Males and females are eligible for the position. Age requirements -

18 or over.

17. Must be resident of city where public housing is located.

18. For entrance level as a Management Aide I, fifty hours of
competency-based training is required.

o & W ny —
. s s w P
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JOB ANALYSIS - MANAGEMENT AIDE [T

1. Title of Job - Management Aide II

2. Organizational Relationships

Lines of Authority

The following diagram represents the lines of authority of the Manage-
ment Aide II. It indicates which persons and organizational units
interact with the Management Aide II.

CENTRAL OFFICE

[

HOUSING
MANAGER

PUBLIC HOUSING
AUTHORITY STAFF

RESIDENT COUNCILS

Lines of Communication

MANAGEMENT i
TRAINEE I

MANAGEMENT AIDE 11

MANAGEMENT AIDE I i

T
.

COMMUNITY HEALTH AND
WELFARE AGENCIES '

| RESIDENT |

The following diagram depicts the lines of communication. It indicates
which persons and organizational units interact with the Management
Aide II. The number of lines represents the importance and frequency

of communication:



3. Job Summary

4.

RESIDENT

HOUSING

|
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PUBLIC HOUSING
AUTHORITY STAFF

il

MANAGERS

CENTRAL
OFFICE

|
MANAGEMENT AIDE II % COMMUNITY HEALTH

\

1ANU WELFARE
IﬁGENCIES

MANAGEMENT
TRAINEE

W
]

RESIDENT
COUNCILS

Housing Management Career Ladder

Sequence 1

MANAGEMENT
TRAINEE

il

MANAGEMENT
AIDE II

MANAGEMENT

" AIDE I

Entrance Level Position

The Management Aide II assists the manager and/or resident organizations
in planning, organizing and directing community health, education, wel-
The task of helping to organize residents
to participate in the planning and implementation of programs is per-

fare and recreation programs.

formed by the Management Aide II.

The use of community facilities in

cooperation with resident organizations is scheduled by the Management

Aide II.

Duties and Tasks of the Management Aide II

Duty 1. Visits project residents to explore their social interests and
suggest the use of the community facilities in pursuit of

resident interests.

Tasks la.

Establishes rapport with the resident.

1b. Informs the resident of the names and locations of
community facilities available for his use.
lc. Keeps records of visits.



- 86 -

Duty 2. Assists in daily coordination of all programs in the community
which have been planned and organized by the resident council
and the housing manager. Arranges schedule, obtains suitable
facilities, provides required equipment and supplies and other
needs as required.

Tasks 2a. Maintains consistent contact with the resident council and the
housing manager to assist them in establishing and fulfilling
their needs.

2b. Establishes an ongoing communication with those involved in
community programs.

2c. Becomes aware of and contacts the appropriate parties to
facilitate the necessities involved in obtaining the means for
acquiring proper facilities and supplies and all other needs
pertinent to the suitable coordination of community programs.

2d. Keeps records of contacts with the resident council, housing
manager and places where community events are being held.

Duty 3. Assists residents to recoanize and utilize existing community
health and welfare services.

Tasks 3a. Idegtifies the resources which are appropriate to the residents'

needs.

3b. Develops a written profile on each resource which contains data
concerning the nature of the service, types of clients served,
waiting period, costs, name of contact person and cther similar
services which may be provided in the area.

3c. Becomes familiar with new resources and investigates these
resources to assess whether or not they meet the residents'
needs.

Duty 4. Schedules the use of community activity facilities with residents
and community agencies. Meets with resident councils, resident
associations to assist in development of groups and group
activities.

Tasks 4a. Contacts the appropriate agency to reserve space at their facility.

4b, Informs the resident of the arrangements.

4c. Identifies and gets to know contact persons in community and agency;
keeps informed of when groups are being formed and meetings.

4d. Is aware of the various types of group activities which are
necessary to satisfy the needs of the group.

4e. Is available to facilitate the organization of groups and their
functions.

Duty 5. Recommends the repair and maintenance of community activity
facilities.

Tasks 5a, Assesses what repairs are necessary by inspecting areas
periodically.
5b. Contacts the proper authority to perform the necessary tasks.
5¢. Follows-up in order to determine if the job was accomplished
to the required specifications.

Duty 6. Maintains a permanent file of records and reports. Upon the
request of the manager assists in special office duties,
surveys or statistical reports.

Tasks 6a. Maintains an ongoing record of daily occurrences.
6b. Compiles all relevant information and records the data on
the appropriate form.
6¢c. Is knowledgeable in all specific office procedures and
maintenance.
6d. Is capable of comprehending all forms and schedules utilized
in the office.

Duty 7. Assists in planning, implementaticn and supervision of programs
which will solve individual and group problems of residents.
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Tasks 7a. Develops a resource file on all organizations and agencies that

are equipped with programs which will suit the needs of
individuals and groups of residents.

7b. Maintains written records of what services are available and
which agencies offer appropriate programs for the residents.

7c. Becomes competent in identifying the individual and group
problems.

7d. Gains expertise in the overall role necessary in order to
plan, supervise and implement a program.

7e. Develops an awareness of new, updated and outdated programs
available to the residents.

Duty 8. Works closely with the residents' council and other groups to

assure that residents participate in the planning and operation
of programs.

Tasks Ba. Is aware of the existing groups.

8b. Shares the expertise acquired in planning and operating
programs with the resident.

8c. Encourages the resident to participate in program operation.

8d. Aids the resident in carrying out duties.

Duty 9. Recommends to the housing manager methods of solving problems

which affect the residents. Performs other duties which may
be required by the housing manager.

Tasks 9a. Relates the problems clearly and adequately to the housing

manager.

9b. Recognizes the need to be available to assist the housing
manager when he deems it necessary.

9c. Demonstrates the ability to be sensitive to the problems and
recommend viable solutions to the problem.

Duty IC. Works with other Public Housing Authority staff to assure that

residents' needs are met by referral to other agencies.

Tasks 10a. Determines the value of receiving input from other staff members.

10b. Identifies other agencies which will be able to respond to
the residents' needs.

10c. Develops a rapport with other staff members to identify the
most advantageous route to pursue in order to satisfy the
residents' needs.

5. Skill and Knowledge Requirements

The nature of each duty and task determines the particular skills it
requires. The following items indicate the general skills necessary
to fulfill a duty or complete a task. Each item is applicable in a
specific situation.

1.

Ability to meet and get along with people. The resident must be

interviewed in a supportive manner in order to:

a. Gain knowledge of what residents perceive their needs to be in
order to report that information to the resident councils and
management.

b. Set the groundwork for organizing residents for participation
in community programs.

. Ability to recommend solutions to maintenance problems.

a. Ability to perceive, organize and maintain physical facility
requirements for programmatic operations.

. Understanding of organizational functions and purpose of the

Public Housing Authority.
a. Ability to develop plans and programs consistent with the
goals of the agency.

. Ability to coordinate use of community facilities with resident

organizations.
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a. Ability to be a catalyst for resident organizations in order
that they will become adept in organizing themselves for
participation in community programs.

b. Ability to exercise democratic leadership skills in carrying
out community program operations.

5. Ability to develop programs to solve individual and group problems,
and to urge residents to participate in as well as plan these
programs.

a. Ability to translate needs of residents into programmatic
plans of action and to advocate those programs through
written and verbal communication.

b. Ability to translate programs intoc a written schedule of planned
activities.

6. Proficiency Evaluation

1. Performance of the Management Aide II is assessed on an ongoing
basis by the immediate supervisor, the Management Trainee.

2. Periodic assessment is achieved through communication with resident
councils, housing manager, community agencies. This evaluation is
transmitted from comments of satisfaction or dissatisfaction from
the above-mentioned sources.

7. Qualifications

Requirements for entrance and advancement within the position in terms
of experience, attitudes, skills or any special attributes.

1. Residents of public housing will be given preference.
2. Previous experience in assisting individuals in problem-
solving situations.
a. Openness to alternate solutions to problems.
b. Ability to identify individual problem.
. Possession of driver's license preferable but not mandatory.
. Previous employment as Management Aide I or Human Services Aide I
preferable but not mandatory.
Work or volunteer activity in human services previously is mandatory.
Willingness to accept supervision and also accept supervisory
responsibility where indicated.
. Respect for individual resident rights.
. Respect for the purpose of the Public Housing Authority and interest
in directly serving that purpose.
Interest in assisting resident groups in planning and organizing
community programs.
10. Desire to learn new skills.
11. Willingness to work afternoons and evenings.
12. Ability to provide some information about budget planning and
consumer education.
13. Ability to identify physical maintenance problems.
14. Ability to meet and get along with people.
15. Ability to read and write at a basic level.
16. Ability to communicate verbally.
17. An entrance requirement for the position of Management Aide II is
fifty hours of competency-based training.

o un = W
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1. Title of Job - Management Trainee

2. Organizational Relationships

Lines of Authority

The following diagram represents the lines of authority of the Manage-
ment Trainee. It indicates which persons and organizational units
interact with the Management Trainee.

