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INTRODUCTICN

This revised Bulletin No, 21 is the result of a classification survey made
cooperatively by the regions and the Central Office, A draft of the bulletin
was written on the basis of information acquired by sending gquestionnaires

to the projects and by field studies and was sent to the regions for comments.,
Many changes were made as a result of the comments received,

Many specifications included in a draft of the bulletin have been withdrawn.,
Sewage treatment and water pumping station operators have been combined with
other classes sufficiently alike to permit the use of a common title, 1In

other cases, the draft specifications had been prepared on the basis of very
little material and since little additional information was received, it was
assumed the specifications were of limited applicability, However, specifi-
cations for certain classes in the Project Services and the Account Clerks and
Accountant series have been retained even though the information is still scanty.

It was agreed that the primary factor for allocating general housing manager,
housing manager, maintenance superintendent, and engineer positions is the number
of units, The grades have been increased for the entire maintenance superintendent
and engineer series and some adjustments have been made in the class intervals

and in the title structure of the general housing managers and housing managers
series,

It was also agreed that the variable proposed for manager series, namely, varia-
tions in types of dwelling units and extremely difficult problems in tenants and . '
public relationships and the variables proposed for maintenance superintendents

and engineers, namely, variety of dwelling types and complete centralized responsi-
bility for utility systems, heating plants, etc,, were the only ones which add
measurably to their responsibilities and represent basic differences between

positions affected by these factors and those that are not,

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

A few suggestions regarding additional variables such as the rate of personnel
turnover and the restricted labor market, climatic peculiarities, percentage of
occupancy, delinquent accounts, tenant turnover, school problems did not receive
much support from the other regions,

The rate of personnel turnover and the tight labor market provide complications, but

not to the extent that would justify an additional grade because the Regional

Personnel Office and Management Staff lend considerable assistance in the recruit-

ing and training processes, and because personnel administration including training

of project personnel is a normal responsibility of all Managers, L
'l'U
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Climatic peculiaritiecs are not valid as variables unless the projoccis are
located outside of continental United Stntes or the work involves physical
hardships because of climate or location or the hazards arc excessive when
comparcd with that usually involved in positions of the same character. In
the event of the latter, full supporting material should be submitted to the
Central Office Personnel Division for prior approval., The 25 percent differ-~
ential only may be authorized for positions outside of the comtinental
United States.

Problems raised by low occupancy, delinguent accounts and tenant turﬁover on
projects in active status are so closely related to the normal day to day
responsibilities of a monager as to not merit additionnl compensatione

Wnere projects hnve been partly or permanently closed awaiting dispositibn;b_
the grade of the manager mnd superintendent would be based largely on the
number of active units.

The position responsidle for all operations of a single project reporting to
the regionnl office or the General Housing Manager shall be called "housing
manoger', When the housing manager requires a full time assistant in planning,
organizing, coordinating nnd supervising the operation of the project and to
serve in the absence of the manager, that position shall be called "Assistant
Housing Managor". The title of Genasral Housing Manager will bo uscd for the
position responsibvle for planning, orgnnizing and coordinanting and supervising ..
all activities of a projoct consolidated for mansgcment purposcg. His full-
time assistant shall be cnlled "Agsistant General Housing Manager".

¥

Tho writing of specifications for the accounts clerks and nccountant series
has boon complicated by scveral factors, some of which are: the extent to i
which zecounting functions are to be centralized to the project level, the
lack of information concerning nccounting functions on constitucnt sitos as
against accounting work on single projocts or those consolidated for nanages
ment purposes, the abscnec of work load data indicating how many units require
how many accounts clerks and ot what point is » qualified accountant required.

It is our present feeling that on constituent sites, the bookkeeping duties

can usunlly be performed by clerks responsible for other duties as well. We
are also doubtful that the accounting work on even the largest projects could
be validly classified at CAF~1l, However, in order to provide some guides,

we have drafted the spceifications after considering all material that could

be obtained and have indiented an alternate grade for each class beginning
with accounts cleri: CAF~6. We feel this is necessary since specific standards
cannot be writton at the momecnid. We hope this situation will be only temporary
and will continuc only until mors definitec ond realistic specifications can be
writteon,

The qualification stntements hove been written in torme of desirability and
should not be considered as restrictive.,

Waorce decreasce would rosult from applying the specifications, it is sufcested
that action be withhsld during the tonure of the present incumbent,
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ACCOUNIS CLERK, CAF-3
GENERAJJ STATEMENT :

Performs a variety of routine duties involved in the maintenarnce of
tenant ledgers, collection of project revenue and preparation of accounbting
forms and reports at the project site or consolidated office; dnd perfor s
other duties as assigned.

DISTINGUISHING FEATURES OF THE CLASS:

This ig the first level of account clerk positions and may be character-
ized by the performance of simple bookkeeping duties in accordance with well-
. defined procedures. Positions in this class perform a variety of simple
~clerical tasks in addition to the maintenance of tenant ledgers or as rcquired,
such as filing, typing, answering phones for a minor nortion of the time, Work
is subject to close review, sitner during progross or through summary state-
ments and reports, Employee may operate a bookkeeping machine in posving
gccountsL

 ILLUSTRATIVE EXAMPLES OF DUTISS

Le Receipts for all project funds and posts woathly rent charges,

Ze Maintains cardex files on teaants and other general Tiles, and hvpes
public vouchers for purchase (Form 1047},

3e Recelves complaints from tenants and rafers such complaints to tie
maintenance department,

Sl

4, Prepares daily statement of overations and notices of intent to vacate,

Y

S5 Assists with the collection of tonant rent; preparation of payrolls,
- certificates of deposit, and schedules of collections; and compilation of
trial balance figures, . : :

e

STATENL T OF QUALIFICATICNS:

-
i

ie ZXnowledges, skilis and abilities:. - ' )

A working xnowludge of and ability to apply ﬂlum»ﬁtary booke
keeping principlies and practlcb..

2e MKB@IibﬂCG and trainings:

v

Ixperience in geacral office procedure and training equivalcant
to graduation from high school and, prefersbly, a course in hookkeeping

Cther

N
.

Sense of responsibllity in having custody of public funds.
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ACCOUNI'S CLERK, CAF-4

GENERAL, STATEMENT:

Serves as bookkeeper on a project of average sizc with responsibility for
the maintenance of books of accounts, collection of project revemue, and the
preparation of accounting forms and reports; and performs other dutics as
assigned,

DISTINGUISHING FEATURES OF THE CLASS:

This class of positions represents the performance level of account clerks
and, as such, performs all bookkeeping duties under the general supervision of
the Housing Manager; Work is performed in accordance with established account-
ing procedures, and is subject to a general review upon completion of summary
statements, trial balances, and other bookkeceping reports,

Positions at this level may participate in general administrative and
routine management activities for a minor portion of the time, such as, rew
lieving the Housing Manager of office details or handling routine tenant com-
plaints; and may assume additional responsibilities in the absence of the
Housing Manager,

ILLUSTRATIVE EXAMPLES OF DUTIZS:

ls Maintains books of accounts or other fiscal records reflecting pro,jec.
income and expense,

Qs Prepares various documents, such as, purchase orders, requisitions,
vouchers, bills of lading, receiving and inspection reports, rental and secur-
ity deposit refunds and transfers, reviewing them upon completion for compli-
ance with proper procedurw=,

3s¢ Effects execution of leases and furnishes prospective tenants with
information concerning rental charges, services and facilities provided,
conditions aud terms of tenancy; and consults and advises tenants regarding
complaints,

4y Makes small purchases from agent-cashier's fund, preparing and typing
vouchers for reimbursement of the fund,

Ss Maintains or supervises the maintenance of general office files, and
asslists the Housing Manager in the preparation of tne budget.,

6e Maintains personnel and payroll records, and prepares the payroll
reriodically. . v

STATEMENT OF QUALIFICATIONS:

1s Xnowledges, skills and abilities:

Good knowledge of and ability to apply bookkeeping principles
practices, and to follow the Accounting Mamal of Instructions,
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Ascounts Clerk, CAF-4 :

V .. Ability to make computations and tabulations; to compile and

. " - yprepare fiscal reports; to exercise good judgment and some initiative
in the performance of work.

e , 2. Ixperience and training:

Experience in bookkeeping, handling of funds, and dealing with
personncl, and training equivalent to graduation from high school,
including courses in business administration,

3¢ Otaer

Scnse of responsibility in having éﬁStody of public funds.
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GENERAL STATEMENT:

Maintains, or supervises the maintenance of books of accounts for a
single or a consolidated project of between 400 and 800 units; collects proj-
ect revemues, and prepares all accounting forms and reports; and performs other
duties as assigned.

DISTINGUISHING FEATURES OF THE CLASS:

Characteristic of positions in this class, as distinguished from the class
below, is the responsibility for all bookkeeping activities usually on two or
more project sites of a consolidated project composed of betwesn 400 and 300
units, including the review and examination of all ledgers, records and reports
maintained on the separate sites, and supervision and training of new employ~
ees in bookkeeping proecdures. Employees in this class follow well—defincd
accounting procedures and function under general supervision, and their work
is subject to a general review by the Housing Manager,

Tais class of positions may function under an Accountant on a consolidated
project and assist in the verification and accountability of reverme for
several nroject sites; or be responsible for supervising a large group of
account clerks on a large single project,

Supervision of clerks or account clerks is usually found at this level, .

Positions at this level may participate for a minor portion of the time
in a number of administrative activities, -

ILLUSTRATIVE EXAMPLIES OF DUTIES:

le iHaintains, or supervises the maintenance of daily bookkeeping records
and tenants' ledgers, prepares adjustments, computes utilities charges and
pro~rates rent charges,

2o Maintaians budget controls and cost analysis records, and assists in
the preparation of the budget.

3. Prepares, or supervises the preparation and submissicn of monthly and
yearly reports, preparation of payroll vouchers and supporting documents, and
miscaellaneous expense vouchers.

4, Supervises any reconciliation of Tenants Ledgers with control accounts,

- De Prepares and maintains files on all documents affecting personnel,
property and inventory control reports.

6. Hoconciles daily statement of cperationfor several project sites,
and maintains a running mounthly rocapitulation for wuse in the preparation of
montaly fiscal reports,
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Accountsﬁclerk CAF-b
STATEMENT OF QUALIFICATIONS:

1e Knowledeges, skills and abilities:

Considerable knowledge of bookkeeping principles and practices,
and knowledge of and ablllty to follow the Accounting Manual of
Instructions,

e e T

Ability to make computations and tabulations with accuracy; to
solve complex bookkeeping problems; to compile reports; to make - -
difficult reconciliations; to plan, organize and review the work of
others. :

2¢ LExperience and training:

Experience in bookkeeping, handling of funds, and in a re-
sponsible supervisory capacity.

: Training equivalent to graduation from high scheol supplemented
¢ by a commercial course or one year of business college.

Se Qther

Ssnse of responsibility in having custody of public funds.
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ACCOUNTS CLERK, CAF-6, 7 &

GENERAL STATEMENT:

Sumervises the maintenance of all cost records and books of accounts,
including the collection and accountability for all project revemue on proj-
ects totaling between 800 and 1600 units; and performs other duties as
assignedes

DISTINGUISHING FEATURES OF THE CLASS:

Characteristic of positions in this class i1s the responsibility for =il
bookkeeping activities on a single project or group of project sites composed
of between 800 and 1600 units, The positicns may be distinguished from the
third class of Account Clerk positions in size of project, i, ., responsipbil-
ity Tfor between 400 and 800 units, and in mumber of account clerks superviscd.

systems of accounts and records covering every activity involved in the
operation, management aund meintenance of the project, including expendable
and nomcxpendable prowverty records.

As necessary, this class o positions may assist in the installation of
AN

&

Very little supervisien is required at this level aand work is performed
in accordance with established accounting procedures, subject only to a
general oradministrative review.
ILLUSTRATIVE EXAMPIZS OF DUTIES; ‘ .

le Supcrvisses thoe rscelpt of rental and ovhor collections on all project
sites, with responsibility for the maintonance of all records pertaining
thereto in accordance with accountiag ond mansgemcnt regulations,

2¢ Installs systems, records, and accouuts on the preoject in asccordancs
with ianstructions from the Reglonal Accountant, trains, dirscis sind assists
personnael in their proper maintensoce,

Yo lalntalns cost records and accounts covering operation and malintorn—
ance activities, budgetary allotments, and classificetinn of exponditures :
according bte account numbers, ‘

4 Purchascs suppiies and materisls for tne repair and maintenance of
buildings, plumbing, heating and electric systems, grounds, and other

necessary cxpondituras,

B¢ Proparss, or supervises tac preparation of all payrolls, purchasc i
orders, recguisitions, veuchors and stosr related deocuments for o murber of Q
project sites, with respensibility for compliance with reg albtlons, contract A4
reouirerents and other wertiancrt coatrols, g

3

8¢ Confers and advises witb the Housing Hancgor on problems pertaining
to moncgement, and in his spgsnce, assumes o1l responsinility pertaining to ’
managenent,
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STATEMENT OF QUALIFICATIONS:

1, Xnowledees, skills and abilities:

Thorough knowledge of bookkeeping principles and practices, and
knowledge of and ability to follow the Accounting Manual of
Instructions,

Ability to make computations and tabulations with accuracy; to
solve complex bookkeeping problems; to compile reports; to make
difficult reconciliations; to plan, organize and review the work of
others,

2o Experience and training:

Experience in bookkeeping or business administration, in
handling funds, and in a responsible supervisory capacity,

Training equivalent to graduation fyom high school and comple~
tion of a bookkeeping course, or at least one year business college,

3s OQther

- ‘ Sense of responsibility in having custody of public funds,
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Y ACCOUNTANT, GAF-8, 9
GENERAL STATENMENT: ‘

Supervises, directs and is responsible for all accounting functions
performed on projects totaling between 1600 and 3500 uwnits; and performs other
duties as assigned.

DISTINGUISEING FEATURES OF TH: CLASS:

2 Characteristic of positions in this class is the responsibility for the

. accﬁracy propriety and completencss of all books of accounts, cost and con-
trol records, and reports; for the accouvntability for all project revemuc on

a large project site, or group of project sites consoclidated for management;
and for serving as adviser to the General Housing Mennger or Housing lsnarer on
all accounting policies affecting the operation of a project,

Tais elass of accountent positions may be distinguished from the class
above by the size of the project, i,e., over 3500 units and in the mmber of
clerks or account cleris supurvised which may vary in accordance with sizo
and mwmber of project sites,

¥ Positions allocated to this class arc delegatad the responsibility for

/ moking all declsions within ostablished accounting policies and procedures
affecting accounting activitics on a project, and work is subjeet to thoe
Housing Manager's review for conformance to over all policics and proccdurcs,

3 AN

A e T H

ILIUSTRATIVE ZXAMPIZS OF DUTIES:
é} 1, Supervises and dirccts the proparation of purchasc orders, reguisie
5 tions, miscellancous obligation records =nd vouchors in payment of scrvices
13 > ) . . ~ - e .
L and materials, reviews prepared documents prior to execution by the dousing
; Hanager,
B

Qe  Supervises the preparation of regular and special reports and state-
ments, such as summary of daily time reports, vehicle operation reports, etec,,
and reviews all monthly summary statements of operation, Schedules of
Gollections and Certificates of Deposit for a large mumber of consolidated
Projecte,

3e Assists with and directs the computation and preparation of all pay-
rolls for the consolidated projects.

4o JPrepares, or directs the preparation of detailed reports from the
cost records for use in estimating budget requirements; and personally
administers the Agcnt-Cashier fund, performing necessary bookkeeping duties
and preparing the monthly report on tais account,

B¢ Dirccts and supervises the maintennnce of cost records and accounts,
covering ia detail every activity involved in the operation, management and
I maintenance of the several projects,

SH

TR

R

6e Supurvises and reviews the work performed by account clorks of the
several projocts,
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STATEMENT OF QUALIFICATIGNS:

le Knowledges, skills ond abilities:

Knowledge of the principles and practices of goveramental and
commercial accounting and a knowledge of cost accounting methods
and procedures, Ability to interpret and effectively carry out
oral and written instructions; to 'handle large sums of money; to
plan, conrdinste and supervise the work of a mumber of employses,

2¢ DSxperience and training:

Zxperience in accounting work and in a sunervisory capacity,

Training cguivalent to graduation from college with specialized
courses in accounting,
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ACCOUNTANT CAF-10, 11

GEJERAL STATELENT:

Supcrviscs, directs, and is responsible for all accounting functions
performed on extremely large projects, and composed of 2 large mumber of
consolidatad sitesy and performs other dutics as assigned.

'DISTINGUISHING FEATURES OF THE CLASS:

Cnnracteristic of positions in this class is the responsibility for the
accuracy, propriety and completeness of all books of accounts, cost and
control records, and reports; for the accountability for all project revenue;
for serving as fiscal adviser to the Houwsing Manager and Assistant
Managers on all accounting policies affecting the operation of the project;
and for serving as administrative head of a large area Accounting Division.