CENTRAL OFFICE

HOUSING MANAGER | SOCIAL SERVICE
| SUPERVISOR |

| MANAGEMENT TRAINEE

|
|: MANAGEMENT AIDE II

 MANAGEMENT AIDE I

P e 1

RESIDENT RESIDENT COUNCILS ; |* SOCIAL AGENCIES

Lines of Communication

The following diagram depicts the 1ines of communication of the Management
Trainee. It indicates which persons and organizational units interact with
the Management Trainee. The number of lines represent the importance and
frequency of communication.

RESIDENT HOUSING

MANAGER

o
SRS . P .
CENTRAL MANAGEMENT & | SOCIAL SERVICE
OFFICE TRAINEE =~ ' AGENCIES |
MANAGEMENT /HANAGEMENT i | RESIDENT
AIDE II AIDE I | | COUNCILS
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Housing Management Career Ladder

Sequence 1

MANAGEMENT TRAINEE‘

i

MANAGEMENT AIDE II

i
|
J

MANAGEMENT AIDE I }
|

Entrance Level Position
3. Job Swrmary

The Management Trainee assists the Housing Manager in the overall manage-
ment of the property. He assures that all units are rented, rent is
collected, property is maintained, and that residents are directly in-
volved in the operation of the project.

The Management Trainee supervises staff in planning and implementation
of health, education, recreation and welfare programs for residents.

He assures maximum coordination with other agencies that are providing
services to residents of the housing project. He informs the Housing
Manager of new plans and programs which are being developed by the
housing staff and residents.

He engages in on-the-job training in preparation for higher level of
technical skill and responsibility.

4. Duties and Tasks cf the Management Trainee

Duty 1. Assures that units are expeditiously rented.

Tasks la. Is aware of the availability of units.
1b. Knows when units will be vacated.
lc. Advertises vacancies if necessary.
1d. Shows units to prospective residents.
le. Establishes a waiting 1ist of indicated residents.
1f. Notifies potential residents of their current status
on the waiting list.

Duty 2. Informs residents of rights and responsibilities.

Tasks 2a. Is aware of the rights and responsibilities of residents.
2b. Explains the lease content.
2c. Explains residents' personal responsibility in maintaining
the unit.
2d. Describes residents' upkeep of hallway and outside structure.

Duty 3. Collects rent.

Tasks 3a. Keeps a record of receiving payment.
3b. Gives the resident a receipt.
3c. Discusses the advantages of paying on time.
3d. Enforces 1ate charges for non-payment of rent within a
specific period.



Duty 4.

Tasks 4a.
4b.

4c.

Duty S.
Tasks 5a.

5b.
5C.
5d.
Se.

Duty 6.

Tasks 6a.
6b.
6¢c.
6d.

Duty 7.

Tasks 7a.
7b.

7¢C.
7d.
7e.

Duty 8.

Tasks 8a.
8b.
8c.

Duty 9.
Tasks 9a.

b,
Duty 10.

Tasks 10a.
10b.
10c.
10d.

10Qe.
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Assures that physical facilities are maintained.

Routinely checks the facilities to prevent unnecessary repairs.
Understands the mechanics involved in tending to the physical
facilities.

Keeps records of maintenance of facilities.

Maintains liaison with residents' council.

Organizes meetings with the council periodically and maintains
records.

Becomes a valuable resource person to the council.

Develops a knowledge of group structure.

Communicates with the council,

Assists the group in functioning.

Supervises the housing authority staff.

Supervises the Management Aides I and II.

Develops leadership qualities.

Assists Management Aides I and II in making decisions.
Evaluates the Management Aides' field experience.

Supervises (in part) development of programs which meet the
human needs of residents.

[s aware of pre-existing programs.

Is aware of residents' needs in order to successfully
develop programs.

Recognizes the value of resident input in programs.
Plans an appropriate program,

Solves problems through use of all resources at hand.

Assists in the preparation of the operating budget.

Understands the components of the operating budget.

Knows the integral elements which are contained in a budget.
Recognizes the importance of allocating specific proportions
to different areas of the budget.

Develops creative ways of maintaining the facilities.

Recognizes the need for innovative changes in maintaining the
facilities.
Has the expertise to creatively implement maintenance.

Coordinates new programs with other agencies that are serving
residents.

Has familiarity with all the agencies which assist residents.
Determines the need for new programs.

Knows of planning and organizing new programs.

Is familiar with old and existing programs to determine

the needs for new programs.

Gains knowledge from interaction with residents and other
agencies for input into the new program.

5. Skill and Knowledge Requirements

The nature of each duty and task determines the particular skills it
requires. The following items indicate the general skills necessary
to fulfill a duty or complete a task. Each item is applicable in a
specific situation.

P —
P T

Ability to meet and get along with people.

Capable of supervising Management Aides I and II.

Ability to work with organized residents' groups.

Ability to exercise democratic leadership skills to allow

subordinates to:



8.

9.
10.
11.
12.
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a. Participate in management.
b. Develop programs which respond to residents' needs.
¢. Coordinate their activities with other housing authority staff.

. Ability to supervise the development of programs to meet the needs

of residents.

. Ability to understand the needs of residents and to develop manage-

ment techniques which meet their needs and the needs of the Public
Housing Authority.

. Ability to understand the organizational structure, functions and

purpose of the Public Housing Authority and to make administrative
decisions which are consistent with these general principles.
Ability to relate to the broad community and to coordinate agencies
which are serving residents.

Ability to work with organized residents' groups.

Possession of good reading and writing skills.

Ability to present ideas effectively, both orally and in writing.
Ability to Tearn new skills quickly and to utilize those skills

to improve housing management.

6. Proficiency Evaluation

1.
2.

Performance of the Management Trainee is assessed on an ongoing
basis by the immediate supervisor, the Project Director.

Periodic assessment is achieved through communication with resident
councils, housing manager and community agencies. This evaluation
is transmitted from comments of satisfaction or dissatisfaction
from the above-mentioned sources.

7. Qualifications

Requirements for entrance and advancement within the position in terms
of experience, attitudes, skills or any special attributes.

[

2.
3. Experience as a Management Aide Il or Human Service Aide II is

Must be a resident of the city in which the public housing is
located.
Preference will be given to residents of public housing.

desirable but not mandatory.

. Work or volunteer activity in human services in a supervisory or

leadership capacity is preferable but not mandatory.
Indication of assisting individuals and groups in problem-solving
situations.

. Interest in coordinating other service agencies which are

providing services to residents.

. Interest in supervising staff which is engaged in planning and

implementation of community programs.
Respect for individual residents' rights.

. Respect for the purpose of the Public Housing Authority and

interest in directly serving that purpose.

. Interest in assisting the Housing Manager in the overall management

of the project.

. Ability to read and write correspondence, reports, budget state-

ments, regulations and procedures.

. Ability to communicate verbally.
. Ability to develop programs to solve individual and group problems

and to organize residents to participate in and plan these programs.

. Ability to recommend solutions to maintenance problems is preferable.
. Formal education beyond high school is preferable, but related

experience will be acceptable in Tieu of education.

. Fifty hours of competency-based training is mandatory for entrance

to the position of management trainee.
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JOB ANALYSIS - ASSISTANT HOUSING MANAGER

1. Title of Job - Assietant Housing Manager

2. Organizational Relationshirs

Lines of Authority

The following diagram represents the lines of authority of the Assistant

Housing Manager.

interact with the Assistant Housing Manager.

CENTRAL OFFICE
|

It indicates which persons and organizational units

HOUSING MANAGER

ASSISTANT HOUSING MANAGER

MANAGEMENT TRAINEE

MANAGEMENT AIDE II

MANAGEMENT AIDE I

Lines of Communication

PUBLIC HOUSING
AUTHORITY STAFF

COMMUNITY HEALTH AND
WELFARE AGENCIES

RESIDENT COUNCILS

RESIDENT

The following diagram depicts the 1ines of communication of the Assistant

Housing Manager.

interact with the Assistant Housing Manager.
represent the importance and frequency of communication:

RESIDENT

.

-
.,

o

MANAGEMENT

MANAGEMENT
AIDE II

AIDE I

ASSISTANT MANAGER

g

/

PUBLIC HOUSING

|
|

AUTHORITY STAFF

RESIDENT COUNCILS |

It indicates which persons and organizational units
The number of lines

'l HOUSING MANAGER

; COMMUNITY SOCIAL
SERVICE AGENCIES

A\

MANAGEMENT TRAINEE
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Housing Management Career Ladder

Sequence 1
Entrance Level Position

MANAGEMENT TRAINEE ASSISTANT HOUSING MANAGER
: .