This class of position may be distinguished by the responsibility for
initiating policies and procedures to adequately provide complete accounte
ability on projects, which due to size and geographic location, present
unique problems affecting the operation of a project,

The tremendous increase in size of project and number of consolidated
project sites increases proportionately administrative responsibilities of
accountants in this class, such as direct and indirect supervision of an
extremely large staff, reconciling many records, preparing composite financial
statements and budgets.

ILIUSTRATIVE EXAMPIES OF DUTIES:

ls Serves as fiscal adviser to the Housing Hanager, consulting with
him on all major or wmusual accounting problems, and provides the Housing
Manager witih the accounting information necessary for the control of project
operations,

2e¢ Interprets accounting policies and procedures and is responsible
for their application to the particular area,

3. Supervises, dirscts, and coordinates 2ll accounting activities for
a considerable number of project sites,

4, Periodically analyszcs and reviews policies and procedures to dotermine
their effoctivencss and need for revision, and initiates procedures to meet
the requirements of the many projects under his Jurisdicition and to improve
work performance of the staff, '

5o Administragively supecrvises the installation of all record systemé
and the maintenance of all accounting records for the area,

6e Devclops and supervises the installation of accounting and cost
control systems for a large group of project sites,

_ 7e Administratively examines and approves all vouchers, payroll, and
other accounting documents,
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STATEMENT OF QUALIFICATIONS:

1,

2e

Knowledges, skills and abilities:

Comprehensive knowledge of the principles and practices of
large scale modern governmental and commercial accounting, thorough
knowledge of cost accounting metiiods and procedures.

Ability to interpret and effectively carry out oral and written
instructions; to initiate and develop operating procedurecs; to handle
extremely largc sums of money; to plamn, ccordinate and supcrvise the
work of an extremely large mmber of employees,

Experince and training:

Extensive experience in professional accounting work and in a
responsible supervisory capacity,

Tr;lnlng ggquivalent to graduation from college with speclallzﬂd
coursos. in accounting and auditing, ‘
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HOUSING MANAGER

Dwelling Units Classification Grades (Basic)**
* 201 - 400 CAF-7
401 - 800 CAP-8
801 - 1600 CAF-9
1601 ~ 3500 CAF-10
over 3500 CAF-11 or 12

* For under 200 units see Management Aide series,

** For gingle projects the Manager of which reports direct to the
regional office, Use the same table as for the General Housing
Manager and the same variables mentioned under the Distinguishing
Features of the Class for that series.

GEJEBRAT STATEMENT:

Responsible for, within preseribed policies and procedures, the manage-
ment operation and maintenance activities of a single project which may be
part of a project consolidated for in management purposes or which may exist
as an 1ndependenc project the manager of which xeports direct to the regional
office,

DISTINGUISHING FEATURES OF THE CLASS:

Incumbents of positions in tnis class are either under the supervision
of a General Housing Manager responsible for the consolidated project, or the
regional office; in the latter case the responsibilities of the Housing
Manager are similar to those of s General Housing Manager.

U)

ILLUSTRATIVE BXAMFIES OF DUTI

1, Determines types of project services and recreational activities
required on a project, and takes necessary action to stimulate and encourage
the development of such activities,

2¢ GContacts local social agenciez and officials of surrounding communities
regarding services for the site, as directed by the Housing Manager,

3¢ Investigates and adjusts the most serious tenant complaints,
4. Formulates and exercises eontrol over budgets,

Oe¢ Interviews and selects applicants for positions, and initiates, and
conducts training programs for members of the staff,

6e Confers with officials of nearby war plants regarding the needs for
aecommodations and the eligitbility of prospective tenants.
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Assistant Manager

7, Assigns maintenance personiel in making all necessary repairs and
keeping the buildings and equipment in good and serviceable condition, and
inspects completed maintenance work,

8, Makes regular inspection of grounds to insure attractive and
sanitary conditions.

9, Participates in or supervises:
a, The preparation and review of required reports,
b, The interviewing .of applicants for units,
c. Inspection of unoeccupied units to determine necessity for
repairs, painting, etc. ¢ o
des Collection and deposit of rents. :
es Maintenance of all bookkeeping and cost records.

STATELENT OF QUALIFICATIONS:

1 Knowiedges,:skills and abilities:

Familiarity with administrative and bu51ﬂe%s prcculceq, and Wlth
the management program and policies ‘oi the Authorlty.

Ability to carry on harmonious relatlonsnlps with I‘GSldPntS' : to : . -
organize and work with small groups to stimulate and encourage.social, "
" civic, and recreational activities; to supervise a small number of
'clurlcal and maintenance personnel, %o prepare reportse

2e¢ Experience and training:

Experience similar to that :gained as a Management Aide or in a
position requiring some or all of the following features: contacts
with the public; stimulation and coordinhation of community aetivities;
knowledge of the problems involved in the management of a housing
development such as tenant relations, procurement, personnel
administration, accounting and reporting, budgeting, ma1ntenanca
problcms and procadures, .

Training which is equivalent to graduation from college.,

(This section is established as a guide to -placement and does
not exclude from consideration other fields.of work or other means
of training which may have provided the applicant with thevknowledges,
skills, and abilities necessary for the satisfactory performance of
the duties of the class,) S
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Performs routine, repeticive clerical work in a project office; a
performe cother duties as assigned.

.

DISLI""UISHI?G FmAT 188 U

1)

THE OIASS:

This class represents the entrance lsvel for the Clerk Series at a
projecs site,

Positions in this class periorm routine, repetitive clerical duties such
ast Maintaining files and records, supplying genersl information, gerving ag
recentioniat.

Incurbente of positions in this class usually operate under the super-
vision nf a higher-grade clerk and follow instructions regardins tasks to be
performed, Guidance is occasionally received during the performaunce of duties,

The performance of cccasional or incidental typing duties does not bake
the position cut of this series,

ILIUSTRATIVE EXAMFIAS UF DUTIHS:

1, Maintazins general office Tiles not centaining a great mumber of
classificationsin a project office such as: correspondence; tenants filesy
management, personnel and policy and procedure manusls; clippings from news-
papers and magazines regarding housing, ’

2e¢ Lstablishes and maintains 31mple racords such as: equipment and
supplies received, furniture and furnishings for every apartment, outgoing
mail, time, .

3s Answers the telephone, receives callers to the office and gives out
routine information concerning the various nperations of the project from
informatvion in the files or card records meintained in the office,

4, Prepares routine reports on names of tensits, houses occupied, number
of bedrooms; applicatioss recsived, accepted or rejected and rcasone for ree
Jjection for members of *the project and regional office staffs,

:

when tenants move in, figures

5, Checks gas or cloctric meter readings
gas or electric consumption for the wmonth and

6 Takes survice recuests from tenants, notifies maintenance staff, and
tollows up to discover status of work ordors.,

7e Roceives, opens, records, sorts and distributbes projuct mail,
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STATEMENT OF QUALIFICATIONS:

le Knowledges, skills and abilitics: f
Somoe familiarity with general office methods, procedurss and "
equipment, ' 7

:

Ability to hecp rocords and files; %o make arithmetical computa~— ﬁ
tionsy to use good &nglish, speliing and grammar, - A

) #

2e Dxperience and tralning: i
Provious clerical expericnce iu desirable, but nobt reguircd. -

Training eguivalent to thay rosrsscntod oy graduntion from 5

high school. . i

i
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GENERAL STATEMENT:

Pérforms general clerical work of a somewhat difficult or respoansibie
nature without specific instructions, but in accordance with standard pro-
cedures; and performs other duties as assigned,

T T IR T T 4 Ty T T R S P T T

DISTINGUISEING FEATURES OF THE CILASS:

Positions in this class perform responsible clerical work such as:
establisting and maintaining office records, composing general corresnondence,
giving out general information regarding project operations,

R

Supervision may be received from clerks of aigher grade or from project
stafi members, Usually a position in this class will be restricted to largs
projects with large speclalized svaffs, Small projects generally will combins
suchh functions with typing and stonographic duties. Standard policiss and
procedures are followed but the incumbent does nct receive constant guidance
28 tiue work progresses as do the cleriks of vhe Lower or entrance lovels  The
completed work is reviewod Tfor conformance to standards and procedures,

S TR TR

The performance of occasional typinz duties does not take the Dosition
out of this series '

ILLUSTRATIVE EXAMPLES OF DUTIES:

ls " Interviews prospective tenants, roceives and classifics applicaticns,
explains rental terms, prepares leasos for signature, displays unoccupicd
anite, assigns houses, collects rents and issues receipts,

2S¢ Maintains project orffice files which anOlJF‘ indexing, classifying,
filing and withdrawing materials. .

de Maintains contacts. by rcoutine correspondence with representatives of

, various industries and military establlqhmeqt regarding availability of units,
£ eligivility of workers applying for hous s, and occupancy conditions,

4+ Establishes and maintains office records such asy maintanance coshs,
bond deductions, leave Jlthnoldlng tax, persons applying for homes, r&JELEbd
applications and other

-

5. Prepares payrolls and checks salary checics against payrolls,

o 6. Composes routine correspondernce regarding project activities on own
initiative or from brief, oral instructions,

7+ (ollects, assembles and presents datn in the form of regulor or
special reports concerning applications, sources of employment, tenant
population, and existing vacancies.

8« Prepares purchase corders, vouchers angd receiving ond inspection
reports wiich involves selecting the data and presenting documents

in final
forme

R
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Clerk, CAF-3

9, Plans, assigns, distributes work, trains and instructs clerical
workers in lower grades.

W s WA LSRRl 5. e TN RIS S e

10, Occasionally or for a minor portion of the time serves as general
assistant to an Account Clerk in higher grade and performs such duties as
posting to tenant ledgers, making out certificates of deposit, and compiling
figures for use in trial balances.

11, Oeccasionally serves as receptionist, rcceives visitors, ascertains
the purpose of their visit, gives out gencral information concerning project
operations which requires the exercisc of discretion, or refers them to the
appropriate office; takes service requests and notifies the proper maintenance’
met,

STATEENT OF QUALIFICATIONS:

1. Knowledges, skills and abilities:

Good knowledge of Mamal of Policy and Frocedure as it relates
to project activities; working knowledge of general office methods,
procedures, and equipment, including filing, record keeping, simple
letter writing and otaer clerical tasks,

il IR e Bt T e s B
o S AR R e e e T

LM

Ability to use gecod Englishi to plan and supervise the work of
clerical workers in lower grades; to collect, assemble and present
data in report form; to establish and maintain contacts.

2e  Dxperience and training:

Previous clerical experisence, prbferably in the field of
real estate and housing,

Training equivalent to that pepresented by graduation from
high school 1nclud1ng or-supplemented by courses in commercial
subjects,

LR 0 P T e e ko B

" S



§ GENERAL STATEMENT: -
4
3

Performs responsible clerical duties, such as determines eligibility of
applicants for housing, assigns units, prepares leases and other rontal agree-
ments, maintains contacts with industries and military establishments served
by the project; stimulates tenant activity; acts as project bookkesper and is
2 responsible for all fiscel actions; serves as an office assistant; and perform
§ other duvties.as assigned, '

! DISTINGUISHING FEATURES CF THE CLASS:

A position is allocated to this class only in limited cases, ©
primarily upon considerable variety of activity, vested in and the f
nature of the position, ,

' ‘

Some small projecis may find it economically desirable to comwbine the
responsibility for all clerical operations with leasing and occupancy, and
the stimulation of tenant activity, T

ase
ocal point

Supervision may be exercised over subordinate clerks, stenographers and
typists, depending on the volume of office details.

For further comparative guldes, sec Management Aide, CAF-4, Clerk-
Stenographer, CAF-4.

ILLUSTRATIVE EXAMPLES OF DUTISS:

1. On an individual project site is responsible for all bookkeeping and
fiscal operations: receives and reccipts ror rentals, utilities, security
dsposits and service charges; posts entries to tenant ledgers; mekes trial
balances; deposits project income; compiles and submits all periodic account
reports to regional office; checks for mathematical accuracy and compliance
with existing regulations all purchase order, vouchers, contracts, requisitions
and otier Fiscal documents; transmits delinguency nctices to tenants; and
compubtes tenant refunds.

2¢ Interviews applicants for housing, explsins corditvions Tor tenancy,
assists in determining cligibility, approves epplicant, exccutes leases for
the management, and assigns units; and communicatss with certified industrics
and military establisbments nas vacancies uccur,

- 3¢ Allocates use of commiaity building; composes novices wnd bulletins
of project services functions, regulations and items of gencrel intercsty or,
on a dormitory project, fosters o rriendly and helpful relationship among the
group of gsingle tenants,

4e Acts as assistant to the Housing Manoger of a constitusnt project;
transmits work orders to the maintenance staff; checks on the completion of
work orders; makes inspcctions of nalls, rooms, utilities, walks =nd groundg
and recommends improvemcats and repairs on the site, Occasionally: orepares
payroll; checks conditions of units about to be vacated; or performs miscella-
neous duties of taking and transcribiig dictntion, 2ad typing, not requiring
a skilled stenographer or typist,
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Clerk, CAT—4 @
e i

STLTELENT OF QUALIFICATICIS: @
1e Knowledges, skills and abilitics: 3

Good knowledgse of the Mamial of Folicy and Procedure and the 3

rules and regulations pertaining to project management: zood kunow-— f

ledge of project organization; considerable knowledge of office %

. - 7y

(lOtallSo {g

B

st P o b A . . ) i

Ability %o perform important dutics witihh 2 minimum of super- 4

vision; ability to deal with various classes of people (officials, 5
business representatives, tenants) with equal tact and diplomacya i

2. ZExperience and training: A
Dxperiernce o clerik with a business firm, preferably in thc ,é

S

i o

s a
riclds of real estate and housing; previous expericnce with an FPH!
project desirable,

é

%
3

Training and cducation egquivalont to that represented by
graduation from hign scacol, including or supplomented by courscs iz
commercial subjocts.

e
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GEMERAL STATELENT:

Takes and transcribes dictation, and performs a variety of routihe:
clerical tasks; and performs other duties as assigned,

A DISTINGUISHING FEATURES OF THEZ CIASS:

The clerical work of positions in this class consists mainly of repetitive
tasks, waich usually involve typing as an occasional part of the operation and
apart from typing of dictation notes, The incumbent is expected to perform

. the simplc recurrent duties with a minimum of explanation once the operation .
has beegn learned, but subject to close review for results and for production

of work, i

ILIUSTRATIVE EXANPISS CF DUTIES:

O )

1, Taites and transcribes dictation and, in addition: compiles and
types simple office reports which involve only the exercise of arithmetiecal
accuracy in nosting tabulations from a group of individual records to one
magter shoeet,

S ' ‘

2e maintains simple (6ffice records consisting of posting of transactions:
such as, posts weekly to Stores Reguisition and posts monthly to Stock Control
Record cards; maintains lcave records; vosts from miscellancous obligations,
burcaase orders and vouchsers to budget control; keeps a tabulution of all work
orders; maintains an inventory of supplies and equipment; and keeps leasc
register, space inventory and tenant directory currcnt,

3¢ Cuts stencils and ditto master copies for labor schedules, budge b
Justifications, bookkecping and cashier forms, bu:letin and noticos,

4. Checks invoices against obligating documents,
Oe Receives and reccipts for rent and servico charges,

6, Takes and transcribes dictation of correspondence angd repofts the
majority of time on a project where general office detail is divided among
several clerks.,

7+  Types from rough draft various office decuments such as Durchase
orders, miscellancous obligations, ©ills of lading, and vouchers,

0 8s Acts as receptionist and answors inquiries, ¢ither over-the-counter
or 'by telephone, of & routinc nature, such as conditinag for leasing and
occupancy, community facilitics and locatiocn of tsnants on tias project; and
registers service reoquests For repalr work by the maintensnce staff,

9« Types and records sundry tenant data on leases, 282 history reports
and employment cords for new tenants and as changes ocour; fills out Notice
of Intent to Vacate and Refund Authorization Forms; and records actions in
Vacate Registcr,
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Clork-Stenographer, CAF-2 .

10, Performs simple record-keeping and filing in the maintenance
department, such as computing and posting time and material costs on unit
cost cards. : ’

11, Files and pulls a variety of material under several subJect
classifications, :

12, 4As incidental tasks, mimeographs form letters, schedules, labor
reports, bulletins and notices; distributes incoming and dispatches oﬂtgoing
mail; inserts releases in Mamual of Policy and Procedurs; keeps followsup
control on correspondence to be answered; loans equipment to tenants and
maintains records thereof; keeps bulletin board posted with items of current
interest; operates a switchboard; and performs miscellaneous typing.