Y4
HOUSING MANAGER I

|
)
M!
|
HOUSING MANAGER II

3. Job Summary

The Assistant Housing Manager assists the housing manager in the manage-
ment of the Housing Authority's large developments or a number of
scattered properties within a specific geographical area. Relating to
residents and assisting in the resolution of community problems are
significant aspects of that work.

Work is performed under the supervision of a housing manager. Assign-
ments are stable in nature and are carried out in accordance with
instructions and established routines. Employees in this class perform
facilitating tasks which free a housing manager for more complex
managerial functions.

4. Duties and Tasks of the Aseistant Housing Manager

Duty 1. Interviews prospective residents to determine their housing
needs and preferences.

Tasks la. Is capable of developing a rapport with people.

1b. Is cognizant of basic housing needs.

1c. Has the expertise to describe the advantages of the
housing project.

1d. Discusses the availability of units and realistic approaches
to satisfying the resident needs.

le. Uses the appropriate form to maintain the data collected
during the interview.

Duty 2. Shows available units to prospective residents for their
inspection.

Tasks 2a. Explains the rights and responsibilities of the resident.
2b. Develops awareness of current and future vacancies.
2c. Describes maintenance facilities available to the resident.
2d. Discusses security measures provided by the complex.
2e. Has a complete comprehension and description of the items
included in all units.

Duty 3. Completes the necessary rental forms when units have been
accepted for occupancy.

Tasks 3a. Explains the details of the forms.
3b. Assists if necessary in completion of the forms.
3c. Distributes the application.
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3d. Completes the eligibility worksheet.
3e. Prepares a rental schedule.
3f. Executes a dwelling lease.

Duty 4. Explains pertinent rules and regulations to residents.

Tasks 4a. Explains when rent is due and the issue of late charges.

4b. Discusses responsibility of major and minor repairs and main-
tenance of the unit.

4c. Details required upkeep of the unit.

4d. Describes the responsibilities of the resident in outdoor
building maintenance.

de. Sensitizes the resident to his/her responsibility for personal
security.

4f., Explains expected behavior with reference to disturbing others
(i.e., noise, cleanliness).

4g. Discusses the fire code.

Duty 5. Answers questions which residents may have concerning the rental
of housing authority properties.

Tasks 5a. Is aware of resident eligibility procedures.
5b. Understands rent supplement.
5c. Knows all the new Housing Authority developments.
5d. Acquires all the expertise necessary in renting units.

Duty 6. Makes analyses of rent delinquency unit turnover rates and
other related subjects as directed by the manager.

Tasks 6a. Keeps records of rent delinquencies.
6b. Retains data which depicts the number of turnover rates.
6¢c. Attempts to reduce rent delinquency by explaining the
advantages of prompt payment to the residents.
6d. Uses other residents as examples of expedient remuneration.

Duty 7. Gathers preliminary data for use by the manager in the preparation
of required reports.

Tasks 7a. Discusses tasks and responsibilities necessary to collect
pertinent data for the housing manager.
7b. Expedites action necessary in obtaining data.
7¢. Understands the rationale of the data to the required reports.

Duty 8. Visits residents to resolve complaints.

Tasks 8a. Keeps records of complaints.
8b. Determines if complaints are realistic.
8c. Discovers if the resident or housing manager is responsible
for solving the problem.
8d. Remains in contact with the resident periodically in order to
assist in resolving the complaint.

Duty 9. Inspects units to determine maintenance needs.

Tasks 9a. Periodically inspects all units.
9b. Inspects other units when requested to do so by the resident.
9c. Maintains appropriate records of inspection.
9d. Congacts the appropriate party to comply with the maintenance
needs.
9e. Reinspects when work is completed.

Duty 10. Prepares and processes necessary work orders,

Tasks 10a. Utilizes the proper forms to facilitate the work orders.
10b. Delivers the work orders to the proper party.
10c. Contacts worker to determine progress being made.
10d. Finalizes contract with worker and resident.
10e, Examines work completed to satisfy the requirements of
the contract.
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7.
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Skill and Knowledge Requirements

The nature of each duty and task determines the particular skills it re-
quires. The following items indicate the general skills necessary to
fulfill a duty or complete a task. Each item is applicable in a speci-
fic situation.

Ability to meet and get along with people.

Ability to work under supervision.

Knowledge of the principles, practices, methods and techniques of
housing management.

4. Knowledge of Tocal, state and federal rules and regulations appli-
5

LIy —
R

cable to public housing and public housing residents.
. Knowledge of the problems encountered in the placement and mainte-
nance of low income individuals and families in public housing.

6. Some knowledge of inspectional methods and techniques as applicable
to the conduct of inspections and residential properties to insure
their adequacy.

7. Ability to present ideas effectively, both orally and in writing.

8. Ability to establish and maintain effective working relationships
with associates and residents.

Proficiency Evaluation

1. Performance of the Assistant Housing Manager is assessed on an on-
going basis by the Housing Manager.

2. Periodic assessment is achieved through communication with resident
councils, housing manager and community agencies. This evaluation
is transmitted from comments of satisfaction or dissatisfaction on
the part of the above-mentioned sources.

Qualifications

Requirements for entrance and advancement within the position in terms
of experience, attitudes, skills or additional attributes.

1. Must be a resident of the city in which the public housing is located.

2. Preference will be given to residents of public housing.

3. Two years of education above the high school level at an accredited
college or uniyersity.

4. Two years of experience in management, administrative, supervisory
or leadership capacity, one year of which shall haye been in either
real estate management, human seryices or community work.

5. Two years of experience may be waived in exchange for six months of
experience as a management trainee in a housing authority during
which time a superior performance rating has been earned.

6. Any equivalent combination of acceptable training and experience
may be utilized.

7. Related experience may be substituted for the education requirement
on a year-for-year basis.

8. Must meet approved minimal physical and medical standards.

9. Posiession of a valid driver's license if required by work assign-
ment.

10. Possession of or ability to obtain an automobile in good operating
condition if required by work assignment.
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JOB ANALYSIS - HOUSING MANAGER [

1. Title of Job - Housing Manager I

2. Organizational Relationshipe

Lines of Authority

The following diagram represents the lines of authority of the Housing
Manager I. It indicates which persons and organizational units interact
with the Housing Manager I.

CENTRAL OFFICE |
i

| HOUSING MANAGER | HOUSING AUTHORITY
1 ] J
ASSISTANT i | COMMUNITY AGENCIES

HOUSING MANAGER

| MANAGEMENT TRAINEE | RESIDENT COUNCILS
|
! |
| [
MANAGEMENT AIDE II | RESIDENT
| CEETE—

MANAGEMENT AIDE I I
|

Lines of Communication

The following diagram depicts the lines of communication of the Housing
Manager I. It indicates which persons and organizational units inter-
act with the Housing Manager I. The number of lines represent the
importance and frequency of communication.

_— ;
RESIDENT | COMMUNITY AGENCIES |
“j /§§

iHGUSING MANAGER I } RESIDENT

I COUNCILS
T
I AN

HOUSING MANAGER PUBLIC HOUSING
AUTHORITY STAFF
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Housing Management Career Ladder System

Sequence [ Sequence II

Entrance Level Paosition

MANAGEMENT TRAINEE%% ASSISTANT HOUSING MANAGER‘
!

HOUSING MANAGER I

L

HOUSING MANAGER II

Job Summary

The Housing Manager I directs all the management activities at one of
the LHA'ssmallest developments or manages a number of scattered pro-
perties within a specific geographical area. The Housing Manager I
working in scattered sites will be subject to closer supervision than
an employee in conventional management. Relating to residents and
assisting in the resolution of community problems are significant as-
pects of the work.

Work is performed under the general superyision of a higher level mana-
ger. Assignments require evaluative thinking and are carried out in
accordance with standard practices and general work instructions. The

Housing Manager I has controlling responsibility for the management of
assigned units.

Duties and Tasks of the Housing Manager I

Duty 1. Plans, assigns and reviews the work of a group of employees en-
gaged in the management and maintenance of PHA properties.

Tasks la. Maintains appropriate records.
1b. Organizes the work load.
1c. Delegates the work to be accomplished to the appropriate parties.
1d. Evaluates the completed task.
le. Demonstrates expertise in maintenance and management and imparts
this knowledge to workers in those designated areas.

Duty 2. Trains new employees in their duties and responsibilities.

Tasks 2a. Orients new employees to the overall conception of housing man-

agement.

2b. Establishes a rapport with the new employee.

2c. Utilizes an explicit, indepth training program which benefits
the organization as well as the employee.