STATEMENT OF QUALIFICATIONS:

le Knowledges, skills and abilities: ‘

Working knqwledge of the Manusl of Policy and Procedure as
related to the assigmments of the incumbent; working knowlcdge of
project organization; considerable knowledge of the care and opera~
tion of a typewriter; and working knowledge of grammar, spelling
and punctuatior.

Skill in stenography or stenotype, and typing as measured by a
capacity to take dictation and to type at a moderate rate of speed.

Ability to follow instructions and perform simple, repetitive
clerical tasks with a minimum of follow-up explanation,

2¢ IBxverience and training:

o previeus experience reguired; some office experlpnce
preferred,
Training and education equivalent to that represented by gradua-

tion from high school, including or supplemented by secrctarial
COUrses.,

Eligibility in a stenographic and typing examination,

B
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CLmRK—STENOuRAPF“R CAF—B

GLNERAL STATE MENT'

Takes and transcribes dictation; pefforms clerical duties of CAF-3 level
for o major portion of the time; and performs rclated duties as assigncd.

DISTINGUISHING FEATURES OF THE CIASS: General

Positions in this class usually serve as secretary to a/Housing Manager
or .Housing’ Manager and, in addition, perform a variety of responsible
clerical and administrative duties such as: the preparation of detailed
leasing and occupancy reports involving the selection and compilation of data
from various sources and preparation of final reports, maintenance of several
more complicated types of records, including time, leave and personnel, and
the preparation of payrolls from records.

The incumbent is responsible for proceeding without specific instructiouns
or detailed work plans, The completed worl is cleared through the supervisor
and is subject only to a cursory review.

ILLUSTRATIVE EXAMPLES OF DUTIES:

ls Takes and transcribes dictation from the Housing Manager covering
Interoffice Memoranda, Short Form contracts, various types of business letters,
reports and occasional specifications, :

2¢ IMakes appointments for the Housing Manager, acting as receptionist
and maintaining a record of daily appointments, Answers the telephone, gives
out information regarding project activities,

3. Collects, assembles and presents data in the form of regular or
special reports regarding leasing and occupancy, sources of employment,
vacancies, and types tabular reports, statistical tables and master ditto
shects wolch involve the selection of data to be iacluded therein,

4, Composes on own initiative or from brief, oral instructions cor-
respondence pertaining to ecuipment and supplies ordercd, inquirics about
tenants, aveilability and/or reatal tocrms, notices and bulletins,

5s Interviews applicants, proparcs casc historics, ossists applicants in
filling out applications, classifiss and files applications, explains rental
terms to tenants, preparcs and transmits lozses, assigns houscs and preparcs
vacate notices,

6, TFigures, posts to individual earninz cards, audits and types payrolls
for the project office,

7« Posts to tenant ledger and closes out accounts at end of month,
preparing monthly summaries of all accounting documents sent to the regional
offices

8¢ Posts all Purchase Orders and Miscellaneous Obligations for all

projects for the operating budget; and prepares schedules of collections and
certificates of deposits.

[
T b
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Clerk=Stenographer, CAF-3

Be Scrts, classifiss, establishes new classifications, and maintains
complex files in a project office,

10, Maintains such office records as time, leave, personnel, gasoline,

supplies, equipment, employment sources, forwarding addresusss of tenonts,
woecant units, war bond deductions,

1le Zstablishes and maintains contacts with local dealers, newspapers,
contractors and public officials regarding equipment to be purchased, bids
and project activities,

12, Instructs, trains, and reviews the work of ciesrical workers of lower
grade in the office.

STATEMENT OF QUALIFICATIONS:

1o Koowledges, skills and abilities:

Knowledge of stenography or stenotypy; working knowledge of
Mamial of Policy ana Procedure; thorough kmowledge of the care and
operation of a typewriter; good working knowledge of office wnrocedure
and operations iacludiqg filing, record kecpling and organizational
structurce of the project office; good knowledge of spelling,
puanctuation and gramns

Lbility ¢ teke aad transceribe dictation at a fairly rapid rabo
of spoed and to type from plain or corrccted copy of morc than
average difficulty; to arranse ond space complex tabulatiocns; to
collect, assembl: and presc datsey to Tollow complox oral or writion
instructions; to superviss and assign the work of others,

2 Yy el S I ST
2¢ Ixworivace and btraining:

Training souivalent to that reproescated by graduation from high

)
schcol, including or supplemented by a course in stenograpny and

4
[391
typing; ond courses in commercial subjccets, preferably.

Bligivility in o stenograopnic and typlst oxamination,
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OLERK~STENOGRAPHER, CAF-4

GENERAL STATEMENT:

Takes énd transcribes dictation; performs clerical duties of CAF-4 level
for a major portion of the time; and performs other duties as assigned,

DISTINGUISHING FEATURES CF THE CLASS:

A position is allocated to this class only in limited cases, based
primarily upon the discretion allowed the incumbent to execute important as-
signments with little or no supervision and only cursory review, and based
upon the authority delegated the incumbent by the Housing Manager to act in

his stead, -

Small projects usually find it economically desirable to employ a com~
bination bookkeeper and secretary to the Housing Manager responsible for all
clerical and fiscal details, with the possible assistance of a subordinate
clerk-stenographer or clerk-typist.. In other instances, a position in this
class may be established for an employee to be responsible for office admini-
stration on a small site of a consolidated project, under the general super-
vision of the Housing Manager or his assistant,

The position of secretary (in torms of the number one clerk-stenographer
or clerk-typist) to the Housing lManager on single projects or projects under
consolidated mansgement with sceveral sites is usualily allocated to grade CAT-3
due to the division of clerical and fiscal dutics among the staff, On large
project organizations (considercd in oxcess of 1600 units), a position in this
clagss may serve as a clearanco for official contacts and information (all of
a non-policy nature) between the public and the project, and betwesn the

Housing Manager's office and the various sites on a consolidated project,
ng 28 prog

Supcrvision is frequently exerciscd over subordinatc stonographers and
typists, and consists of the assigmnment and review of work.
1 O

The allocation of a position to this cluss should be determined princi-
pally on the level of difficulty of the clerical duties., The taking and
transcribing of dictation, while a recurrent task, does not materially affcct
the grade of a position in this class, unless the incumbunt froquently attonds
confcrences, and transcribes and cdits notes of the proceedings,

ILLUSTRATIVE EXAMPLES OF DUTIES:

le Under supervision of the iHousup+ Monager, takes snd tronscribes
dictation and, in addition, serves in charge of the office at a small site:
determines cligibility of applicants, oxplains loasing and occupancy rules,
assigns units and fills in lease forms, maintains all tenant accounts and oll
office recag%sia§etermines rcfunds of rent and security deposits; corresponds
with thc/Hous%ng Manager and prcject central office staff; composes corres-
pondence for Maintenance Superintendent; corr=agponds occasionally with the
personnel ofiices of the military establishment and i1ndusiries serviced by
the site to advise of occupancy changes and to ascertain salary changes for
possible adjustment in rental charges; makes minor purchascs.

oL
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" Clerk=Stenographer, CAF=4

2« In addition to secrestarial duties, on a single project, maintains and
posts to tenant ledger accounts, 4/C Receivable and A/C Payable; posts to
Schedvle of Cherges and to tenant accounts; prepares Certificate of Deposit
and Schedule of Collection for reveme and securify deposit accountsy Daily
Statement of Operation and Recapitualtiom of Daily Statement of Operation
(from waich weekly trial balances are run), Report of Prepayments and Accruals,
Monthly Swrmary of Charges and Credits to Tensnts' Accounts, Vehicle Report,
List of Accounting Documents Mailed to Reglonal Office, Statement of Account
of Funds Intrusted to Agent Cashier, FPHA Forms 840W, B41W, 172, 172a, 172b,
1216, 1213 and 31, Treasury Form 8DD and 10DD, and other statistical data
requested by the Housing Menager or Regional Office; assists him in computing
and justifying fiscal budgets; posts to disbursing Officer's Ledger; posts
Stores Requisitions aguninst stock inventory; receives and receipts for rentals;
makes deily depesits; completes all vouchers, orders and requisitions and
processes them according to existing procedures; and assumes charge of the
office in his absence with a prescribed amount of authority.

3¢ During the frequent absence of the -ijousin; lanager who is responsi-
ble for several sites seoparated by a distance or miles from the central office,

and as als secretery, superviees the work of clerks in lower grades, and directs

office activity; approves applicants for housing; prepares leases, assignhs
units and issues keys; and compiles required office reports and mointains
rogular offico rocords,
General

4 In the office of thu/Housing lnnager responsible for a mmber of large
sites: receives all incoming official mail, roods the contents, routes to
indicated departmentsy rovioews for correctness and neatness all letters to be
cleared tarough the Housing timager's offices from the sevorrl sites; keeps the
site stafys informed of the Llnatest proceduros ond regulations not otherwisc
contained im written directives; attends meotings and conferences to tako,
transcribe and edit notos) composes and signs in her own name project corros-
pondence which she determines does oy recuire the attention of the Housing
Mannger, or composcs letters from brief oral instructions apd signs in the
name of tihv Housing Mamager for correspondence not requiring his further
roview; chocks the arithmetienl accuracy of weokly statistical reports fore
warded frou the sitc orfices, reviows for spparent discrcpencles, end transmits
to the regiomal office; ruceives callors and disposos of inguiries, as often
ns possible, without further referrels; and reliocves tho Bousing lianager of as
mach office detail as possible, '

. Se Ipeidentally, performs miscollancous typing of charts, reports and
fiseal forms in conmeetion witn tho compilation of such doaumunta;

STATTAENT OF QUALIFICATIONS;

le Knowlodgoes, skillg nnd abilibivs;

Comsiderable knowlodge of the ¥nmal of Folicy =nd Procedure and
tho rulcs and rogulations port~ining to project managementy of p;ojeqy
organigation; of office details, such ag tho mointenance of complex |
records and files; considerable knowlcdge of the cere and operabion of
a typewriter and dictaphone; considerable knowledge of grammah; -
spelling and punctuation, ‘ D

"
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Clerk-Stenographer, CAF=-4

2

Skill in stenography or stenotypy, and typing as measured by a
capacity to take dictation and to type at a high rate of speed.

Ability to perform important duties with discretion and with a
minimum of supervision; ability to deal with various classes of
people (officials, business representatives, tenants) with equal tact
and diplomacye.

Experience and iraining:

Experience as a secretary to a business executive, preferably in
the fields of real estate and housing, or as secretary to a ranking
government official; or experience as a clerk performing responsible
work with a business firm; previous experience with an FPHA project
desirable,

Training and education equivalent to that represented by
graduation from high school, including or supplemented by secretarial
and commercial courses,

Eligibility in o stenograpiic and typing examinations.
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CIERK-TYPIST, CAF-1

GEMNERAL STATEMENT:

-

Performs typing duties of the simplest and most routine nature and the
least responsible clerical duties; and performs other duties as assigned.

"DISTINGUISHING FEATURES OF THE CILASS:

Positions in this class perform the simplest, most routine, repetitive
typing and clerical duties, The incumbents receive explicit instruetions as
to now the task shall be performed and as to each phase of the work as it
progresses, Problems involving discretionary action are referred to the
supervisor,

ILLUSTRATIVE EXAMPLES OF DUTIES:

le Types from plain copy such material as bulletins, notices, form
letters, monthly and special reports, tabs for file folders, payrolls; and
fills in forms such as leases, rental certificates, schedules of collections,
cortificates of devosit, and others,

2. Inserts under simple classifications such materials ss mamal
releases, forms, service regquests, leases, correspondence, rulss and
regulations,

3. Receives, sorts, distributes and forwards mail to tenants; and
dispatches mail which involves obtaining sigunatures, checking enclosures and
stuffing envelopes.

4., Mimeographs forms and other matorials, assembling and stapling the
completed work,

5« Performs dutics i# comnection with inventorics made by others, such
as malking notations of items counted by others, or making physical count of
items on hand.

8+ Occasionally receipts for rent, answers the telephone and relavs
calls, or registers service requests for repairs,

STATEJENT OF QUALIFICATICHS:

ls Knowledges, skills and abilities:

Knowledge of the care and operation of o typevwriter,

Ability te type accurately at a fair ratce of speed from
plain or corrected eopy; and to perrorm simple, repetitive,
routine civrical copocrations,
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Clerk=-Typist, CAF-1

2. Bxperience and training:

Training equivalcnt to that ropresented by graduation from
nigh school, including or supplemented by a course in typing.

Incumbents must pass a typist examination.
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CLERK-TYPIST, CAF-2

GENERAL, STATEMENT:

Performs clerical Juties of CAP-2 level and does typing of ordinary
or more than ordinary difficulty; and performs related duties as assigned,

DISTINGUISHING FEATURES OF THE CLASS:

Positions in this class may porform difficult typing duties such as
cutting stencils, typing from involved rough drafts and tabular reports,
and clerical dutivs of GAF-l or CAR-2 level; or may perform clerical duties
of CA¥-2 level for a major portion of the time and typing duties of the
simplest and most routine nature,

Usual ly these duties are performed in accordance with specif'ic instruc-
tions or established procedures as to work mcthods to be used, but the
incumbent does not operate undor close suparvision as the work progresses
as do the incumbents of positions of the lower or entrance level, The work
is reviewed for results upon complation,

ILIUSTRATIVﬁ_EXAMPIES OF DUTIES:

1, Types detailed tebular material; arvenges format on specinl reports;
types vouchers, purchase orders and dormitvory registers; and cuts master
ditto shects and stencils,

3y, ¥ileg leasvs, upplicnticns, memcrande, bulletins, tenant records,
yqughefg, purchase ogpdors and slmilar moterials under sovoral classifications.

3o Posts and files records for such items as gasoline, fuel oil,
supplies on hand, maintenance costs, leava personnel, leasing and occupancy
count paid and outstanding v ouchera,

4y Distributes keys, supplies, i soud.pme ot
B, Gompiles nad fypes simple rapobte rogarding aources of employment ,
mmber of and reason for vacates during tha month, population, ages of

project residents, number of units leased and oocupied,

6, Fosts time sheets, and computes figures not requiring statistical
formulae,

7o 4cts as receptionist, and furnishes general information to office
visitors and people calling on the telephone; registers service requests {or
maintenance repairs,

8, Sorts, routes, dispatches and forwards mail to terants,
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Clerk-Typist, CAF-2
STATEMENT OF QUALIFICATIONS: .

1. Knowledeges, skillg and abilities:

Working knowledge of management rules and regulations;
familiarity with Mamual of Policy and Procedures as it relates
to project operations; thorough knowkedge of the care and
operation of a typewriter; good knowledge of spelling, punctuation
and grammar; working knowledge of office procedures and operations
including filing and record keeping,

gl Akl AR M e i

Ability to type accurately at a moderate rave of speed .
from copy of more than average difficulty and to perform routine -
clerical duties. ‘ %

2e Lxperience and training:

Training eguivalent to that represented by graduation from ﬁ
high school including or supplemented by a course in typing. 5

Incumbents must pass a typist examination. 3
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CLERK~TYPIST, CAF-3
GENERAL STATEMENT s

i ] Performs clerical duties of CAF-3 level for a major portion of the time,
in. accordance with a well-defined work program but without specific instruc-

v tions as’' to how the task shall be performed; does typing of ordinary or more
than ordinary difficulty; and performs related duties as assigned,

DISTINGUISHING FEATURES OF THE CLASS:

1 Positions in this class perform a variety of responsible clerical and

= administrative duties such as: the preparation of detailed leasing and occu-
: pancy reports.involving the selection and compilation of data from various

: sources and preparation of final reports, maintecnance of several more compli-
" cated types of records, and the preparation of payrolls from records,:

4

The incumbent is responsible for proceeding without specific instructions
ar detailed work plans, The completed work is cleared through the supervisor
snd is subject only to a cursory review, ' -

T T A SRR

ILLUSTRATIVE EXAMPLES OF DUTIES:

T

T,

1. Collects, assemblss and presents data in the form of regular or .
special reports regarding leasing and occupancy, sourccs of employment,
. vacancies; and types tabular reports, statistical tables and master ditto
C sheets which involve the selection of data to be included therein,

2+ Composes on own initiative or from brief, oral instructions corrcs— *
i pondence pertaining to equipment and supplies ordered, inquiries about avail-
' ability of units, rental terms, notices and bulletins,

é= 3. Interviews applicants, prepares tenant cards, assists applicants in
- filling out applications, classifies and files applications, explains rental
terms to tenants, prepares and transmits lzas2s, assigns houses and preparcs
vacate notices,

Lie Figures, posts to individual carning cards, reviews and tyves payrolls
for the project office,

5« Occasionally posts to ledger and closcs out accounts at ond of month,

6. Prepares sumrary of all accounting documonts sent to the Hegion during
the month,

7. Prepares schedules of collactions and certificates of deposits,
8, Posts rental charges and maintains sccurity deposit ledger cards,

9. Posts Purchasc Orders and Miscellancous Obligations for the operating
budget, ' '

-
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Clerk-Typist, CAF-3

10, Sorts, classifies, establishes new classifications, and maintains .

complex files in a projsct office, ;

11, Maintains such office rccords as time, leave, personnel, gasoline,
supplies, equipment, employment sources, forwarding addresses of tenants,
vacant units, war bond deductions,

12, Answers the telephone and gives out information regarding the opera- .
tions of the project office which involves the exercise of some discrction, ;

13, Establishes and maintains contacts with local dealers, newspapers and i
contractors regarding equipment to be purchased and bids, i

1/, Occasionally gives out information to office callers and persons
inquiring over the telephone regarding the various activities of the project,

15, Instructs, trains, and reviews the work of clerical workers in lower o
grades, . 3

e

STATEMENT OF QUALIFTICATIONS:

le Knowledges, skills and abilitics:

IR TRV N

Working knowledge of Manual of Policy and Procedurc; thorough
knowledge of the carc and operation of a typewriter; good working
knowledge of office procedurcs and operationsg including filing, rccord
kceping and organizational structure of the project office; good

[
e SRR -

knowledge of spelling, punctuation and grammar, -
Abilivy to type accurately and rapidly from plain or corrected
copy o moru than average difficulty; to arrange and space complex
tabuwletions; to collect, asscmble and present data; to follow complex
oral cr written instructions; to supcrvise and assign the work of
othurs, as required,
2. Expericnce and training: ' Cg

Training equivalent to thet represented by gradustion from high
school igcluding or gupplomented by & course in typing, and preferably,
courscs in commercial subjects. :

Incumbents must pass & typist axamination,

DI
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LEASING AND OCCUPANCY AGEN@ CAF-5

: GENERAL STATEMENI:

Supervises and participates in activities concerned with the leasing of
housing units and the maintenance of tenant relations during occupancy at a
2 large public housing site or sites, with full responsibility for the application
» and interpretation of governing policies, standards and procedures; performs
; other duties as assigned.