2d. Itemizes duties and responsibilities in order of importance and
specifies completion dates.

2e. Assists in organizing and developing a work schedule for the
employee.

Duty 3. Conducts periodic staff meetings to discuss and resolve problems.

Tasks 3a. Develops a format to follow at the meetings.
3b. Allots each worker a specific time slot to reiterate his problems.



3c.
3d.

3e.

Duty 4.

Tasks 4da.

4b.

dc,
Duty 5.
Tasks 5a.

5b.
Sc.

Duty 6.
Tasks 6a.
6b.

6c.

Duty 7.

Tasks 7a.
7b.

7c.
7d.

Duty 8.

Tasks 8a.

8b.

Duty 9.

Tasks 9a.
9b.
9c.
9d.
Je.

Discusses problems with other workers in order to receive their
feedback before rendering a decision.

Follows up periodically to determine the progress being made in
solving problems.

Maintains a record of problems and ascertains progress

in resolving situations.

Interviews prospective residents to determine their housing
needs and preferences.

Has all pertinent data available which will enable the resident
to getermine if the units available are adequate to satisfy his
needs.

Utilizes communication skills in order to determine whether the
resident needs are clearly understood.

Recognizes if the needs and preferences can be satisfied.

Shows available units to prospective resident.

If the unit is not vacant, contacts the occupant for his approval
to show the unit.

Is aware of the condition of the unit before showing it.

Checks to determine if proper security is utilized when leaving
t?e agartment., i.e., doors locked, water turned off and windows
closed.

Completes necessary rental forms; explains pertinent rules,
regulations, rights and responsibilities to new residents.

Completes a dwelling lease agreement.
Discusses schedule of rent payments and duration of lease.
Reports eyiction procedures.

Speaks with residents daily concerning housing related problems
such as rent delinquency, rental charges, and maintenance needs.

Contacts residents when rent is late to discuss a payment date.
Late charges will be imposed if check is not received within
five days.

Maintains appropriate records.

Inspects unit for damage caused by resident and indicates which
repairs must be made to comply with regulations/codes/policy in
order to identify and inform the resident of damage for which
he is liable.

Inspects project daily to determine maintenance needs and over-
all condition.

Tours project to assess condition of grounds, equipment and
operation of equipment in relation to regulations and organiza-
tional policy.

Looks for differences between present and former condition of
property and for conditions which do not meet regulatory or
organizational standards.

Prepares necessary reports, answers correspondence, furnishes
information to superiors as requested.

Reports data on appropriate form.

Attempts to facilitate maintenance problems.

Talks with resident and Tistens to other complaints.

Assists the resident to realistically cope with his complaint.
Follows-up each dilemma and works up plan of adjustment.



5.

Skill and Knowledge Recutirements

The nature of each duty and task determines the particular skills it re-
quires. The following items indicate the general skills necessary to
fulfill a duty or complete a task. Each item is applicable in a speci-
fic situation.

i

Considerable knowledge of the principles, practices, methods and
techniques of housing management.

Considerable knowledge of local, state and federal rules and regu-
lations applicable to public housing and public housing residents.
Considerable knowledge of the problems encountered in the placement
and maintenance of low income individuals and families in public
housing.

Knowledge of supervisory methods and techniques.

Knowledge of inspectional methods and techniques as applicable to
the conduct of inspections of residential properties to insure their
adequacy.

Some knowledge of administrative principles and practices.

Ability to present ideas effectively, both orally and in writing.
Ability to prepare narrative and statistical reports.

AbiTity to establish and maintain effective working relationships
with associates and residents.

Proficiency Evaluation

1. Performance of the Housing Manager I is assessed on an on-going
basis by the Housing Manager.

2. Perjodic assessment is achieved through communication with resident
councils, community agencies and the housing authority. This eval-
uation is transmitted from comments of satisfaction or dissatis-
faction on the part of the above-mentioned sources.

Gualifications

Requirements for entrance and advancement within the position in terms
of experience, attitudes, skills and additional attributes.

Two years of education above the high school level at an accredited
college or university.

Three years of experience in a management, administrative, super-
visory or leadership capacity, two years of which shall have been
in either real estate management, human services or community work.
An equivalent combination of acceptable training and experience.
Related experience may be substituted for the education requirement
on a year-for-year basis.

Ability to meet approved minimal physical and medical standards.
Possession of a valid motor vehicle operator's license is necessary
if so required by the work assignment.

Possession of or ability to obtain an automobile in good operating
condition if so required by work assignment.

Ability to meet approved minimal physical and medical standards.
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JB ANALYSIS - HOUSING MANAGER 11

Title of Job - Housing Manager IT

Organizational Relationships

Lines of Authority

The following diagram represents the lines of authority of the Housing
Manager II. It indicates which persons and organizational units inter-
act with the Housing Manager II.

CENTRAL OFFICE

DIRECTOR OF MAINTENANCE
HOUSING MANAGEMENT SUPER INTENDENT
ASSISTANT DIRECTOR OF SECURITY GUARDS
HOUSING MANAGEMENT PUBLIC :
HOUSING
AUTHORITY
HOUSING MANAGER 111 | RESIDENT COUNCILS |
HOUSING MANAGER I1 RESIDENTS i

Lines of Communication

The following diagram depicts lines of communication. It indicates
which persons and organizational units interact with the Housing Manager
II. The number of lines represent the importance and frequency of com-
munication.

DIRECTOR OF MAINTENANCE
HOUSING MANAGEMENT SUPERINTENDENT

[

HOUSING MANAGER

\

PUBLIC
HOUSING
AUTHORITY

RESIDENTS RESIDENT COUNCILS |
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Housing Management Career Ladder

Entrance Level Position

Sequence I Sequence II Sequence III

MANAGEMENT TRAINEE ASSISTANT HOUSING MANAGER

e

HOUSING MANAGER I

HOUSING MANAGER II HOUSING MANAGER III

3. Job Summary

The Housing Manager II directs all of the management activities at one
of LHA's medium sized developments or manages a number of scattered
properties within a specific geographical area. Work differs from that
of the next Tower level in conventional management by the number of
units managed, and in scattered sites management, by the independence
and lessened supervision which characterize the employee's operations.
Relating to residents and assisting in the resolution of community
problems are significant aspects of the work.

Work is performed under the direction of the Director of Housing Manage-
ment. Assignments require evaluative thinking and are carried out in
accordance with standard practices and general work instructions. An
employee in this class has controlling responsibility for the manage-
ment of assigned units.

4. Duties and Tasks of the Housing Manager IT

Duty 1. Plans, assigns and reviews the work of a group of employees
engaged in a variety of management and maintenance tasks.

Tasks la. Develops an awareness of the tasks necessary for management

and maintenance.

1b. Utilizes the proper form in order to assess the progress of
assigned tasks.

lc. Plags work Toad and assesses approximate time for completion
of job.

1d. Facilitates movement of the task by being availahle to resnend
to queries and exhibiting expertise in the areas questioned
by the worker.

Duty 2. Oversees the collection of rent from residents and insures
that the receipt of.all monies is properly recorded.

Tasks 2a. Demonstrates administrative ability in processing the rent
collection and record keeping.
2b. Discusses with resident any difficulties which he may en-
counter that could delay his payment.

Duty 3. Trains new employees in their duties and responsibilities.
Tasks 3a. Exhibits an awareness of training techniques.

3b. Develops a schedule of all the tasks which pertain specifically
to new employees.
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3d.

Duty 4.

Tasks 4a.

4b.

Duty 5.
Tasks 5a.

Sb.
5¢c.

Duty 6.

Tasks ba.
6b.

6c.

Duty 7.

Tasks 7a.
7b.

1.

7d.

7e.

Duty 8.

Tasks 8a.
8b.
8c.
8d.

Duty 9.

Tasks 9a.
9b.

9c.
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Evaluates the skill requirements of work to be done in relation
to the tasks assigned and determines what additional skills, if
any, are necessary in order to get the work done.

Talks to new employee and explains the work to be done and pro-
cedures to be followed in accomplishing specific tasks.

Confers with maintenance superintendent to set priorities and
establish work schedules.

Utilizes the appropriate form to designate work tasks when con-
ferring with the maintenance superintendent.

Evaluates maintenance operations (cleaning and sanitation, re-
pair, and operation of building equipment and systems) in rela-
tion to guidelines and codes and personal knowledge.

Reviews security guards' daily reports.

Is familiar with the specific tasks assigned to the security
guards.

Follows-up on problems the security guards have jdentified.
Suggests alternatives to existing problems.

Resolves problems which any of the staff might present.

Listens to the problems of staff individually and collectively.
Evaluates evidence of quality of relations between self and
staff.

Assesses staff capability in solving their own problems.

Meets with residents and resident council to discuss and resolve
problems.

Maintains appropriate records of specific problems.

Arranges periodic meetings to discuss the progress and eventual
resolution of the problems.

Posts, for residents' convenience, a notice about changes in
services provided within the development, explaining the reasons,
and instructs on how to gain new services.

Asks questions, listens to notes/responses of residents on
specified economic and social needs, in order to obtain in-
formation needed to write a report on needs and problems of
residents/project.

Talks with residents about their experience with development
services, asking questions about problems, listening to and
noting answers, and encouraging/eliciting suggestions for
solutions in order to obtain information to evaluate/improve
seryices.

Answers residents' questions concerning maintenance needs, rent
discrepancies, and requests for transfers, which are presented.

Has familiarity with maintenance of the building and individual
units.

Maintains accurate records of rent payments in order to discuss
any dilemma which may arise.

Explains maintenance requirements of the resident and authority
responsibilities.

Discusses the importance of the authority and the resident in
keeping records of rental payments.

Attempts to develop an effective relationship between the
residents and PHA management.

Meets with residents to explain the role of the PHA.

Reveals the names of key personnel who are available to service
the resident needs.

Explains the importance of communication skills and details
specific instances in which these skills can be utilized.



6.

7.
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Duty 10. Prepares periodic reports concerning turnovers, rent delinquency
budget expenditures, annual budget request; answers correspondence.

Tasks 10a. Maintains appropriate reporting procedures.

10b. Develops familiarity and expertise in budget requirements.

10c. Attempts to determine the correlation between unit turnover
and rent delinquency.

10d. Adds/totals amount spent for repairs during budget period, and
checks/compares total spent with amount budgeted for repair,
in order to determine balance of repair budget.

10e. Talks with other authorities, answers questions, explaining
present budget and spending trends based on previous analysis
and knowledge of standard operating procedure, in order to
inform and help them understand the current fiscal status.

Skill and ¥nowledge Reguirements

The nature of each duty and task specifically determines the particular
skills it requires. The following items indicate the general skills
necessary in order to fulfill a duty or complete a task. Each item is
applicable in certain situations.

1. Thorough knowledge of the principles, practices, methods and tech-

niques of housing management.

Thorough knowledge of local, state and federal rules and regulations

applicable to public housing and public housing residents.

Thorough knowledge of the problems encountered in the placement and

maintenance of low income individuals and families in public housing.

Considerable knowledge of supervisory methods and techniques.

Knowledge of administrative principles and practices.

. Knowledge of inspectional methods and techniques as applicable to
the conduct of inspections of residential properties to insure their
adequacy.

7. Ability to present ideas effectively, both orally and in writing.

8. Ability to prepare both narrative and statistical reports.

9. Ability to establish and maintain effective working relationships

with associates and residents.

.
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Proficiency Evaluations

1. Performance of the Housing Manager II is assessed on an on-going
basis by the Housing Manager.

2. Periodic eyaluation is achieved through communication with resident
councils, housing manager and community agencies. The assessment
is transmitted from comments of satisfaction or dissatisfaction on
the part of the above-mentioned sources.

Qualifications

Requirements for entrance and advancement within the position in terms
of experience, skills or additional attitudes follows:

1. Two years of education above the high school level at an accredited
college or university.

2. Three years of experience in a management, administrative, supervisory
or leadership capacity which shall have been in real estate management,
human services or community work.

3. Eighteen months of experience in housing management in a Housing

Authority, six months of which shall have been as a Housing Manager I

during which time a superior performance rating has been earned.

Any equivalent combination of acceptable training and experience.

Related experience may be substituted for the educational require-

ment on a year-for-year basis.

. Ability to meet approved minimal physical/medical standards.

Possession of a valid motor vehicle operator's license if required

by work assignment.

. Possession of, or ability to obtain, an automobile in good operating

condition if required by work assignment.

[T
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JOB ANALYSIS - HOUSING MANAGER 111

Title of Job - Housing Manager IIT

Organization Relationshivs

Lines of Authority

The following diagram represents the lines of authority of the Housing
Manager III. It indicates which persons and organizational units inter-
act with the Housing Manager III.

CENTRAL OFFICE

| _ |

HOUSING MANAGER ‘ PUBLIC HOUSING
AUTHORITY STAFF

HOUSING MANAGER III

HOUSING MANAGER IIl

HOUSING MANAGER 1 [

RESIDENT RESIDENT COUNCILS SOCIAL AGENCIES

Lines of Communication

The following diagram depicts the 1ines of communication. It indicates
which persons and organizational units interact with the Housing Manager
[II. The number of lines represents the importance and frequency of
communication.

PUBLIC HOUSING

RESIDENT AUTHORITY STAFF

SOCIAL COMMUNITY |

SOCIAL SERVICE HOUSING MANAGER III WELFARE AGENCIES |
CENTRAL MANAGEMENT RESIDENT

OFFICE TRAINEE COUNCIL
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Housing Manager Career Ladder

Sequence IIT

DIRECTOR OF HOUSING MANAGEMENT

T’

ASSISTANT DIRECTOR OF HOUSING MANAGEMENT

I

HOUSING MANAGER III

Entrance Level

Job_Surmary

The Housing Manager III directs all the management activities at the
_housing development. Work differs from that of the next lower level in
the number of units managed, the size of staff supervised, and the com-
plexity of problems encountered. Relating to residents and assisting
in the resolution of community problems are significant aspects of the

work.

Work is performed under the general direction of the Director

of Housing Management. Assignments require evaluative thinking and
are carried out in accordance with precedents and well-defined policies.

Duties and Tasks of the Housing Manager III

Duty 1.

Tasks 1la.

1b.

Tes

1d.

le.

Duty 2.

Tasks 2a.

Plans, assigns, and reviews the work of a staff of clerical,
maintenance, and management personnel.

Evaluates/assesses skill requirements of work to be done in re-
lation to existing staff capabilities, training, experience,

and education in order to determine what additional skills are
needed to get the work done.

Likens/contrasts specification of costs, time, and worker skills
required for specified work to be done against lists of staff
capabilities, work loads, and funds budgeted for work in order
to identify what work can be done within budget and schedule,
and by available staff and what will require additional resources.
Reviews schedule of work to be dene in specific time period (day
or week), considering work loads and capabilities of staff in
order to decide upon assignments of tasks to workers.
Evaluates/assesses work to be done in relation to available work
loads, staff capabilities, and budget considering urgency of
tasks, and writes/1ists tasks in order of day/time they are to
be performed, according to standard operating procedure, in or-
der to plan and record work schedule.

Writes statement/explanation of organizational objectives and
work to be done to achieve them, stating/explaining pre-planned
areas of indiyidual staff member's responsibilities (tasks each
is to perform, standards, and resources allocated), in order to
prepare statement of work assignments for distribution to staff.

Analyzes unit turnover date and supervises the collection and
recording of rents.

Discusses schedule of rent payments, duration of lease and areas
of development and resident responsibility.



2b.
2c.

2d.
Duty 3.

Tasks 3a.

3b.

3e.

3d.

3e.

Duty 4.

Tasks 4a.

4b.

dc.

4d.

de.

Duty 5.

Tasks 5a.

5b.
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Schedules rent payments according to standard operating procedures.
Adds/totals figures of resident resources according to standard
operating procedure upon receipt of new/changed information on
resources and compares to criteria for determining change in
eligibility status, in order to determine whether or not resident
is stil1l eligible for housing.

Reyiews rent figures to determine amount of delinquency.

Prepares periodic reports as required and prepares annual budget
requests and supervises the maintenance of budget records.

Examines/evaluates prepared reports and financial statements
with respect to anticipated monetary needs, budget allotments,
and regulations, using own knowledge of statistical analysis

and accounting procedures, and writes/composes report illustrating
spending patterns, budget restrictions, and recommends changes
required to enable needed work to be done in order to prepare
report for presentation to persons in charge of resources.
Writes/enters/posts amounts of expenditures and rents collected
in records and adds/totals according to standard operating pro-
cedure, in order to figure development income and expenditures.
Gathers/collects figures on expenditures from development,
classifies according to type of operation invelved (maintenance,
resident services) and add/totals amount for separate

and overall operations, in order to obtain information on costs
of operating development.

Compares/contrasts amounts of development income and expendi-
tures from current and previous reports, in order to identify
changes in financial status.

Talks with owner/other authority/answers gquestions explaining
present budget, and spending trends, based on previous knowledge
in order to inform and help them understand current fiscal
status.

Inspects the deyelopment on a periodic basis to determine main-
tenance needs; coordinates with maintenance superintendent to
set priorities and insure maintenance is completed.

Tours/walks through property/project/building/development, com-
paring record of former condition (photographs, written descrip-
tions? with present condition of property, in order to identify
damage/deterioration in condition of property.