DISTINGUISHING FEATURES OF THE CLASS:

L This class represents the entrance level in the series and includes

: responsibility under supervision by the HManager, for all functions and acti-
vities involved in the leasing of housing units, the handling of tsnant com-
pliants and grievances during the period of cccupancy, and exit interviews,
v The incumbent possesses a thorough knowledge of subject matter and functions
with considerable independence of operation in the performance of his work,
particularly in his contacts with applicants and tenants, representatives of
industrial plants and military establishments and in the determination of
eligibility for tenancy. )

Positions in this class may exercise supervision over a small clerical
staff, planning, assigning and reviewing their work, :

At this level the incumbent works under the administrative supervision of
the Housing Manager, who reviews his accomplishments through the medium of
reports for -overall conformance with the policies and procedures established
by FPHA and NHA. ‘

Positions at this level may boe found on projscts where bscause of th
J b
C t

=
great workload it has become necessary to departmentalize the basic proje ct
activities, The Manager, in such cases, delegates full operating responsi-
ews “he worx performance

bility for a functicn to one of his staff anc reviey
only occasionally and then usually o6n policy matiers,

ILLUSTRATIVE EXAMPLES OF WORK:

-

k)

l. On a large single project, under very gensral supcrvision of the
Housing Manager, supervises the functions and opzrations of the Rental
Department, involving the assignment and review of the werk of two clerical
assistants, Interviews prospective tenants and accepte applications, Detor-
mines eligibility for occupancy, assigns rooms, and arranges for transfers
between units, Supervises the maintenance of space inventory, Furnishes
information to the local defense plant scrved by the project on conditicne of
eligibility for tenancy. Supervises the preparation of periodic and special
reports, Attends Area meetings on leagsing and occupancy matters,

2. On a large single project, under genoral supervision, is responsiblé
for tenant selection activities including determination of eligibility, check—
ing applications for proper classifications and transferring applications to
Zousing  Managers, Intorviews all tenants desiring to vacate or to transfer

from one unit to ancther, Supervises ths work of six clerks; instructs them in
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policy and procedural matters and makes work assigmments, Compilecs or super-
vises the compilation of regular and special reports on leasing and occupancy
activities, Furnishes information by telephone and personal interview in
regponse to general inquiries about the eligibility reguirements for occupancy
available units, and other related matters,

3

In a Central Project Office, under the very general supervision of

the Deputy Housing Manager, supervises the work of six clerks engaged in
tenant selection activities, Reviews applications, makes decisions in bordere
line cases of eligibility., Initiates procedures to improve efficiency of
office operations, Instructs subordinates in tenant selection policy and
procedures, trains new employeces, Maintains contact with Rent Control.Board,
Wer Housing Center, Local Housing Authority, and War Manpowcr Commission,

As requested, writes eviction notices, supplies informetion to the Office of
the District Attorney for collection of rents and evictions., Supervises the
preparation of, and reviews, periodic and special reports on leasing and occu-
pancy activities, Conducts correspondence and interviews in connection with
tenant complaints, Mekcs home visits in cases requiring investigation,

e

In the Central Office of a smell consolidated project, under general

supervision of the Housing Manapgr, approves applications for occupancy,
Supervises a CICrk-stcnogrdpher in tenant selection activities, Contacts
military posts served in the area in connection with the occupancy of the

preject,
reports,

Prepares or supervises the preparation of periodic and special .
Informs prospective tenants of leasing and occupancy policies and

regulations by phone and dirsct contact, Instructs leasing and occupancy
personnel on the projects in the submission of periodic and special revorts,
Supervises the registration of all roomers and boarders and the eviction of
uncertified roomers, Approves roomer and boarder certificetions for the
Housing Manager according to FPHA policy and standards of ecligibility,

STATELENT OF QUALIFICATIONS: .

1.

Knowledges, skills and sbilities:

0

Thorough knowledge of the objectives, policies and operations
of NHA and FPHA rclative to the leasing and occupancy phasecs of the
managemont program; knowledge of 109&1 houging conditions and programs,

'Ability to express onggelf effectively and to exerciée tact,

- courtesy and social intelligence in personal interviews with pros-

pective and resident tenants and in contacts with outside industrial
and military establishments; to determine ¢ligibility for tenancy

in gecordance with policies mnd standards of NHA and FPHA; to supcre
vise the work of others and to assume rosponswolllty for work per-
formence,

et
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2.

Experience

and training:

Some expearience in onec

—— -

or mora of the fields of education, social

service work, personncl, or real estate management or public relations,
preferably in responsible supervisory positions requiring extensive
public contacts,

Training equivalent
sity or other recognized »ducational institubtion with emphasis on one

or morc of
istration,

th: following

to twe years of study in a college, univer-

fields: sociology, cconomics, public admine

adult education, social scrvice administration,

(This section is cstablished as a guide te placement and does not exclude from

consideration other ficlds of work or other means of training which mey have
provided the applicant with the knowledges, skills and abilitics nccessary for
4 the satisfactory performance of the dutics of the class,)
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GENERAL STATEMENT s

Performs a varicty of duties associatod with the leasing of housing uniﬁs,
tenant and public relations, projcct services, personncl, oificc management,
and maintenanco; performs other duties as assigned,

DISTINGUISHING FEATURES OF THE CLASS: .

This class represents the entrance level in the series, The incumbent
works under the immediate supervision of a Housing Manager or a Management Aide
in a higher grade in the performance of such varied duties as interviewing
prospective tenants and explaining leasing policies and conditions of occupancy;
receiving and investigating complaints of resident~tenants; participating in
the organization of health, educational and recreational clubi; through contacts
with Health Departments, Welfare and Social Agencies, churches, youth groups
and other community activities; inspecting vacated units; checking on delin-
quent rents,

YA R

Pogitions in this class may provide opportunity for trairing for higher-
grade Management Aide or Assistant Manager or Housing Manager positions with
the delegation of additional ‘responsibility for work performance,

Supervision over others is not usually found at this level,

!
3
§

ILLUSTRATIVE EXAMPLES OF THE WORK:

AR T
————-

- 1, Under supervision of a Management Aide in a higher grade, receives
and investigates complaints of tenants concerning physical set-up of units,
domestic animals and pets, noise-making, garbage and trash disposal, and other
matters., Refers family-welfare dnd child~-guidance problems to appropriate
agencies, Interviews out-going tenants, explains policies governing "vacate!
of units, Makes home calls and community contacts in Child Care and playground
centers. Provides information to tenants on schools, clinics, medical services,
~  and other facilities. Checks applications for rehousing and makes recommenda—
" tion for acceptance or rejection, based upon examination of rent record, report
on condition of vacated unit, and narrative tenant folder, Assists in the
compilation of weekly "vacate" reports by extracting data from tenant files,

B
1-’7.
-
&
2
[
I
B

4 \ 2, Under supervision of the Housing Manager, visits homes of prospective
¢  tenants, inspecting housing conditions bearing en eligibility for project
occupancy, and submits reports on findings, Receives applications, explains
policy governing eligibility, Occasionally visits tenants in connection with
complaints or to discuss social problems incident to cleose and crowded condi-
tions. Contacts as requested, social and welfare agencies to obtain services
in the development of tenant activities, Arranges for apartment changes,
Notifies prospective tenants of approval of application and date of oceupancy,
and informs them of the policies governing conditions of OCCUpPancy.,

IR PAT T TP
S8 Voo i

3. Under supervision of a Management Aide in a higher grade, interviews
tenants, consults with them on family and neighborhood problems, Makes home
.visits to investigate complaints of illness, child neglect, insanitary living
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Management Aide, CAF=/

conditions and ether matters, Refers cases to authorized health and welfare
agencies when necessary, Assists the higher grade Management Aide in organi-
zing clubs, oducational and recreational activities, Red Cross groups, Boy
Scouts, Campfire Girls, craft classcs, sports, adult education groups, nursery
school, day-care school and clinic, Accepts notices of intent to vacate,
arranges for transfers between units, and checks on delinquent rents,

STATEMENT OF QUALIFICATIONS:

1. Knowle@g@%, skills and abilities:

Knowledges of the FPHA management program, objcctives, policies and
operations, particularly with respect to such major activities as leasing
and occupancy, project services and tenant relations,

Knowledge of community services and resocurces.

Knowledge of office p}actices,_mothods'and procedures.

.3
i1
5
; %
EA
- i(

Ability to express oneself effectively and to exercise tact, courtesy
and good judgment in personal interviews with prospective and resident tenants
and in contacts with community organizations and agencies.,

24 Experience and training: . | . )

Orientation cxperiense in the phases of one or more of the follewing fields
of education, social service work, personnel, or real cstate management, pre-
ferably in positions which have involved extensive public contactse

Training vhich is the equivalent of two years of study in a colliecge,
university or other recognized educational institution, with emphasis on
one or more of the following fields: community organization, soclal gervice
administration, adult education, public administration, sociclogy.

(This section is established as a guide to placement and does not exciude

from consideration other fields of work or other means of training which may
have provided the applicant with the knewledges, skills and abilities nccessary
for the satisfactory performance of the dutics of the class,)
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GENERAL STATEMENT:

Performs or supervises others in the performance of a variety of'gyﬁiéép
associated with the leaging of housing units and public-tenant relationsj
project services; personnel office management and maintenance; performs othcr
duties as assigned,

DISTINGUISHING FEATURES OF THE CLASS:

At this level the incumbent operates under the general supsrvision of a
Housing Manager or Management Aide in a higher grade in performing or
supervising others in the performance of a variety of duties relating to the
management program,

Positions in this class may be delegated partial operating respensibility
for the management activities in which he is engaged, and in some minor phases
may have complete responsibility for example, arranging for necessary repairs
of vacated units and meking final inspections of reconditioning; conducting
annual reexamination of tenancy as to income, family composition, and other
data for continued cligibility for eccupancy, or for supervising the mainten-
ance of tenant records and files and the preparation of correspondence, forms
and reports,

The combination of functions in positions in this class may vary with
the size, physical location and organization of the project, as the examples
below will indicate, ' o :

ILLUSTRATIVE EXArPLES OF THE WORK:

ls On & small consolidated proj:ct, under the ~encral supsrvision of
the Housing Manager, is responsible for leasing and occupancy activiti:s and
for assisting him in health, educational and recreational programs for tenants,
Interviews applicants for tenancy, furnishecs information on policles, services,
and facilities, and ascigns housing units. Compilcs periodic and special -
reports on leasing and occupancy and personncl, Makes neccecssary arrangements
for the repeir, cleaning, painting and other scrvices to units in conncction
with re-rentals, Assists the tenants in erganizing clubs and programs for
adult recreation and in making arrangements for a pre-—school nursery program,
Cooperates with the County Health Department in establishment 6f a clinic
for children, Assists in making arrangements for recreational activities and
for health and cducational programs to be put into operation with .cooperation
by leccal USO, Red Cross, defense plants, and local civic organizations..

2¢ On a small consolidated projcct, under the general supervision of the
Housing Manager, is responsible for the supcrvision of the office and for the
operation, repair, maintenance of the building, plumbing, heating, electrical
and mechanical systems, rcads, walks, yards, grounds and all otherdappurten-—
ances and parts of the project development and facilitics, Responsible for the
placement of applicant~tenants certificd by the Personncl Officer at the
defense establishment in the area, for thc investigation of undesirable ten-
ants, and for the adjustment of tenant complaints, Checks up on delinquent
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rent accounts and is responsible for the collection, custody and accountability
of rent, Supervises an Accounting Clerk, and shares supervisory responsibility

for the work performance of four maintenance men and laborcrs.

3« On a consolidated projoct of average size, under the gensral super—
vision of the Housing Manager, assists him in maintaining contacts with
personnel officials of certified industries regarding available housing
accommodations, changes in eligibility requirements, available facilities,
and other matters, Makes periodic reexaminations and maintains close contact
with all tenants regarding change in employment, size of unit occupied, change
in salary, etc., Displays apartments and confers with the Maintenance Depart-

‘ment on needed repairs and redecorating. Assists in a study of the tenant
- health, education and recreation problems and in the securing of specialized

services of the various welfare and civic agencies, and in the planning of
youth activities with local groups of Boy Scouts, Girl Scouts, YWCA, YMCA, USO
and others, Receives and adjusts tenant complaint, Supervises a Clerke
Stencgrapher, CAF-3,

4o On an average-size single project, under general supervision of the
Housing Manager is responsible for tenant selection, including interviewing
of new applicant-tenants, determination of income grade and premises of
eligibility, followup with home visits where necessary, summarizing findings
znd recommending acceptance, rejection or deferment to Housing Manager,

Arranges for transfers between units on the project, Maintains contact with .
.

the Maintenance Department on pending vacancies and the kind of repairs needed
Attends staff conferences on management policies, maintenance problems, tenant
relsticns, and other matters, Conducts an annusl “enant reexamination on
income, family composition, and other factors in connection with conbinued
occupancy, 4ssists the Manager in the adjustment of tenant complaints.
Advises tenant groups in the organization of activities for education, recrea-
tion and health, Maintains inventory of applications and space, and is res-—
ponsible for the preparation of periodic and special reports, nctices and
forms, Reviews income informetion and revisss rents upward or downward during
the year =3 circumstances of tenants require., In the absernce of the Manager,

-sigus payrolls, purchase orders and vouchers, and supervises office personnel,

5, Un a small consolidated project, under zeneral supervision of the
y J ) & f

Housing Manager, assists him in the management and operations of the project,

including the upkeep and maintenance of buildings and grounds. Investigates
and adjusts tenant complaints, making home vizits, surveys und reports when
necessary., Bncourages recreaticnal and sducational activitics for tenants and
acts as liaison between the management office and the recreational organiza=
tions functioning within the projects, In Lthe absence of the Heousing Manager,
assumes responsibility for the office,.

STATEMENT OF QUALIFICATIONS;

1. Knowledges, Skilisiand Abilities:

+

Good knowledge cf the FPHA management program objectives, polie
cies and operations, particularly with respect to such major activie
ties as leasing and eccupancy, project services, tenant rclastions and
project maintenance,

e A nd
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‘ Considerable knowledge of office practices, methods and .
procedures. '

Knowledge of community services and resources,

Ability to cxpress oneself cffectively and to exercise tact,
courtesy and good judgment in personal interviews with prospective
and resident tenants and in contacts with community organizations
and agencies,

Ability to supervise others and to assign and review their work,

2+ Experience and Training:

Orientation experience in the phases of one or more of the
following fields of education, social service work, personnel or
real estate management, preferably in supervisory positions which
have involved extensive public contacts and human relationships.

- Treining which is the equivalent of two years of study in a.:
“college, university or other recognized educational institution with
emphasis ‘on one or more of the following fields: -community organiza-
tion, social service administration, adult education, public admini-
stration, sociology, -

(This section is established as a guide to plactment and does not e xclude
from consideration other fields of work or other means of training which may
havc provided the applicant with the knowledges, skills and abilities necessw
ary for the satisfactory performance of the duties of the class,)
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"MANAGEMENT AIDE, CAF-6
GENERAL_STATEMENT: o

Superviscs and participates in & variety of management activities with
delegated operating responsibility for one or morec major phases of the manage-
ment program; performs other duties as assigned,

DISTINGUISHING FEATURES OF THE CLASS: 3

‘ Characteristic of positions in this class is the independcnce of eperaw
‘tion within established pelicy and under very genoral supervision of the
Housing Manager, and the delegation to the position of operating responsibility ,
for one or more major phascs of the management program, j

Included in this class also are positions which are composed of & wide

varicty of management activities with proportionately heavy participation in :
each, such as receiving and adjusting all tenant complaints, assisting the ;
Housing Manager in the protection of project property and in the supervision
of minor maintenance repairs (including regular and periodic inspeetion of
project property), the overall supcrvision of office management activities,
representing the Manager in his absence, and handling actions relating to per- :
sonnel; or supervising and directing all management operations on a single ;
site, butwaen 100 and 200 units, of a consolidated project or a small project ;
(1oss than 100 units), ‘

Pogitions in this class may also have supesrvisory responsibility for the .
work performance of from one to five clerks and management aides in lower grades A

] (The allocation of pusitions in this class has becn debermined on the basis

of a wide variety of duties with relatively heavy responsibility for one or
more phases of +hb management program, It should be noted that provision has
buen made in other series such as Projoct Services Adviser, Leasing and
Occupancy Agent, for thosc positions which denote full-bime participation in
one mejor phase exclusively and requiring considerable tochnical or professional
expoerisnce and training,

TLLUSTRATIVE EXAMPLES OF DUTTIES: [

1, TUnder very gencral supervision of the Housing Manager on a single :
project (350 DU) is responsible for leasing and occupsncy activities including E
centacts with industrial plant managers to determine status of war workers,
the receipt znd verificstion of the oligibliity of applicants, the investi- -
gation and adjustment of complaints, and the reexamination of tvnancy for :
continued eligibility., DPlans, organizes and cvaluates tenant programs in A
health protection, safety, rcocruation, sanitation, soli help and child carc;
cooperates with tenant groups in thoe pubiication of & toenant bulleting organ-
izes library. facilities, i

2. As head of the Tenant Helations Section of a large consolidated proj— i
cet, performs and/or supervises the performance of such duties as authoriszing s
requisitions for supplies and cguipment, maintaining atfendsnce records for
payroll purposcs, approving lcave requests, preparing regulor and special ‘
reports, devising officoc forms, initiating office and interoffice procedures ..f
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and recommending modification of existing procedurcs, recording changes in
family composition, authorizing lease changes, verifying tenant employment for
continued eligibility, and conferring with other departmznt heads and super-
visors such as accounting, maintecnance, rontal, project services and projcct
guard forces, counsels tenants on health, recreation and education. facilities,
home management, community adjustments, and/or refers cases to appropriatc
community agencics, Accepls, approves or rejects applications for dwelling
unit transfers and recommends changes or modifications in policy, Conducts
oxit interviews, and confers with Managexr on policies, conducts. operatiohs

of the section, special cases, community trends, personal problems, ctce
Supervisces and trains new employces in the section, Informs staff of new or
modified policies, Confers with staff members personally and in a group with
reference to assignments and evaluation of work performance, Occasionally
makes home visits in the interest of tenant weclfare and adjustment, Super—
wvises the preparation of the management bullctin, attends regular and spccial
meetings conducted by or for local welfare agencies, tenant couricils and other
business and social groups., Assigns duties to and supervises the work per=
formaence of five subordinate clerks in the Section,

— Reve O=15-44 - e —___ o Paged2

3. Under general supcrvision of thc Manager on a consolidated project
(871 Units) supervises and is responsible for leasing and occupancy functions
fincluding receipt and classificetion of applications, preparation of necesse
ary records and reports, issuance of notifications to applicants, assignments
of apartments, preparation of leases, oricntation interviews, acceptance of
initial rent and deposit, collection of delinquent rents), -Inspects projewct -
property interiors and oxteriors periodically, and preparcs rcports of thedr
conditions with rccommendations for repairs, Investigates tenant complaints,
scttles them personally or refers major complaints to the Housing Manager,
Stimulates tenant interest in such community activities as Civilian Defense
groups, First Aid Classes, children's activities, and other groups, Conducts
regular inspections of units to insure carc of property, tcnant satisfaction,
and to adjust disputes among tenants, Supurvises a Clork-Stenographer,

4o Under general supervision of a Housing Manager, assists him in the
opcration of the project (394 Units) and acts in his absence, . Confers with
various scction staffs on problems of maintenance and janitorial and house-
keeping services., Inspects trailers as units are vacated and recommends minor
maintcnance repairs, Assists the accounting staff in the collection of deline
quent rent; handles personnel transactions in collsaboration with various sec-
tion heads and prepares regular and special personnel rcports, Accepts temant
complaints and discusses problcms with them, Recommends changes in proce-
dures governing project opcrations., Maintains records on nen-expendable
property. ’

5. Under generzl supervision of the Manager on an average sizé consoli-
dated project with full respensibility for leasing and occupancy functions,
superviscs and participatcs in the classification of applications for tenancy,
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the selection of tenants, preparation and submission of reports on leasing and
occupancy activities and the collection of delinquent rent. Assists in plan-
ning and organization project services facilities such as recreatiopad:;and

educational activities, tenant groups and tenant bulletins, Investigates all u
tenants complaints other than those relating tc maintenance and discusses -
their problems with them, Supervises a staff of five clerks engaged in leasing !

and occupancy and project services activities involving the preparation of Vi
correspondence and the maintenance of files and records,

6. On a large consolidated projzct (1500 TDU) supervises the preparation
and transmittal of leases for housing units, the preparation of space inven-
tories, the chécking and filing of service requests, daily check on occupancy,

' supervision of tenant files, the handling of major tenant complaints, the
adjustment of delinquent rents, reporting of missing furnishings, the inspec— :
tion of reconditioned apartments, the conduct of surveys and the preparation
of occupancy reports, and the collaboration with the maintenance,stéff and
tenants on health, sanitation, and safety protection, Serves in an advisory
capacity to such tenant organizations, councils and committees, as the child
care committee, the youth council, health recreation and residence council,

LR atke SR

and management and maintenance council. Consults with working parents on the ;
necessity of day care for children, Schedules community space including the f
community hall and the lounge unit, Maintains cortact with the health center 4
aurse and the visiting nurse on project health and nutrition problems, and 3
interprets FPHA child care policies to interested tenants, Superviscs the @
activities of twe clerks engaged in tho preparation of correspondence and i
reports, the assignment of dwelling units, and the maintenance of records and z
files. OConducts correspondence relating to 21l phases of delegated work 3
responsibility. 3
: i
OTATEAWNT OF QUALIFICATIONS: .

—. Xnowledgesg, Skills and Abilities: i

Considerable knowledge of the FPHA management program ohjectives,
policies and operations, particularly with respect to such major
aetivities as leasing and occupancy, projcct services, tenant relations
and project maintenance,

(R RN TS S PRI

Knowledge of community services and resources,

e e A 2 I

Thorough knowledge of office practices, methods and proccdures,

Ability to exprcss oncsclf effectively and tc exercise tact,
courtesy end good judgment in psrsonal interviews with prospective
and resident tenants and in contacts with community organizations and
agencies, :

SOEIPRS QRIS PRI SO

3

et 1 s e
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Ability to instruct and supervise others; to' plan and layout
their assigoments, and to assume responsibility for work performance,
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‘ Management Aide, CAF-6
’ 2. Experience and Training:

Orientation experience in the phases of one or more of the
fields of education, social service work, personnel, or real estate
management, preferably in positions which have carried supervisory
responsibility involving extensive public contacts and human
relationships,

Training which is the equivalent of two years of study in a
college, university or other recognized educationsl institution
with emphasis on one or more of the following fields: community
organization, social services administration, adult education,
rublic administration, sociology.

(This section is established as a guide to placement and does not exclude from
consideration other fiz=lds of work, or other means of training which may have
provided the applicant with the knowledges, skills and abilities necessary

for the satisfactory performance of the duties of the class,)
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Classification Grades (Basic)

up to 100 CAFs7 #
. 101 « 200 ‘ CAF-8

201 - 400 | : CAF-9

401 « 800 . CAF-10

801 - 1600 CAF-11
1601 ~-3500 : CAF-12 |
3501 end over o R CAF-13, 14 #*¥*

* Very small projects with limited
management problems should use
a Management Aide, CAF-6,
%% CAF-1/ only in most unusual cases

GENERAL STATEMENT:

Manages a public housing project comprised of more than one site with
responsibility for performing or supervising all finctions necessary for the
effective and efficient operation of the project,

DISTINGUISHING FEATURES OF THE CLASS:

Positions in this class report to the regional office and are responsible
for planning, organizing, directing, supervising or personally performing a
large variety of functions arising out of the operation of a housing project,
such as: (a) administration, including finance, budget, procurement, space,
personnel; (b) maintenance, including grounds maintenance, buildings mainten—
ance, provision, care and upkecp of utilities, improvements, and betterments;
(¢) tenant relations, including tenant selection, stimulation of community
activities such as health, welfare and recreation; and (d) establishment and
conduct of all liaison required with public and private jurisdictions, agencieg
and individuals, '

The Manager is responsible for performing his duties in accordance with
established policies and procedures, and reccives adviece and guldance from
regional office traveling representatives,

The grade levels in this series arc largely detormined by the number of
units in the development; however, an additional grade may be allowed when the
Housing Manager is responsible for managing a project consisting of different
dwelling types, c.g., family dwellings, dormitoriss and trailers, etc,, or
when he is respensible for managing a project where community or intra-project
opposition creates a major public relations or social problem,

ILLUSTRATIVE EXAMPLES OF DUTIES:

l. In accordance with established policics and proeedures, plans, ergani-
zes, directs, conducts or supervises the conduct of all activities necessary
to the successful operation of the projects; evaluates new policies and
recommends changes to mect local conditions, formulates rules and regulations
within established peolicies to promote efficiency, maintain harmonious relation~
ships, reduce operating costs, establish controls,
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24 IntervieWsjgéelects, trains and supcrvises personnel engaged in
leasing and occupaticy, project services, maintenance and operations, accounting
and other project management functions, S -

3. Maintains’contaéts with members of the regional office staff concerned
with the management functions on the projects,

4o Interviews tenants, cxplaining rules and regulations of occupancy,
receives tenants' complaints, and personally resolves questions concerning
the activities.and privileges of the residents of the project; participates . ...
in the formulation.of plans for project services, community activities, R
project upkecp and improvement,

5. ©Signs a considerable varicty of project documents such as, purchase
orders and vouchers, payrolls, personnel papers, budgets, correspondence,
reports, leascs, etc.; responsible for the collection and deposit of rents,
maintenance of all financial and cost records, preparation and execution-
of the project budget, procurement of equipment and supplies,

6, Confers with maintenance personnel on all pfoblgms‘cbncerﬁing work= . . ..

load, the upkeep and carc of buildings, grounds, project facilitic$, equipmoent
and utilities, . : ‘ . , Rod

7. Stimulates and encourages tenants organizations to provide the gréaﬁ;}x

est amount of recreatioral and cducational opportunities possible} chcourages
tonant cooperation in the maintenance of the project, | ' R
8, Establishes and maintains nccessary contacts and working »&latione
ships with c¢ity and other public officials and representatives of industrial .
piaats and organiszations, ‘ ; S S

9. - Executes contracts and recruits persommel within limits established
by nolicies, . ' -

STATEMENT OF QUALIFICATIONS: .

l. Knowledges, skills and abilities:: S  5:?f-¢~[' J
v - - L - 14 R

. Considerable knowledge of administrative and business practices,

combined with the ability to deal in an offective manner with repree
sentatives of ‘public and private agencies and industrial plant. '
managers; thorough knowledge of the management program and peoliciea
of the National Housing Agency and the Federal Public Housing -
Authority; the characteristics of national and racial groups; appre-
cigtion of social and cconomic problems involved in public housing,

Ability to estéblish and maintain harmonioﬁs,hcordial'aﬁd éffébn

tive relationships with tenants, staff, administrativersuperibis, and

outside individuals and grqups; ability to supervise the work of
others and to plan, organize and direct a work program of considerable
variety; ability to stimulate and encourage group activities; ability
to interpret to the community the aim and purpose of public housing,
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2. Experience and training:

Experience in the administration or management of real proporty,
community organizations, small cities, or school systems, preferably
in positions which have carricd responsibility of an oxccutive or
managerial nature,

Training equivalent to that of graduation from collcgs,

(This scction is cstablished as a guide to placemont and doss not cxclude
from consideration other ficlds of work or obther means of training which may
L have provided the applicant with the knowledges, abilities and skills necess-—
‘ ary for the satisfactory performance of the dutics of the class, Incrcase in
program responsibility normally incrcascs the degroc, character, and guality
of expericence, knowledgos, abilitics and skills required,)
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 PERSONNEL CLEKR, CAF—4
GENERAL STATEMENT :

Performs a variety of res~onsible duties involved in the interviewing
and preliminary selection of applicants for positions, the processing of
personnel actions, forms and papers, and in the maintenance of necessary
records affecting project personnel; and performs other duties as assigned,

'This class exists only on projects where the workload requires full time

performance of this function,

DISTINGUISHING FEATURES OF THE CLASS:

incumbents of positions in this class are respengible for the performance -
of all personnel activities in accordance with prescribed rules and regulations
of the War Manpower Commission, Civil Service Commission, and FPHA Manual of
Policy and Procedure as related to personnel; or assist s Personnel Clerk in a
higher grade in the performance of such work,

Pogitions allocated to this class act as focal pointe of information, or
assist in giving out information concerning personnel rules and regulations,
Supervision received is usually very general and work is subject to review only
when assignments are of a specific, unusual, or unprecedented nature. ‘Super-
vision of others is not considered & characteristic feature of the class,

A number of clerical duties, such as filing and typing, are found at this level
but are usually incidental to the duties of the position,

ILLUSTRATIVE EXAMILES OF DUTIES:

1. Secures Civil Service Certification for prospective new employees
within salary limits established by policy, prepares and types necessary
sppointment papers; and handles all papers and forms for promotions, resig-
nations, terminations, reclassifications, and compensations for injury of
project personnel,

2. Interviews and selects subject te approval applicants for designated
categories of positions; and conducts preliminary interviews for other types
of pogitions,

3. Maintains a record of all changes and actions affecting personnel
positions; an alphabetical file pertaining to each employee; and semi-monthly
records of sick and annual leave taken by employees,

4. Prepares monthly personnel reports; lists all new employees showing
title, status and salary for the information of the Accounting Department;
and prepares all correspondence relating to personnel actions,

5. Advises project personnel relative to rules and regulstions governing
promotions, reclassification, resignations, etc,, and performs a number of
miscellaneous duties, such as distributing pay checks and collecting fees for
hospitalization, -

L]
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STATEMENT OF QUALIFICATIONS:

1. Knowledges, skills and abilities:

i Good knoewledge of personnel rules, regulsations and procedures,
Ability to follow oral and written instructions and effectively
carry them out; to meet the public and establish cooperat1v~ working
relatlonshlps.

2. .Experience and training: -

Experience in personnel work and training equivalent to
graduation from high school, :

[
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~ PROCUREMENT CLERK, CAFw~/

GENERAL STATEMENT s

Responsible for the procurement of supplics, equipment and materials
3 _ necessary for the proper meintenrance and management of a project; where the
? size of the project requires that the full time of an individual bc devoted
to this function and performs other duties as assigned,.

DISTINGUISHING FEATURES OF THE CLASS:

Positions in this class perform responsibls but somewhat routine duties
involved in the purchasing of items, subject to policy restrictions, either
‘n the open market or from the Gencral Schedule of Supplies, in sscuring bids
by telephone or in writing, and includes posting of required information to
proper ledgers, and preparation of requisitions, purchase orders, forms and
contracte in accordance with government regulations and specifications.

This ciuss of positions may perform w number of incldsntal clerical

such as filing and typing, but the performance of these lower-lovel dutis

& minor portion of ths time are not determining featurss of the class.

i
a4
o
g

Tork is subject to general review for accuracy, and conformance to

procedures, Dmployess may supervisc a clerical assistant in the performance
of assigned tasks.

ILLUSTRATIVE EXAMPLES OF DUTIESS

1, Telephones vendors for quotations on materials, equipment, supplies
snd services for all projects, obtaining necessary informstion as to when
orders can be filled and how deliveries arsz to be made,

2. Prepares purchase requisitions after acceptance of lowest qguotations,
assigning to a typist for typing of purchasc orders, and checking upen
completion for accuracy.