Examines/inspects unit for damage caused by resident and points
out/indicates repairs which must be made to comply with regula-
tions/codes/policies: referring to record of previous condition
of unit as needed, in order to identify and inform resident of
damage for which he is liable.

Observes/inspects condition of property and operation of systems/
equipment (reading gauges, dials).

Monitors operation and output of building equipment (heating/air
conditioning, alarm and warning systems) in order to identify
any need for repair of equipment.

Evaluates/assesses information from worker about malfunctioning
office machines in order to identify repairs needed.

Meets with residents to discuss and resolve complaints and answer
questions; attends meetings of resident councils; explains
policies of authority to residents and resident council groups.

Talks about/discusses changes in development regulations/pro-
cedures/policies with residents, explaining effect of change on
them and answering questions referring to sources as needed, in
order to inform residents of changes and consequences.

Talks with residents about their experiences with development
seryices, asking questions about problems, listening to and
noting answers, and encouraging/eliciting suggestions for solu-
tions in order to obtain information needed to evaluate/improve
services.
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7.
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5c. Listens to/observes discussion among residents at meetinos, ask-
ing questions about problems, and requesting/eliciting sugges-
tions for possible solutions, and moderates and serves as a
source of information to residents in discussion.

Skills and Xnowledge Reguirements

The nature of each duty and task determines the particular skills it
requires. The following items indicate general skills necessary to
fulfill a duty or complete a task. Each item is applicable in a
specific situation.

1.
2
3.

(o W I =
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An extensive knowledge of the principles, practices, methods, and
techniques of housing management.

An extensive knowledge of local, state and federal rules and regu-
lations applicable to public housing and public housing residents.
An extensive knowledge of programs encountered in the placement and
the mairtenance of low income individuals and families in public
housing.

A thorough knowledge of supervising methods and techniques.
Considerable knowledge of administrative principles and practices.
Knowledge of inspectional methods and techniques as applicable to
the conduct of inspections of residential properties to insure their
adequacy.

An ability to present ideas effectively, both orally and writing.

An ability to prepare narrative and statistical reports.

An ability to establish and maintain effective working relationships
with associates and resident groups.

Proficiency Evaluation

1.

Performance of the Housing Manager III is assessed on an ongoing
basis by the immediate supervisor, the Assistant Director of Housing
Management.

Periodic asséssment is achieved through communication with resident
councils, Director of Housing Management, and community agencies.
This evaluation is transmitted from comments of satisfaction and
dissatisfaction from the above-mentioned sources.

Qualifications

1is
2.

Two years of education above the high school level at an accredited
college or university.

Four years of experience in a management, administrative, super-
visory or leadership capacity, one year of which shall have been as
a Housing Manager II directing all of the management activities at
a LHA deyelopment or independently managing a number of scattered
properties in a specific geographical area or:

Any equivalent combination of acceptable training and experience
which has included the one year of specific experience as a minimum
requirement.

Related experience may be substituted for the education requirement
on a year-for-year basis.

Ability to meet approved minimal physical and medical standards.
Possession of a valid motor vehicle operator's license prior to
appointment and during tenure of employment as a Housing Manager III,
if required by work assignment.
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1. Title of Job - Assistant Director of Housing Management

2. Organizational Relationship

Lines of Authority

The following diagram represents the lines of authority of the Assistant
Director of Housing Management. It indicates which persons and organi-

zational units interact with the Assistant Director of Housing Manage-
ment.

CENTRAL OFFICE

l

| DIRECTOR OF HOUSING | PUBLIC HOUSING
MANAGEMENT | AUTHORITY STAFF
L l
ASSISTANT DIRECTOR MAINTENANCE
OF DIRECTOR
HOUSING MANAGEMENT

| RESIDENT COUNCIL |
HOUSING MANAGER I11 |

|

| RESIDENT
HOUSING MANAGER II

Lines of Communication

The following diagram depicts the lines of communication. It indicates
which persons and organizational units interact with the Assistant Di-
rector of Housing Management. The number of lines represent the impor-
tance and frequency of communication.

DIRECTOR OF HOUSING MAINTENANCE
MANAGEMENT SUPERVISOR

[ —

RESIDENT ASSISTANT DIRECTOR OF HOUSING !
HOUSING MANAGEMENT MANAGER III

I

RESIDENT PUBLIC HOUSING AUTHORITY
f councIL
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Housing Management Career Ladder

Sequence [1I

DIRECTOR OF
HOUSING MANAGEMENT

ASSISTANT DIRECTOR OF
HOUSING MANAGEMENT

x

HOUSING MANAGER II HOUSING MANAGER III

Entrance Level Position

Job Summary
The Assistant Director of Housing Management accomplishes administrative

and supervisory work assisting in the overall manacement and operation
of the Public Housing Authority's conventional sites.

Duties and Tasks of the Assistant Director of Housing Management

Duty 1. Periodically inspects developments to evaluate physical condi-
tion and determine maintenance needs.

Tasks la. Tours/walks through building/unit, comparing/contrasting present
condition with records/descriptions of former condition, and
noting/1isting changes according to standard operating procedure,
in order to obtain information on changes in condition needed to
decide whether damage/deterioration has occured.

1b. Observes/monitors operation and output of building equipment/
systems (heating/air conditioning, alarm and warning systems)
reading dials/gauges/other indications of operating character-
istics and outputs of specific equipment, regulations, instruc-
tions from owner/agency, in order to identify any need for re-
pair/expert inspection of equipment.

1c. Observes/inspects general condition of property and operation of
systems/equipment, reading gauges/dials as needed to obtain
information on operating characteristics of equipment/systems,
and reviews/compares to specifications/standards in regulations,
in order to determine whether maintenance and operation of
property and equipment comply with regulations/standards.

1d. Tours/walks through project/building/development, comparing
record of former candition (photographs, written descriptions)
with present condition of property, using own knowledge and
experience, in order to identify damage/deterioration in condi-
tion of property.

le. Gathers/collects information on costs of type of maintenance work
to be done if performed by on-site staff, contractors, repair-
men, asking questions as needed to elicit information/estimates,
compares costs/prices with amount of funds budgeted for speci-
fied type of work, performing necessary computations and
evaluates in relation to records and own knowledge of relative
advantages/disadvantages of alternatives (quality of such work
performed by staff, reliability of various contractors and re-
pairmen) in order to identify/select means of completing
specified work which can be carried out with funds budgeted.



Duty 2.

Tasks 2a.

2b.

2C:

Duty 3.

Tasks 3a.

3b.

3¢,

3d.

3e.

3f.

Duty 4.

Tasks 4a.

4b.
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Arranges for transfer of maintenance personnel on a temporary
basis to solve particular maintenance needs.

Evaluates/assesses skill requirements of work to be done in rela-
tion to existing staff capabilities, training, experience, and
education in order to determine what additional skills are needed
to get the work done.

Reviews/assesses maintenance work required or needed in relation
to time, money, and manpower available to get work done, sets
priorities and divides/distributes available resources as needed,
performing necessary computations, in order to allocate avail-
able time, money, and manpower to carry out work.

Reviews maintenance staff responsibility, as reflected in the
purpose, goals, and objectives of the development and company,
the organizational structure, considering the capabilities of
indiyidual staff members, in order to decide on assignment of
responsibilities to staff members.

Reviews the work of subordinates to insure adherence to the
Authority's operational guidelines and standard procedures.

Evaluates/assesses funds and skills needed for work required to
solicit and process applications in relation to staff capabili-
ties and work loads, and funds budgeted for such operations,
sets priorities, and divides/distributes funds, and writes/
1ists work responsibilities of staff, performing necessary
cunEutations in order to allocate resources to carry out required
work.

Evaluates/assesses work to be done in relation to available
staff capabilities and work loads and budget, considering rela-
tive urgency of tasks in order of day/time they are to be per-
formed, according to standard operating procedure, in order to
plan and record work schedule.

Looks for/identifies tripped circuit breaker/blown fuse caused
by temporary circuit overload, removes and replaces blown fuse,
or closes circuit breaker, observing safety precautions and
regulations, in order to restore electrical services to circuit
unit.

Evaluates/assesses kind and amount of work to be done in relation
to staff capabilities, and questions/consults with staff as need-
ed, in order to decide whether more workers are needed to get
the work done.

Tours/walks through project/building/development, evaluating/
assessing overall condition of buildings, grounds and equipment,
and operation of equipment in relation to regulations and organ-
izational policy in order to determine degree to which overall
condition of property and operation of equipment complies with
regulations and policy.