3., Supplies information over the telephone to vendors, employees, and
transportation agents pertaining to purchase orders, dates, charges, numbers,,
and other miscellaneous data,

L. Enters the cost of items requiring priority ratinge in the priority
ledger, charging amount allotted for each classification, such as electrical,
plumbing, janitorial, office, miscellanccus supplics, ctcs

pt

7

5, Cuts stencils for bide and types purchasc orders in ordor to
expedite the work,

STLATEMENT OF QUALIFICATIONS:

1, Knowlcdges, skills and abilitiess

Working knowledge of governmental rulss, requlabtions and specin
ficstions involved in purchasing of wmaterials; gencral vnowledge of
office proccdurcs.
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Procurement Clerk, CAF- T

Ability to follow oral and written instructions and effectively
carry sthem out; to obtain and supply information over the telephone.,

2. Experience and training:

Experience in commercial or govcrnment purchasing practices,

Training equivalent to gradustion from high school,

Pt P s T A

Y ST ADRCPRS

3
i
4
o
4
L
A
)
W

s R s e

TR

L e G e G AR

RN




YR

-

NHA Bulletin Mo, 21
FPHA
- Bev, O=15=d4 i e e _ . Page 52

PROCUR&MENT CLERK CAF75

GENERAL STATEMENT :

Serves as Procurement Clerk on an extremely large project with responsi-
bility for the purchasing of all supplies, equipment and materisl necessary
for its proper maintenance and management; and performs other dutieg as
assigned,

DISTINGUISHING FEATURES OF THE CLASS:

Characteristic of positions in this class is the responsibility for the
procurement of all items either in the open market or from the General
Schedule of Supplies, securing bids by telephone or by bidding documpnts,
involving the determination as to quality of material, fairness of price =and
method of procurement; location as to socurce of suppllcs, issuance of necegsary
priority ratings as required; and the processing through to completion of all
necessary forms and contracte in accordance with government sbtand2rds and
specifications,

Employees in this class function under general supervision, and work is
subject to review for conformance to policy and procedures. Positions in
this class are not necessarily of =z supervisory ature, but may supervise from
1 to 5 employees without changing the cencept of the class,

ILLUSTRATIVE EXAMPLES OF DUTIES:

1., Reviews purchase requisitions to determine appropriate method of
procurement, i.e.; from open market, General Schedule of Supplies, Treasury
Procurement service contract, Navy Supply Depot or Regional Supply office,
or put out’on bid,

2. Maintains, or supervises the maintenance of purchase order ledgers
for individual projects in addition to ledgers for stores purchases and
priorities, assigns purchase order numbers to requisitions and enters all
pertinent information in the avpropriate ledger,

3. Draws up contracts for services, materials and supplies and processes
to completion; initiates and accomplishes government bills of lading; and
handles all correspondence concerning inquiries resarding prices, materials,
gsupplies and equipment,

4o Analyzes bids, and determines award of contract tc bidders based on
quality, delivery date, discount, priority, etec,

5, Interviews salesmen for the purpose of keeping posted on available
materials, fluctuation in prices, and appearance of new materials on the
market.,

6, Compiles necessary data for securing priorities on critical and rese
tricted materials; and, in additicn, handles all gasoline and tire rationing
for the mechanized equipment used in maintenance work,

"
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STATEMENT QF QUALIFICATIONS:

— o seae - e—— e e - —

1.

.e

Knowledges, skills and abilitiess

v

Good knowledge of the rules, regulations and specificaticns
governing the purchase of materials; general knowledge of office
procedures, “

e 2l - el . . 0 ‘4‘ o '
Ability to fcllow oral and written instructions and effectively

carry them out; to meet the public and establish effcctive working
relationships,

Experience and trainings

Experience in commercial or govornment purchasing practices and
training equivalent to graduation from high school,
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PROJECT
(This specification was established on the basis of relatively few position

descriptions, We shall appreciate having any additional material which would
be useful in preparing a more comprehensive specification,)

GENERAL, STATEMENT :

-

oerves 48 a technician at the beginning level in the developmert - of
programs designed for the provision of adequate lcalth, sanitation, cducation,
recreation, self-help, protection, child-care, facilitics on projects: performs
other dutics as assigned,

DISTINGUISHING FEATURES OF TEE CLASS:

This class is composed of positioms which function at the entrance lLevel
and are subject to direct supervisory control exercised either by the Manager
whose personal participation in the Project Services Program may limit the
incumbent in making decisions without the manager's advice and approval or by
direct technical supervieion of a Project Services Adviser of higher grade
located on the project site who assumes oporating responsibility for the program,

Although incumbents of positions in this clasg perfornm a relatively wide
range of duties associated with the field of Prcjoct Bervices, such as con—
tacting local community leadsrs and agencics by telephone, correspondence or
personal visits, attending mectings, studying and adapting programs, adjusting
tenant complaints and procuring medical serviceg, the technical responsibility
for the overall programming and ovaluating aspect of the work dees not appear
at this level, Incumbents may, however, as directed, assist in preliminary
programming through the conduct of surveys such as those designed to determine
the number of pre-schoel children located on the project for whom day-nursery
care will have to be provided, or an exsmination of btenancy composition for
age groups in the initial planning of rocreational activibies,

O]

Thers supervision is excreised at this level, 1t usually sxtends only to
clerical assistants for specific work assignments,

ILLUSTRATIVE EXANMPLES OF WORK:

lo Attords commitice moutings of community orgunizetions and agencies,
Assists in formulating plans for cooperative comnunity activity throush brincing

membors of the community who have gualitics of leadership,

d
O
o0
o0
Fasd
&
=

2. TVorks closely with the Fublic Health Murse on health and sanitation

problems; makes personal contacts to form groups for Red Crose Home Mursing,
First Aid, and Junior Homc Mursing classes anc clinic wOTK,

3. Investigates aud adjusts minor complainte. Encourages botter relaticn—
ship through personal contacts bobween tenants and maragement; assists on
programs instructing tunants in the propor use and mzintensnce of community
facilities. ’

Y '
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1

4e Visits other projects and cxamines their programs for suggestions ‘é

as to project activities in education, recrentlon, health and civic programs
and activities, Sccurcs bulletins and charts on community organizations from
other agencies,

"5, Yontacts local community groups such as Scout Leaders, Ministerial
Unions, SO and others, to discuss possibilitics of organizations on the
projcets, :

6, Writes articlas on project services activities for publication in the ‘
project newspaper. Gives inrormation on available community services to new :
tenants, ' : 3

7. Assists a Project Sorvices Adviser in a higher grade in programming E
activities on the projazct site and assumes rcesponsibility for the work in
his absence, ‘

STATEMENT OF QUALIFICATIONS:

1. Knowledges, skills and abilities

Knowledge of the ohjectives and scope of the FFHA program for
the provision of adequate project services facilities on housing
vrojects; knowledge of community scrvices and rssources; knowledge
of the propor approach to and evaluation of cultural and racial
patterns in community living; famillarity with the work carrisd on -
in the fields of Child Welfarw, Adult Education, Public Health, and
Community Organization,

Ability to provide guildelines for stimulating tcenant initiative
and leadership; to maintain cooperative relationshins between existing
compunity wclfare and social agencies and project tenants,

2. Experience and training

Some expericnce in the technical phases of organized social
service programs,

Training which is the equivalent of four yesars of study in a

college or university with mujor work in one or a combination of the i
following fields: Community Organization, Adult Education, Child i
Education, Public Health Administration, Child Poychology, Economics, 4

Social Group Work, Sociology, Sociel Survice Administration, Public v
Administration, ; '

(This section is established as a guide to placcment and does not exclude from
consideration otner ficlds of work or other means of training which may have v
provided the applicant with th: knowledges, skills, and abilities nccossary

for the satisfactory performance of thc dutics of the class.) ‘
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DVISER, P=-2
(This specification was established cn the basis of relatively few position
descriptions, We shall apnpreciate having sny additional material which would
be useful in preparing a more comprehensive specification,)

GELZRAL STATEMINT s

Serves as z Vechnicisn =l The Tull performance level in developing and
promoting programs designed to provide adequate health, sanitation, education,
recreation, self-help, protection and child-care facilities on housing projects;
performs other duties as assigned,

DISTINGUISHED FEATURES OF THE CLASS:

This class is comuosed of posifions which operate at the journeyman level,
Incumbents initiate, plan, organize and promote programs to stimulate tenant
initiative in leadership in the opsration of project services and facilibics.

Positions in this class may functlon under the technical supervision of &
Project Services Adviser in a higl grade or under tho genoral administrative

direction of the Manager,

The duties of positions in this class include co-ordination of cosmunity
programs with those of other agencies, the stimulation of group meetings, the
interpretation of project services programs to tenants, management, and
community agencies, the securing of professicnal leadership from tenant groups
and the recommendstion for improvement or enlargement of cxisting community
facilitics,

Incumbents of positions in this class muy supsrvise a P-1l techniciang
generally, however, supervision ic exercised only over clerical assistants in
lower gradas,

Usually such positions are cstablished on projects of more than 1600 units,

TLLUSTRATIVE EXAMPLES OF DUTIES:

l. Estublishes contacts with local welfarc agencies, churcheg, defensc
on groups and others; co—operates with them in the intorsst
integrates project activity with community progrims,

2+ Promotes tenent participation in the initiation of community programs,
comprising social, educational and wclfare activities; stimulaltos organigzation
of groups und clubs among tenants,

3+ #ssists tenants in developing their own programs in health, recreation,
chiid care, education, self-help, protection und saifety; confers with individual
volunteers and tenant committees, groups and associations, in tho planning of

ar »fflcient and well balunced program for =1l =ge groups.
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.

ships, ¢hild cere, juvenile protcction, and occasionally speaks before tenant
and community groups in the interest of such programs; formulates plans for
organizing such group activities as red Cress elasscee for First Aid, Home
Nursing and Nutritiom, and such youth activities as Camp Fire Girl groups and
Boy and Girl Scout groups,

c

D
tions to the project man¢gemﬁnt for any improvemsnts, additions or changes
beneficial teo tenants collectively or 1nd1v1dudlly, makes suggestions as to the
need for protection of property, nccessary ropeir or replacement of equipment
and conditlons of commualty buildings,

€.
sbreast of local cenditions; advises tenants through group meebings and manage-
mert bulletin,

e
poiicies
tenunts,

STATEMANT OF QUALIFICATION,

IR
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Atbtends meetings pﬂrtaining 1o self-government, formal school relations

Surveys existing community grounds and facilities and makzs rocommendae

Studies community zgency and prograr resources. in trc arca and keeps

Interprets, through individual wnd group csunsclling, the priacipal
and objuctives of the project servicss program to munegement staff,
agency ropresentatives, and community officials,

1.

Knowledges, skille, and abilitiess

Knowledge of tho objectives and scope of the FPHA program for the
provision of adecquate projocet sorvices facilities on housing projects;
knowledge of community services and resources; knowledge of the proper
approcch to end 2svaluation of cultural and racizl patterns in
conmunity living; familiarity wi*“ the professional methode and
techniques  appliceble to the fislde of Community Organization, Public
Health, Adult Education and uh;ld Walfarc,

Ability to provids guidolinev f stimulating irnitiative and
leesdership on tho part of project t bu, to maintain coopuratlv

relationships be tw e existing communivy healtl, welfare and social
agencics end project tenantg; to gpﬁﬂh offeetively before groups in
formal and irformal meetings and in conferencos and intervicws; to
interpret and apply FPHA policy =nd standards; te exercise initistive
and prefessionsl judgment and to cesume r3590h ibiiity.

.

=3

xperience und traianing:

Experience in the tochnical rphasaos o ganizing end
administering social scrvice pwogrqmv preferably in pogiticns which
have carriasd opsr«tlnp responsibility fcr prograns on & community :
brl“‘i.‘ . B
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Training which is the cquivalent of four years of study in a
coellege or university with major work in onc or a combination of the
following fields: Community Organization, Adult Education, Child
: Educztion, Public Hszlth Adminiatration, Child Psychology, Economics,
; Social Group Work, Soecial Service Administration, Sociology, Public
i Ldministration,

(This section is sstablished as a guide to placement and does not exclude from
congidcrution other ficlds of work or other means of training which nay have
provided ths applicant with the knowledges, skills, and abilitics neCassary
for the satisfuctory porformancs of the duties of the class,)
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(This spueification was established on the baSLS of relatively few position
descriptions. We shall apprecilate having eny additional material which would
be useful in preparing 2 meore comprehensive specirication,)

GENERAL STATEMENT: ©

Scrves ag ¢ specialist in the professiocnal ficld and as an adviser to the
Managor orn all project scrvices matlers and way dirscht the acbivitics of
tochnician in & lower grade located in the Central Project Office or on th~
project site onguged in promoting, developing and “v“luutlng programns leading
to tho stimulotion of tonant initiative and lesdership irx h@alth, sanit utlon,
education, child Curk’ recreation, preotoection, self-help programsy porforms
other dubties as assignod,.

DISTINGUISHING FEATUHES OF THE CLASS:

1]

Operating indepondently within established policics, peositions in thi
VWﬂss funcrjon as advisers to Manzgors on very large projects whore the
a2s delegated cntire rogponsibility for the projcet soervices function
to a gp ciai st in the fisld, Positions in itnis class genepally supervise
Jeourneymen lovel tochnicians,

;.

The administrative supcrvision received from the Menager is limitad to
that governi ng compliance with overall FPHA poL cles and standarde° from the
otundpm. it of tochnical respeonsibility positions din this class operste ‘
independentliy,

IILLUSTRATIVE FXANPLES OF DUTIES:

1. Develops and promotes community activiticos for nrojoct tenants; plans
and outlines methode of approsch for the provision of project services, and
for determining the necds of tenants for Tacilitics, scrvices and programs.

)

2. Coordinatecs scrvices provided on the project sibe ubilizing project
facilitics and 1nt(g ates thesc serviees and programe with those of other
community agencies

3. Responsible for administrative control of the usc of all pro
vices facilitics and makes rocommondation for the mainbtonance and rep
project services buildings, playgrounds and 2quivment,

4o Morks with tenant groups in stimulebing tonant councils and asso ia
tions to coanduct cctivities thot moet the nceds of thu vonunts dn the ficids
of recrsaticn, hoalth, VOHCNtimn, child carc prot ctl iig s&nltation, safety,
sclf-help and gencral welfarce: assists councils asgociations in plennimg

activitiz:
ment ; attenu»
groups, commni

1
and pr ogrdmu ace ordlng to noed and Jul*»bju facilitics and cquip—
b spuclal meetirgs with project tenant councils,
d associ@tions.
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5 ' Project Services Adviser, P=3

5. Contacts and confers with ropresentatives of -rarious municipal, county
and state agencies, civie, religious and social groups, and with ropresonta-
tives of industry the press, and federal agencics, to establish working rels-
tions, to study program resources and to interpret objectives and aims of
project services program,

6. Prepares bulletins, notices, newspapur articles and bulletin boards;
organizes information to be dispersed to each projcet regarding meeting times,
school opening datcs, available health services, ctc,; assurcs that notices
of all programs, activities, and fzcilities come to the attention of all
tenants,

_ 7+ Evaluates ohw~site programs and services for adherence to FPHA pelicy,
: standards and procedures and in terms of their adequacy in meeting tenant
; needs,

8. Plans, supervises and is responsible for the activities of %wo
subordinate project services advisers located on constituent projects,

STATEMENT OF QUALIFICATIONS:

l. Knowledges, skills, and abilities:

Thorough knewledge of “he vujective and scope of FPHA program
‘ for the provision of adequate project services facilities on housing
projects;tgorowﬁ]knowledge of commuuity services and resources and
of the organization, operation, and progron of community agencies
and civie depariments; knowledge of propor approach to and
evaluation of cultural and racial patterns in community living; know-
ledge of the professional applicaticsn of modern methods and techni-—
ques to the fields of community orgarizaticn, public health, adult
education, recreation and child welfzre,

£bility to provide guldance for sbimulating initiative and
leadership on ths part of project tenarts, and to determine and
, satisfy their needs and interests; to confor with ard to meintain
f cooperative relationships between existing community civic, welfare,
governmental, and socisl agencies and project tenants; to speak
effectively before formal and informsl gatherings and in conferences

5 and interviews; to interpret and apply FPHA policies and standards;
; to exercise initiative and professional judgment and to assume
\ responsibility for the work performance of other technicians,

LEY

2. Experience and training

£ Experience in the technical phases of planning, organizing, and
: adminstering social service programs, preferably in positions whi.ch
have carried administrative supervisory responsibility for large
scale programs on & community basis,
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Proge,ut Services idviser, P-3 .
Training which is the eguivalent of four years cf t*dy in a
college or university with mejor vork in one or a combination of the
following fields: Sociclogy, Social Service Administration, Public
Health Administration, Economics, Public Administration, Community
Organization, HKecreation, Adult Education,Social Group %Work, Child
g ’ ’ ’ )
Psychology.

o e aam ——— —— o ———— e m——— — a— — —

exclude from
h may have
TECeSsaAry

(This section is ustzbliished ag a guide to nlacement and doss not
considerstion other fields of work or othor means of +ralD1nQ w

provided the applicant with the knowledges, skills, and abilit
for the satisfactory performance of the dutics of the class.)

k!
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PROJECT SERVICES ADVISER, P-4

Although it is understood that positions at the P-4 level exist on
some of the projects, no survey material was received which would justify
the writing of a class specification for that level in the Project Services
Adviser series, Any material er position descriptions that would permit
the writing of a specification for this class would be greatly appreciated,

In the meantime it is suggested that as a working guide the P-4 level
be reserved for consolidated projects in excass of 3500 units which because
of the needs of the tenants, and the lack of available facilities, require
a staff of professional Project Services Advisers either in the Central
Project Office or on the constituent sites or both,
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FIRE FIGHTER, CPC-3 1/

Under the immediate supervision of the projeet employee who is respon-
sible for the operation of the project fire department, serves as a fire
fighter, and in this capacity performs the following, and other duties as
assigneds

- 1ls Attends fire drills and participates in training programs as cutlined
in established FPHA policies and procedurss, The training program will in-
clude ypractics in:

(a) The proper us¢, care and operation of all fire fighting
equipment on the project.

(b) The proper method of entering, ventilating and evacuating
buildings on fire,

(c) The techniques of extinguiscing firss,

(d) The proper method of tying knots in ropes for ladders, etc.
(e} First aid courses, resuscitation, appropriate carriss, etc,
(f) The most direct routes to fire aydrants from given points,

2. Responds to fire alarms and assists in Tighting fires as directed by
the person respensible for project fire protection,

Fhysical Requirements

tust be in sound physical coundition, able to serform dutics of an arduous
naturc and withstand fatigue, possess good eyesight and hearing, remaiin sclf-
possessed in situatious of danger or stress,

;/ This description is not based on survey material.
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‘ FIRZMAN, CPC-3
GENERAL STATERENT:

Pires low pressurs coal, oil or gas fired steam, hot water or air duct
heating plants; and performs other duties as assigned.
DISTINGUISHING FEATURES CF THE CLASS:

Responsibility in this class is for maintaining proper pressures, tem-
peratures, and water levels in small heating or boiler plants with economical
use of fuel; for maintaining simple auxiliary equipment and the boiler room
in proper condition; and for assisting in minor repairs. Work is performed
on an assigned shift and is subject to pericdic inspection by supervisor,
ILLUSTRATIVE ZXAMPLSS OF DUTIES

1. Fires individual furnaces or groups of furnaces furaishing heat tc
dermitory units or groups of dwellings.

e Fires hot water heaters furnishing not water to dormitory or other

; units,
3. 0Oils and greases auxiliary punps and other equipment located in the
. furnace room and checks for proper operation,

4e Regulaerly cleans the furnace eguipment and furnace room.
5. OCleans fire and grate vars and draws ashss,

6e laintains water levels and steam or fusl pressures for efficient use

7¢ lMakes minsr emergeuncy repairs and refers major repairs to supervisor.
8, When operating a number of furnaces or boilers in different
buildings, makes re~v1ar tour of inspection to see that fires are properly

maintained and that the equipment is functlonlng.

9s Checks fusl supplies in crder to permit supervisor to maintain
adequate supplies for operation,

STATEMENT CF QUALIFICATIONS:

le KEnowledges, skillg and abilities:

o '

i Knowledge of efficient firin
g and of the operation and maintenar
safsty devices and valves,

vf boiler room practiee,
iliary equipment,

O
(@)
L]
o
,J
‘><$ -
f-—l

‘ Avility to perform minor repair woric on hes ting systems,
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Experience and training:

Some experience 1in the operation of low pressure boilers or
warm air heating systems.

Completion of @ighth school grade or its equivalent,

Special qualificatiocus:

Possession of a valid fireman's lzcense of the type svecified
for the heating plani to be operated,
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FIREMAN, CPC-4

GENERAL STATEMENT:

Supervises a group of firemen in a lewer grade engaged in firing low
pressure boilers; checks operation of equipment and acts as an assistant to
mechanics of higher grade in making repairs to heating equipment; and
verforms other duties as assigned.

DISTINGUISHING FEATURES OF THE CLASS:

Responsibility in this class is for overseeing the work of firemen in
lower grades and for maintaining proper standards of operation on an assignea
shift, ZXZmployees in this class make minor repairs to ecuipment and assist
in making major repairs and alterations,

ILLUSTRATIVE EXAMPLES OF DUTIES:

ls Assigns firemen to specific shifts and checks on their attendance.
2. Inspects fire and ash pits.,

38, Periodically checks a group of furnaces or heating roomsg for proper
opcration of gauges and to see that proper building temperature is being

‘ maintained,

4, Reports nceded amjor repairs to supervisory employees; makes minor
ropairs to furnaces as uneeded. ‘

S5, Trains and instructs new firemen,
6. Oils, greascsg, =ni otherwise maintains boiler room eguipment,

7s Acts as fireman during absence of regular shift operators,

STATEMZNT OF QUALIFICATIUNS:

1. EKnowledges, skills and abilitiscs:

Thorough knowledge of =fficient firing methods; working knov-
ledge of boiler room practics and of the operation and maintenance of
auxiliary eguipment, safety devices and valves,

Ability to supervise and plan the work of employees in lowver
grades; to diagnose and corrsct minor boiler room breal—downs and
to assist in major repairs.

s ZIZxperienee and training:
= =

Ssveral years' expericnce in the operation of boilers and
boiler room squipment,
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Fireman, CPC-4
Completion of eighth school grade or its equivalent,

3, Special gualifications:

Possession of a valid fireman's license of the type speeified
for the heating plant to be operated.
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GENERAL STATEMENT: ’

Performs skilled work of journeyman difficulty in maintaining the lawns
and plantings of a housing project in good condition; and performs other
duties as assigned,

IS'INGUISHI FEATURES OF THE CLASS:

The work of a position in tnis class involves the responsibiiity for
performing skilled work in accordance with standard practices and procedures.
Supervision is usually received from an employee in a higher grade who
transmits work orders, inspects finished work and confers on plans for
large work projects, the incumbent being independently responsible For
tecknical procedures, methods and results, '

sitions exist in this class only on projects which have extonsive
planted areas on which trees, hedges, shrubbery, and vines are planted and
maintained by the project. Usually, supervision is exercised over several
laberers or other assistants engaged in the maintenande of lawns and plantings,

ILIUSTRATIVE ZXAMPIZS OF DUTIES:

le Assigns crews to secters for watering and mowing lawns, pruning
shrubbery, cutting dead tree-limbs, transplanting shrubbery and cutting and
Inving sod.

Ze Dgtermines needs for and directs the resesding, zrading, fertilizing,
and rehabilitating of lawns, :

3e Determines the need for and iastalls drains for the purpoise of

draining standing water from building foundations. Inspects ditches and
drainage system and supervises repairs and maiutensncs,

4, Inspects troes and shrubbery for hrpsencm of diseasc and insecis,
and determines proper methed of centrol and protcction.

S5« Directs a crew of laborers giving advice and instructions 285 to tools
and rethods to be used, and versonally pdrv101pute$ in the srimming ovt and
clearing of underbuskh from woodland arcas; the prauning of vines, and shrubbery
and trees; the cultivation of shrubbery and shrub beds; the planting of trees,
vines and shrubs; the plowing, discing and harrow ing of victory Fdlﬂ”l yor
tenantsy the cuftlng and stacking of bay in comnunity arcas; the
leveling of recreation arsas.

6e Drives 2 tractor with s snow viov attachucit Tor the romeval of snow
from strects, aand o pov mower with o sidewalk swoopor sttachment for

removing snow frowm sidewalks,

7. Assigas crews

direscts the collecticn of »ubuish and sorbnse.
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Gardener, CPC~4

8¢ Performs minor repairs to and maintains grounds equipmenty oils,
greases, cleans and services machines,

9, Reguisitions and maintains adequate inventory of grounds supplies,

10, ZXKeeps time records; approves leave cards and prepares accident
reports: files and keeps cost records;. submits periodic inspection revorts.

11, Recommends improvements, alterations and repairs te the lawns and
rlanted aPeas.

STATEMENT CF QUALIFICATICINS:

1le Knowledges, skills and abilities:

Workinge wonowledge of groundsikeeping and horticultural practices
as applied to the lawns and plantings on the grounds of 4 housing
project; working knowledge of the planting and care of the commoner
varieties of trees, shrubs and vines, and of cultivating, pruning
and sodding methods; Tamiliarity with ordinary plant diseases, ne
and their coantrol. '

3
Ue

mn

Skill in the use of grounds maintenance tools and squipment, .

Ability to maintain and to make minor repairs to grounds
macninery and equipment; to plan, lay out and supervise the work
of assistants in lower :rades; to keep simple records and make
reports. )

Ze  Zxperisnce and training:

Considerable experience in a supervisory capacity on the
grounds of a large estale or institution. Completion of eighth
school grade or its ecuivalent,
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JANITOR, CZPC-2

Performs such unskilled heavy cleaning and labor duties as are necesiary

to maintain the office and community buildings and surrounding areas of a
housing project, in a neat and orderly condition; and performs other duties
as assigned.

DISTINGUISHING FERATURES OF THE CLASS:

Worl performed in this class is routine and unskilled with the T8N0

sibility for keeping the office and community buildings and grounds clean and

orderly,

routine of cleaning

ILLUSTRATIVE EXAMPLES CF

A statlon is usually assigned and instructions as to methods and
explained by an employee in a higher grade.

DUTIss:

1.

Sweeps, dusts, empties wastepaper baskets, pencil sharpeners and
¥ ] b i y

ash trays; mops the floors in offices, lobbies and halls as Nnecessary,

PN

paper and trash from the grounds; sweeps and

7
Qe

Wiaters and mows lawns surrounding the office building; pichks up
shovels snow from sidewalks,

Keeps rest rooms in office buildings supplied with scan, tovels,

and paper,

4a
Se

be
DaAcCkages.

s

temperaturs; or occasionally fires a

Arranges furaniture in community building for mestings,

Moves furniture and supplics as directed,

Occasiomally runs errands, delivers mesgazes, eollegts mail and

Repulates thermostat controlling sutomatic furnace at dosirad

hot water heater or TUTrBACG.

-

Checks ldight bulbs, replacing burned out bulbs with new oncs,

Knowledges, skills and abilities:

No special knowledgss,

ps

skzills or abilitics are reguinéd,

Be

STATEMEZNT OF QUALIFICATIONS:
1. K
2s

Fxperience aund training:

o orevious cxporience or training is necessary.
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JAVITCR, CPC-3

GENERAL STATEMENT:

Performs semi-skilled and unskilled labor in maintaining project ofrices
and surrounding areas in a neat and orderly condition; and performs other
duties as assigned,

>

DISTINGUISHING FEATURES CF THE CLASS:

Work performed in this class consists of mamual labor, with tie respon-
sibility for maintaining office buildings and grounds in a neat and orderly
condition and for performing minor maintenance and repair work to furniture,
plumbing and fixtures, Instructions as to methods and routine of cleaning
are given to incumbents upon entrance to duty,

Supervision may be exercised over one ol more employees in lower grade

H

but is not necessary for allocation to this class,

ILLUSTRATIVE EXAMPIES OF DUTIES:

1. Makes minor repairs to steps, doors, windows and furniture involving
some use of carpenter toolss

2+ Unstops sings, drains and water clcesets using a plunger or wire
snake,

3. Waintains desired degree of heat in project offices by firiag a low-
pressure boiler or other heating unity and rires hot water hester,

4, Sweeps project offices and dusts furniture, empties wastepapsr
baskets, pencil sharpeners and ash trays; mops floors of buildings and halls;

washes windows, ceilings, moldings and elecirical fixtures.,

5¢ Kéeps rest rooms in office buildings supplied with soap, tewels
and paper.

6e Waters and mows lawns surrounding office buildings; removes suow and
ice from walks and drivess o

7« Occasionally runs errands and dellvers messages; drives lignt truck
or passenger car for picking up mail or supnlics.

8y OCccasicnally sorts mail and distribates it to tcunants.

9« Removes screen windows and doors and ropoirs screcn where ncededs
hangs screen doors and wiadows,

10, Occasionally makes rounds of office buildings,

RN,

~

-9

S E PR
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Janitcr, CPC-3

STATEMENT OF QUALIFICATIONS:

1. Xnowledge, skills and abilities:

Some familiarity with general maintenance tools and equipment,
Ability to follow oral instructions,

2. ILxperience and training:

Some experience as a Jjanitor, preferably in a public building
or institution.

3. Special qualifications:

Fossession of a valid fireman's license of the type specified
for the heating plant to be operated,
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LABORER, CPC~2

GENERAL STATEMENT:

Performs heavy manual labor requiring no skill or experience; and
performs other duties as assigned.

DISTINGUISHING FEATURES OF THE CLASS:

Work performed in this class is routine, unskilled labor with noc res-
ponsibility other than for following instructions, Specific work assignments
are made by an employee in a nigher grade who checks to see that work is
performed satisfactorily,

ILLUSTRATIVE EXAMPLES OF DUTIES:

1. Waters lawns, parkways, and other public areas; cuts and lays sod;
picks up paper and trash from alleys, streets and playgrounds; mows and rakes
lawns; digs and cleans drainage trenches and gutters.,

2+ Loads and unloads garbage on trucks; cleans, washes and digind
garbage stations and containers,

cets

3, Moves and arranges furniture ana supplies as directed,
4, Scrapes and cleans walls in preparation for painting,

- 5 Loads and hauls dirt, fills low areas and eroded gullies in yards,
levels uneven areas, digs post holes for clothes linss and fences.

6. Excavates around clogged sewers in accordance with plumber's
instructions, backfills when plumber has finished.,

»

‘e Assists truck drivers by loading and unloading furniture, freight,
lumber, coal, and building supplies.

8y Cleans vacated units, washes walls, floors and windows, cleans out
stoves and furnaces.

9, Shovels snow and scrapes ice from sidewalks and roads.
10, Carries ©il and rYills tauks of pil burners in utility trailers,
I1le Occasionally delivers messages and runs errands.

STATEENT OF QUALIFICALICKS:

1

« Knowledges, skills and abilities: .

Ability to perform heavy namal labor,

2« Sxperience aud training:

No previous experience or training is necessary,
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GENERAL STATEMENT:

Performs labor work requiring some previous experience, drives auto-
mobiles, trucks, and performs cother duties as assigrned,

DISTINGUISHING FEATURES OF THE CLAGSS: :

Work performed in this class consists of manual labor involving the use
of some tools, with little responsibility other than for following instruce
tions and the satisfactory completion of assigned tasks. Specific work

assignments are made by an employee in a nigher grade who gives definite
1nst~uctlons as to the methods of work and tools to be used and checks work
upon completion, Although assignments are sn801flc, the supervision over
the employee is not necessarily constant,

Incumbents perform minor maintenance and repair tasks and operate light
motorized equipment such as power lawn mowers, scooters, and light trucks
or tractors, ) :

ILLUSTRATIVE EXAMPLE b U¥ DUTIS:

le Detaches and stores screen doors and windows replacing new screens
where neededs oils rustiy locks and ninges; replaces screen doors and windows.
3 £ ) I ]

2s Frunes and cultivates plantings on project grounds; seeds, sods,
weeds, waters and aows lawns; sprays trees and shrubs with insecticides,

3. Thaws ocut frozen pipes; nelps plumber by passing tools and doing heavy
labor work such as digging up pipes; unstops plumbing by use of a plunger
or wire gsnaie, .

4, Helps a carpenter by passing tools, piling lumber, building and
meving seaffolds, and pubting away tocls after the carpenter is findished.

5, dekes dirt fills on sunken lawns; terraees ground for soil erosicn
control; digs ditches to facilitate drainage; occasionally drives a ligat
truck havling dirt, sod, or trash,

B¢ Dogs minor repair work such as fixing up broken fences, steps, and
broken boards in wecoden sidewalizs, picks up paper, trash and rubbisa from
lawns, playgrounds, and publie areas,

7. Sprays furniture and interior of vacated housing units with
insecticides and germicides; fumigates housing units,

B8e ¥ills 0il tanks, cleans oil burners wihich have tecome clozged;
cleans, o0ils and otherwise services motorized equipment,
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Laborer, CPC-3

9, Mixes mortar and assists plasterer passing the necessary tools and
equipment, Cleans up after the work has been completed,

10, Cleans dry sludge from filter beds in a sewage treatment plant, helps
lay new storm sewers; does minor carpenter work connected with the building
of new filter beds.