Evaluates/assesses problems with procedures/methods of handling
complaints from residents in relation to guidelines or criteria
in regulations, directives from authority, manuals, standard
operating procedures, and own knowledge of factors affecting
residents satisfaction with handling of complaints (behavior/
manner of staff, speed, effectiveness of response) in order to
identify any changes needed in procedures/methods of handling
complaints.

Handles specific problems which cannot be resolved by subordinates.

Checks/compares actual tasks performed with tasks assigned fgr
specific day/week, identifying tasks not performed and questions
worker about reasons for failure to perform as expected, in
order to identify tasks not performed according to schedu]e'and
obtain information needed to determine whether performance is
necessary and possible.

Evaluates/assesses nature and source of recurring complaints
from residents in relation to own knowledge and experience with
potential effects of continued resident dissatisfaction on



dc.

4d.

de,

Duty 5.

Tasks 5a.

5b.

5c.

5d.

Se.

Duty 6.
Tasks 6a.

6b.

6¢c.
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conditions of property and occupancy levels, considering re-
sources available to resolve complaints and their relative
seriousness, in order to set priorities for resolving complaints.
Answers questions about eligibility requirements, procedures, or
means of obtaining information asked by staff, using own know-
ledge and experience, but referring to sources as needed, in or-
der to provide information needed to perform tasks.

Talks with staff about problems they are having in their work,
answering questions about procedures or methods and/or referring
them to sources of information they need upon request, using own
kno:]edge and experience, in order to help staff carry out their
work.

Talks with staff about new or changed eligibility criteria rules/
regulations, explaining/describing/demonstrating procedures
necessary to comply, answers questions, restating/rephrasing
explanations as needed, in order to insure ability of staff to
perform to standards.

Reyiews various reports to ascertain operating efficiency of
deyel opments.

Reads/reviews resident requests for repairs and building records
of repairs made, identifies/notes areas where problems recur,
evaluating/assessing urgency of repair in relation to funds/
;esources available, in order to decide whether to have repair
one.
Reviews schedule of work to be done in specific time period
(day or week), considering work loads and capabilities of staff,
in order to decide on assignments of tasks to workers.
Reads/reyiews resident complaints/comments about staff's per-
formance in relation to performance standards/criteria for
specific tasks in order to identify tasks not performed to
standards.
Reads/scans applications and reports from references, noting any
missing or unclear information, and delivers/returns to staff
member for correction/completion, answering questions and sug-
gesting means of clarifying or obtaining additional information
needed, in order to enable staff member to correct errors in
completing forms/obtaining information.
Examines/evaluates prepared reports and financial statements
with respect to anticipated monetary needs, budget allotments,
and regulations, using own knowledge of statistical analysis
and accounting procedures, and writes/composes report illustrat-
ing spending patterns, budget restrictions, and recommending
changes required to enable needed work to be done, in order to
prepare report for presentation to persons in charge of resources.

Develops recommendations to improve operating procedures.

Talks about/discusses organizational objectives and work to be
done to achieve them with staff, explaining/describing pre-
planned areas of individual responsibility (tasks each is to
perform, standards for performance, and resources allocated),
and answering questions as needed, in order to assign/delegate
work responsibilities to staff and provide information they will
need, and insure their understanding.

Questions/elicits information about reasons for sub-standard
performance from worker, 1istens to/observes responses and
suggests/explains/demonstrates methods/techniques of achieving
performance standards, answering questions/checking performance
as needed to insure understanding, in order to identify reasons
for and enable worker to improve substandard performance.
Adds/totals expenditures for specific shelter/non-shelter ser-
vices during budgeting period using calculator/adding machine,
and writes/composes report to owner/manager/other authority 1in
charge of allocating funds on amount of expenditures for each,
pointing out/indicating/explaining specific services for which
sufficient funds were not budgeted during present period, in
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Tasks 7a.
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order to prepare recommendation of amounts to be budgeted for
seryices during next budgeting period.

Evaluates/assesses requests for resources to carry out changes/
improvements in development conditions from staff, in relation
to budget for specific type of work required and staff to carry
it out, to development/organizational policy, and to possible
future demands on staff and budgets, considering relative ur-
gency of needs, in order to select which requests will be given
priority.

Evaluates/assesses qualifications/skill requirements of work to
be done to achieve organizational objectives in relation to
organizational manpower resources, in order to decide upon
assignment of work to staff members.

Participates in the development of new plans and procedures de-
signed to improve operations.

Checks/reviews 1ist/record of resources available against speci-
fications of resources required, as identified in objectives
list, in order to identify which required resources are avail-
able and which are needed.

Writes/fills in schedule of tasks to be performed and staff to
whom assigned according to standard operating procedure, con-
sidering capabilities and work loads of staff and relative ur-
gency of tasks, in order to schedule work assignments.
Writes/composes statement/explanation of organizational objec-
tiyes and work to be done to achieve them, stating/explaining
pre-planned areas of individual staff member's responsibilities
(tasks each is to perform, standards, and resources allocated),
in order to prepare statement of work assignments for distribu-
tion to staff.

Likens/contrasts specifications of costs of planned services to
residents against funds budgeted for such services, performing
necessary computations, and evaluates/assesses in relation to
present and possible future needs for such funds, changing/
adjusting plans needed to comply with limitations, in order to
plan allocation of funds for services to residents.
Gathers/collects figures on expenditures from developments,
classifies according to type of operation (maintenance, resident
seryices) involved, and adds/totals amounts for separate

and overall operations, using adding machine or calculator as
needed, in order to obtain information on costs of operating
developments.

Skill and Xnowledge Reguirements

The nature of each duty and task determines the particular skills it

requires.

The following items indicate general skills necessary to

fulfill a duty or complete a task. Each item is applicable in a speci-
fic situation.

.
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. Extensive knowledge of administrative principles and practices.
Extensive knowledge of the principles, practices, methods and tech-
niques of housing management.

Extensive knowledge of supervisory methods and techniques.
Knowledge of budget preparation procedures.

Ability to present ideas effectively, both orally and in writing.
Ability to establish and maintain effective working relationships

with associates, residents and the public.
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Proficiency Evaluations

1. Performance of the Assistant Director of Housing Management is assess-
ed on an ongoing basis by the Director of Housing Management.

2. Periodic evaluation is achieved through communication with the Direc-
tor of Housing Management and the Public Housing Authority Staff.
The assessment is transmitted from comments of satisfaction or
dissatisfaction on the part of the above-mentioned sources.

Qualifications

Requirements for entrance and advancement within the position in terms
of experience and minimum educational background follow:

T
Z2.

Completion of a bachelor's degree program at an accredited college
or university. The B.A. degree should be in Housing Management.
Three years of real estate experience, one year of which shall have
been directing and coordinating, through subordinate managers, the
operation of a group of residential developments.

The Assistant Director of Housing Management must be a Certified
Property Manager. A portion of certification requirements consists
of three hundred hours of job-related training. These credentials
are necessary for a person entering the field of housing management.
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Title of Job - Director of Housing Management

Organization Relationship

The following diagram represents the lines of authority of the Director
of Housing Management. It indicates which persons and organizational
units interact with the Director of Housing Management.

CENTRAL OFFICE

1

| |

BIRECTOR OF HOUSING PUBLIC HOUSING
MANAGEMENT AUTHORITY STAFF

ASSISTANT DIRECTOR MAINTENANCE

OF DIRECTOR
HOUSING MANAGEMENT
T TAes it RESIDENT COUNCILS
HOUSING MANAGER II RESIDENTS

Lines of Communication

The following diagram depicts the lines of communication of the Director
of Housing Management. It indicates which persons and organizational
units interact with the Director of Housing Management. The number of
lines represent the impaortance and frequency of communication:

CENTRAL OFFICE ASSISTANT DIRECTOR OF

\Q§§§§\ HOUSING MANAGEMENT

RESIDENT DIRECTOR OF HOUSING MAINTENANCE
COUNCILS MANAGEMENT DIRECTOR
HOUSING PUBLIC HOUSING
MANAGER III RESIDENT AUTHORITY
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Housing Management Career Ladder

Sequence II1

DIRECTOR OF HOUSING
MANAGEMENT

»,

ASSISTANT DIRECTOR OF
HOUSING MANAGEMENT

1

HOUSING MANAGER III

Entrance Leyel Position

3. Job Surmary

The Director of Housing Management supervises, plans, coordinates and

evaluates a program for project management, leasing and occupancy, in-
cluding management of site properties as acquired, removal and reloca-
tion of site occupants, security force, resident community activities

and relations.

Under the direct superyision of the Executive Director, work differs
from that of the next lower level in the number of units managed, the
size of staff supervised, and the complexity of problems encountered.
The Director of Housing Management confers with Executive Director and
other staff members, plans for policies and determines organizational
structure, budgets and objectives of management programs.

Reviews the work of subordinates for adherence to policy objectives

and manual definitions, evaluating efficacy and productiveness and modi-
fies operations and changes practices and procedures in the interest of
good operations and management and Housing Authority policies and goals.

Conducts training and coordination meetings of Managers and other sub-
ordinate supervisors to improve their techniques of supervision in the
management of Authority property, maintenance of good resident-community
relations, superyvision of maintenance of the physical plant, rent deter-
minations and money handling, and all such other activities as may be
required in the achieyement of management objectives.

Performs such other related duties as may be assigned by the Executive
Director.

4. Duties and Tasks of Director of Housing Management

Duty 1. Plans, supervises, reviews the work of management personnel.

Tasks la. Evaluates/assesses requests for resources to carry out changes/
improvements in development conditions from staff, in relation
to budget for specific type of work required and staff to carry
it out, to development/organizational policy, and to possible
future demands on staff and budgets, considering relative ur-
gency of needs, in order to select which requests will be given
priority.

1b. Talks with owner/other authority/answers questions, explaining
present budget and spending trends, based on previous analysis
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and knowledge of standard operating procedure, in order

to inform and help them understand the current fiscal status.
Gathers/collects information from development(s) regarding resi-
dents, occupancy levels, and/or finances, and writes/composes
narrative report presenting/summarizing information upon request
or according to schedule, in order to prepare report for super-
visor on status of development(s).

Reviews/assesses procedures of development(s) in relation to
standards specified in regulations, directives from authority, and
procedures required to comply with specified standards.

Confers with Executive Director and other staff members, resident
councils, public and private agencies.

Talks about/explains work to be done, skill requirements, sched-
ules and performance standards to staff, asking questions/
eliciting choice/selection by each of tasks for which he has the
necessary skills and which he is willing to undertake, and dis-
tributes/delegates responsibility for unselected tasks among
staff, answering questions/defending delegation/countering argu-
ments as needed, in order to work out task assignments with
staff, insure their understanding, and provide information they
will need to perform.

Listens to/observes discussion among residents at meeting, ask-
ing questions about problems and requesting/eliciting suggestions
for possible solutions, encouraging responses from all residents,
and answers questions/explains policy/procedures, or gives
opinion as requested, in order to moderate and serve as a source
of information to residents in discussion.

Talks with representative of community services or other agency
providing appropriate services, about need of residents for
seryices/care/facilities, bargaining over terms within policy
and budget Timitations, in order to obtain agreement to provide
services/care/facilities for residents.

Writes/composes letters in answer to inquiries from residents,
applicants, members of the community, government, and agency
representatives, using references as necessary, in order to ex-
plain or clarify development policy or procedures.
Questions/elicits information about reasons for sub-standard
performance from worker, listens to/observes responses and
suggests/explains/demonstrates methods/techniques of achieving
performance standards, answering questions/checking performance
as needed to insure understanding, in order to identify reasons
for and enable worker to improve substandard performance.

Evaluates the work of subordinates for adherence to policy ob-
jectives and manual definitions.

Observes/inspects general condition of property and operation of
systems/equipment, reading gauges/dials as needed to obtain in-
formation on operating characteristics of equipment/systems, and
reviews/compares to specifications/standards in regulations in
order to determine whether maintenance and operation of property
and equipment comply with regulations/standards.
Evaluates/assesses additional resources (time, money, manpower)
needed to proyide additional services requested by residents,

and various possible ways of obtaining resources needed (using
resources allocated to other operations, soliciting from agencies),
considering relative advantages/disadvatages of each (costs,
manpower requirements, time requirements) and of possible alter-
native sources, in order to identify/select source from which
needed additional resources may be obtained.

Likens/contrasts specifications of costs, time, and worker skills
required for specified work to be done against 1ist of staff
capabilities, work loads, and funds budgeted for such work, in
order to identify what work can be done within budget and
schedule, and by available staff, and what will require addi-
tional resources for completion.
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Questions staff about unplanned or unforseen increases in ex-
penditures or decreases in income, requesting/eliciting explana-
tions of reasons for change and suggestions of ways to solve
problems, discusses advantages/disadvantages and feasibility of
various possible solutions, working out selection of solution
and individual responsibilities in carrying it out, in order to
plan means of solving problems with staff.

Discusses need for improvement in condition of development with
staff, pointing out or explaining reasons for need, and asking
questions about resources needed to get the work done, restating/
rephrasing questions and answers as needed to clarify in order
to obtain information needed to allocate resources.

Conducts training and coordination of meetings of managers and
other subordinate superyisors, modifies practices or procedures
where appropriate.

Tours/drives to and through property, looking/searching for
differences between present and former condition of property,
and for conditions which do not meet regulatory or organiza-
tional standards, referring to descriptions/specifications of
former condition as needed, but relying on own knowledge and ex-
perience, and leaving car as necessary to check details of con-
dition of property or conditions which do not meet standards.
Evaluates/assesses resident complaints in relation to organiza-
tional programs/standards for services, in order to determine
whether programs are adequate for resident's needs.
Evaluates/assesses skill requirements of work to be done in re-
lation to existing staff capabilities, training, experience,

and education in order to determine what additional skills are
needed to get the work done.

Checks/reyiews list/record of resources available against speci-
fications of resources required, as identified in objectives
list, in order to identify which required resources are available
and which are needed.

Evaluates/assesses kind and amount of work to be done in relation
to staff capabilities, and questions/consults with staff as need-
ed, in order to decide whether more workers are needed to get
the work done.

Evaluates/assesses funds and skills needed for work required to
solicit and process applications in relation to staff capabili-
ties and work Toads, and funds budgeted for such operations, sets
priorities, and divides/distributes funds, and writes/lists work
responsibilities of staff, performing necessary computations, in
order to allocate resources to carry out required work.

Talks about/discusses organizational objectives and work to be
done to achieve them with staff, explaininc/describing pre-
planned areas of individual responsibility (tasks each is to
perform, standards for performance, and resources allocated),
and answering questions as needed, in order to assign/delegate
work responsibilities to staff and provide information they will
need, and insure their understanding.

Evaluates/assesses maintenance operations (cleaning and sanita-
tion, repair, and operation of building equipment and systems)
in relation to guidelines and criteria for such operations in
regulations and codes and own knowledge of staff capabilities,
training education, and experience, in order to determine if
change in staff work assignments, or additional training is
needed to enable staff to work to standards.

Talks about/explains/demonstrates tasks to be parformed to staff
performance standards, and methods/techniques to be used, ob-
seryes/monitors staff performance, evaluating in relation to
stated standards and rephrasing explanation/redemonstrating/
answering questions as needed to correct errors in performance,
in order to teach staff how to perform tasks to standards.

Talks with staff about new or changed eligibility criteria
rules/regulations, explaining/describing/demonstrating procedures
necessary to comply, answers questions, restating/rephrasing
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explanations as needed, in order to insure ability of staff to
perform to standards.

4k. Gathers/collects information from records on nature and sources
of complaints, evaluates/assesses in relation to development
resources and policy, identifying/noting possible solutions, and
organizes/classifies, and outlines complaints according to com-
mon possible solutions, in order to prepare/provide information
for presentation in meeting or writing report.

Skill and Xnowledse Reguirements

The nature of each duty and task determines the particular skills it
requires. The following items indicate general skills necessary to
fulfill a duty or complete a task. Each item is applicable in a speci-
fic situation.

1. An extensive knowledge of the principles, practices, methods, and
techniques of housing management.
2. An extensive knowledge of local, state and federal rules and regu-
lations applicable to public housing and public housing residents.
3. An extensive knowledge of programs encountered in the placement and
the maintenance of low income individuals and families in public
housing.
. A therough knowledge of supervisory methods and technigues.
Considerabie knowledge of administrative principles and practices.
. Knowledge of inspectional methods and techniques as applicable to
the conduct of inspections of residential properties to insure
their adequacy.
7. An ability to present ideas effectively, both orally and writing.
8. An ability to prepare narrative and statistical reports.
9. An ability to establish and maintain effective working relationships
with associates and resident groups.

L= 0% =)

Profictency Evaluation

1. Performance of the Director of Housing Management is assessed on an
on-going basis by the Executive Director and/or Board of the Public
Housing Authority.

2. Periodic assessment is achieved through review and evaluation of
management programs, objectives and goals.

Qualifications

1. The Director of Housing Management must be a Certified Property
Manager. Part of the certification will include three hundred
(300) hours and a B.A. degree in Housing Management.

2. At Teast six years of experience in a management, administrative,
superyisory or leadership position, two years of which shall have
been as an Assistant Director of Housing Management.

3. Directly related experience may not be substituted for the educa-
tion requirement.

4, Ability to meet approved minimal physical and medical standards.

5. Possession of a valid motor vehicle operator's license prior to
appointment.