11, Occasionally fires a low pressure boiler, hot water heater, or
furnace,

STATEMENT OF GUALIFICATIONS:

1le Knowledges, skills and abilities:

Familiarity with the practices, methods, and materials of some
phase of maintenance; Tamiliarity with the tools and the equipment
of one or more arafts; some knowiedge of the planting and care of
fiowers, trees and shrubs,

Ability to perform hesvy mamial labor and to follow oral
instructions,

2¢ Sxperience and training:

Some expericnce as a laborer, preferably in the construction
field, and some experience in groundskecping or gardening work,

3. Special Qualifications:

Possession of valid licenses for the equipment to be operated,

i3
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MAID, CFC-2

GZMERAT, STATEMENT:

Performs such light cleaning and housekeeping duties as are necessary
o maintain the buildings on a housing project in a neat and sanitery condi-
tiong and performs other duties as assigned,

" DISTINGUISHING FEATURES OF THE CLASS:

Work performed in tinis class is routine, unskilled labor, with no
responsibility attached other than for thoroughness in cleaning. Specifie
work assignments are usually made daily by an employee in a higher grads whe
checks to see that the work has been performed saiisfaciorily,

Sueh positions are usually found on dormivery - or other types of
projects operated on a hotel basis,

%‘V ILIUSTRATIVE EXAMPLES CF DUTIES

1ls Maokes beds and changes linen; shakes and brushes blankets; enpiiles
waste baskets and ash trays; dusts furniture,

2. Sweeps, mops, and waxes floors in halls, loanges, offices, dwelling
units, and community buildings; washes mirrors and windows; scrubs and
disinfects lavatories and utility buildings.

3¢ OSupplies lavatories with socap and toilet paper,

4, Separates, checks, and prepares soiled linen to be sznt to the
laundry; counts and distributes clean linen,

5, Prepares housing units for occupancy vy cleaning floors, Walls,
stoves, lavatory flxtures, venetian blinds, w1naowg, caklnets, refrigera
eleetric light fixtures

(;f"\
]
I
o
i
<
L
923

STATEMENT CF QUALIFICATIONS:

l. Knowledges, skills and abilities::
No special kmowledges, swills or abiiiities are required,

Zs  Zxperience and training:

No previcus experience or training is necessary.,
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MAID, CPC-3

GENERAL STATEMENT:

Supervises and -inspects the work of a group of employees in lower grades
engaged in such cleaning and housekeeping duties as are necessary to maintain
the buildings on a housing project in a neat and sanitary conditiony and
performs other duties as assigned.

DISTINGUISHING FEATURES OF THE CLASS:

The incumbent of a position in this class acts as supervisor of a group
of employees in lower grade, inspecting rooms to see that they are orderly
and neat when work is completed. Supervision may be received from a
Housekeeper who assigns specific stations and makes occasional tours of
inspection, '

An employee in this class may, uader the supervision of the Housing

Manager or an Assistant Manager, serve as the head of a housekeeping unit
assigning and directing the work of a small group of cmployees in a lower
grade where the respousibility for record-keeping and maintaining supplies
is .incidental due to the few émployees supervised and the small amount of
linens and supplies necessary.

ILLUSTRATIVE EXAMPIES OF DUTIES:

l. Checks thg attendsuce of employees assignod to specific stations;

&

inspeets finished rooms to see that they have been thoroughly cleaneds -

Ze Keeps ccunt of, and dlatzlbutes to employecs in lower grades clean

linen to be used in making beds; reports to Eousekeeper any damages to
mattres ses, pillows, towels, linen, or room furnishings,

3+ Checks all roows to se¢ that doors and locks are in good condition

and thaat no light bulbs are burned out; reports any nceded repairs to the
Housekeeper,

4, Inspects all lcocunges, halls, lavateries, shower rooms, and llnen

closets for Clb&ﬂllnLSb and order,

5, Helps with the c¢leaning when an smployoe is absent.

8, Vorks with newly appointed cmployces for training purposes,

7s Vhen working under the supervision of the Housing Manager or an

Assistant Manzger, imeeps attendance records of smployecs in lower grades,
requisitions minor cleaning supplics such as soap, scouring powder, and
nfectant§; and kzeps a ruming inventory of cleaning supplics ~nd linens.,

l
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Maid, CPC-&

STATEMENT OF QUALIFICATIOQINS:

le Knowledges, skills and abilities:

Knowledges of cleaning methods, materials and egquipment,

Ability to assign and supervise work of assistant; to keep
simple records; to read and write.

2¢ Expericnce and training:

Some cleaning expericviuce and completion of ecighth school grade,

% T TS
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HOUSEKEZEER, OBC—4 E
2
A
GENERAL STLTEMENT: E
Directs all housekeeping and cleaning activit'es necessary to maintain é
the buildings on a housing preject in a neat and sanitary condition; and e
performs other duties as assigned. A
24
T k= el e AN B
" DISTINGUISHING FEATURES OF Th¥ CLASS: o
An incumbent of a position in this class has the full responsibility ’E
for all cleaning work on a moderately large project, including the planning, g
assigning, and directing of the work of a group of housecleaning employees 3
in lower grade (ranging between 10-25); maintaining adequate supplies, and b
keeping employee's attendance reccrds. General administrative supervision E
is received with regard to the hours of work, types and frequency of house- E
keeping reports, method of requisitioning supplies, and the extent of the .
responsibility of the housing project for keeping occupants' quarters clean; Z
but the employee is responsible for all details connected with orgarizing and :
planning the work of the uait, p

‘ i
ILLUSTRATIVE BZAMPIES OF DUTISS: i
3

1. Checks the attendance of & group of maids and makes out work %
schedules, -
 %

. 2., Requisitions cleaning supplies and keeps records of supplies used §
1§

%, Holds conferences with Maids to discuss problems and stimulate 3
interest in work, ;%
:

4, lNaintains o perpetual inventory of linens, checks and counts in- ‘é

. coming and outgolng laundry, reporting shortages and surpluses, i
: 5. Interviews anplicants for maid positions and trains new appointees; é
approves lsave cards; kecps time records of vmployees. %
6, Confers with supsrvisor on irregularitics and supservisory problems, %

]

STATEMEN? OF QUALIFICATIONS:

=,
TG,

F T,

1, Knowledges, skills ond abilibics:
X

Trorough knowlecdge of cleaning weiheds, msterials and
equipment,

Ability to plan and superviss tae vork of assistants;
to keeyp simplc records,

o

b AR R R

“Ze Experience and trajaing:

Some cleaning experience ia a supervisory capactity and
completion of =ighth school grade.
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: MAINTENANCE AIDE, CPC~i

GENERAL STATEMENT:

Performs. general maintepnance work of less than journeyman - dlfflcultv
in the repair and upkeep of buildings. and equipment on a housing proj ject;
and verforms other duties as assigned,

DISTINGUISHING FEATURES OF THE CLASS:

Incumbents of positions in this class usually but not necessarily work

‘under the direct supervision of a journeyman in the trades and as Dzst kim

by performing the less difficult, semiskilled and unskilled painting, plumb-
ing, carpentry, masonry, eclectrical and other tasks required in the repair

and maintenance cf project property and equipment, Specific work instructicns
are received and finished work is inspected for conformance with standard
trade practices and procedures,

Employees in this group have usually acquired some skill in the use of
a variety of tools and some knowledge of the stundards and practices of one
or mere crafts, .

ILLUSTRATIVE EXaiPLES OF DUTIES: , /

i

1, Cleans, scrapes and sandpapers sucrfaces in preparztion for painting;
mixes paints in accordance with specific instructions and prepares putty for
use; under superv181on paints, stains, enamels or varnishes interior and
ﬁxterlor surfaces; cleans and preserves brushes for future use; assists
journeyman p&lntero in arranging, building and moving scaffolds,

2. Cuts, fits snd joins lumber in accordance with instructions; repairs
locks, latches, hinges, and other hardware and mill supplies; mends. and
replaces screens; repairs molding, caulks around frames and flashings and
other crevices, and fills in plaster gracks; levels and replaces boards in
sidewalks; repairs porches, rails, steps, lattice work, and other wooden parts
of buildings; constructs utility shelves and cupboards, amd mekes simple
repairs to furniture and playgreund equipment; replaces shingles or repairs
ropfs with asphalt cement,

3+ DReplaces electric bulbs and burned out fuses; repairs extension cords
assists in the installation of electrical wiring by pulling wire through
conduits and connecting small wire leads; tests for mechanical defects;
supplies tecols and materials to malntenizce mechanic,

4Le Unstops drains, sewer lines and water fountains using rods and
plungers; repairs leaky faucets; assists in marking pipe lengths and measuring
dimensions, and in essembling and installing plpe and tubing; assists in
installing gas, water and sanitary fixtures and tecting for leaks.,
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Meintenance Aide, CPC~4

.

5, Assists Maiktenance Mechanic in repairing cars, trucks, pewer lawn
mewers, tractors and farming equipment; washes and pelishes passenger cars
and trucks; lubricates and changes oil in cars, trucks and other autemotive
equipment ; demounts and repairs flat tires; fills gasoline tanks =nd checks
0il in automotive equipment; assists Maintenance Mechanic in preparing cars
for painting by steam cleaning or power and hand sanding, and brush paints
rough parts; cccasionally cperates passenger cars, light Yrucke or light
tractors,

6, For a minor portion of the time, performs such gencral maintenance
tasks as cleaning tarks and oil burners; replacing tile and cement blocks
in flcors and sidewalks; filling in washouts and levsling roads; constructing
wooden ferms for cement blocks; mowing lawns; firimg boilers and water heaters,

STATEMENT OF QUALIFIGATIONS:

le Knewledges, skills and abilities:

Familiarity with standard methods, tocls and practices of
i b
one or more tradss as required,

Some skill in the use of ths tools, machines and neterizls
required in one or more trades.

' Knowledge of the congtruction and operation ef equipment
and installations as required,

2. Evperience and Training:

Some experience in en2 or more of the following: painting,
plumbing, earpentry, eslectricsl, heating, mechunical , masonry or
geners]l building mainterance trades,.
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MAINTENANCE MECHANIC, CPC~6

GENERAL STATEMENT s

Performs general meaintenance work requiring journeyman skill in the
repair and upkeep of buildings and equipment on a housing project; and per—
forms other duties as assigned.

DISTINGUISHING FEATURES OF THE CLASS:

This is the full performance level for general maintenance work on a
housing project, Incumbents of positione in +the class perform duties at. the
Journeyman level of one or more crafts in the repsir and maintenance of
buildings snd equipment on a project, Employecs cngage in maintenance, minor
construction or repair work in a craft or crafts nccessary to the proper care
of structures and the operation of electrical, water, scwage disposal, heating
and other equipment existing on the preject, Therc is usually no selection
of assignments to employees in this class, incumbents being expected to per-
form skilled mairntcnance work at the journeyman lovel in a specific trade or

trades, and to determinc the repairs and adjustments required, the materials

°r equipment necessary, and methods te be used 'to complete the alterations,
repeir and meintenence in a workmanlike and presuntable mannor.

Therc ie considerable respongiovility in thi
and adjustmonts require o familiarity with oqui
principles involved in its operztion,

is class where such repairs
pment and a knowledge of the

Supervision ir usually received from & Maintonance Superintendent wherc :
Whe project.is in excoss of 100 units. On o gnll vroject or uroiecct site,
such positions wre usually responsible for the performance of a variety of
maintenance tasks and for the supervision of any niecessery semleskilled or
unskilled assistants,

ILLUSTRATIVE EXAMPLES OF DUTIES:

1, Paints, varnishes, refinishes, enamels and redccoratos the exborior
and interior of housing unite by brush or spray gun; removes stains and ‘
loosc paint from surfaces, mixes casein and oil paints; applies sizing coats,
sands, buffs and scals floors; instructs tenants in painting msthods, mixes
and distributes paints to tenantsy occasionally letters or stencils desk
signs and numbers on trailsrs, housss and garbagc or rubbish containers;
cleans and keceps brushes and tools in proper working conditions and guards
ageinst spontancous combusticn in the puint shop by carcful stering of paint
and materials,

2+ Repeirs plywood floors; ropairs, replaces, installs windows and doors:
builds scaffolds; repuirs wooden walks; repairs or refinishes cabincts, tables,
desks, cte,, builds wooden tables, bullstin boards, wastc baskets, shelves,
and ether furniture znd wooden equipment; repairs buckled tile floors; replaces
damaged screening; rcpairs broken locks and latches: changcs locks and dupli-
cates keys; adjusts and maintains tuplicating koy machine and other locksmith
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Maintenance Mechanic, CPC—6

tools; makes cement forms, builds minor additions, and «lterations to existing
buildings.

3. Repairs snd maintzins electrical equipment including interior and
extsrior lighting and distribution lines; overhauls, repairs and adjusts
electric motors; repairs and cleans rafrigerator units; repairs and adjusts
temperature controls; repairs relay boxes; repairs hot plates and electric
stoves; replaces defective clements; installs new circuits; mskes periodic
inspections of all electrical wires for overloading, defective wiring and for
other clactrical hazards,

Le Installs repairs and meintains plumbing and heating equipment; repairs
leaks in water, gas, and sewer lines; cleans burncrs of hot water heatgrs,
checks and repairs heaters, checks thermostats to insure accuracy of antow

matic operatipns, cleans and repairs prassurc regulators to insure mainten— g
ance of correct pressure in water mains, . ‘

5. Performs masonry work such zg buildins coment sidewnllks and floors
. g ) t )
building and poirting up brici and stone wails and terraces, crecting, chimnoys,
and mixing and =applying oplaster,

6, Haintains and ropairs sutomotive equipment; overhauls internal ‘
combustion motors; performs both major and minor ucctylene welding work,.
renging frowm brazing key rings to welding car francs; occasicnally is called
upon to perform cmergency road repairs to automotive cquipment .

7, Keeps records of maintenance costs by recording time ond matorials
used, maintains inventory of supplies on hand, and requisitions additional :
supplies and materials as neaded, B

8. Where workload requires additional assistance, supervises a small
number of semi-skilled and unskilled halpers by assigning duties, supervising
employees during performence, and checking on complaoted work asgignments for

i
1

cpmpliance with instructions.

9+ For o minor portion of the time =nd as an incidental duty, psrforms ]
such tasks zs cleaning offices, storcrooms, workshops; tonds furnuces and g
hot water or smell stoam heating plunte; cleaning vacobed housing units for
reoccupancy; watering,draining, sseding,trimuing and mowing lawms, grading
and patching strects, walks, alleys, and tending such public sreas as play-
grounds and parking lots,

e

STATEMINT OF QUALIFICATIQUS: | Y \

le Inowledges, skills and: abilitics:

Working knowledge of the physicel luycut of tho project or site,
and the major cubtoffs to its wutor, zas, clectrical and sewerage
systoms,




Maintenance Mechanic, CPC=6

Skill in the diagnosis of mechanical breakdowns occuring to
household, utility, and automotive appliances and the ability to
make repairs with a minimum of delay,

Ability to use the tools common to either the carpentry, plumbing,
painting, electrical, masonry, automotive and general building main-
tenance trades with journeyman skill; to make minor and major repairs
and alterations ir a workmanlike and presentable mammer; to manage
lebor anc materinle effectively; to keep records and prepare simple

reports,

Experience and training:

Several years experience in the general maintenance, construction,
alteration, and repair of dwellings, applisneces and automotive equip—
ment; the maintenance and repair of utilities; and the upkeep of
grounds,

Graduation from vhe eighth school grade or its equivalent,
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MAINTENANCE SUPERINTENDENT

Allocation Schedule (Basic)

Dwelling Units Classification Grades
101 -~ 200 CpC-7
201 - 400 CPC-8
; T 401 - 800 CPC-9
‘ 801 - 1600 CpC-10
1601 - 3500 P=-3
3501 and over P-f, 5%
’ , ¥ P~5 only in the most unusual
‘ 4 cases
GENERAL STATEMENT
)‘ .
i Plans, supervises or personally participates in the maintenancs, opera-
u tion and repair of project structures, grounds und equlnment and performs
ether duties as assigned. .
DISTINGUISHING FEATURES OF THE CLASS:

. Positions in tiis gcries are regponsibls for planning, directing and
supervising all regular maintenance, alteration and minor construction
programs on a housing project where such activities require the services of

i ; skilled, semi-gkillad, or unskilled assistants., Mairtenance Superintendents
’ are usually not found on projects of less than 100 units,.
P

' Positions in vhis series provide the Houslng Manager wﬂtq t
. advice and assistance and ure responsivle for scheduling all mai
v work,

cl n"cal

e
ntenance

Respensibility alsc attaches in this
of such supplies and equipment as are necs
of the maintenance program and for ths kes
work done,

g adequate stocks

>

Curtgnuouw ﬂperetion

o
[
ts

Occasionally emnplovees in
ordinary difficuliy,

E N *
! ' Train'ng of the stafi in wore officient and econowical methods 1s also &
L rzsponsibility of positions in this series,

s The basic grades ror Maintenance Superintendent are largely determined by
. the nunber of units in the development, However, an sdditional grade may be
allowed where the project is composed of & variety of dwelling types, c.g.,

4 family dwellings and trailors, dormitories and trailers, or where, complete
centralized responsibility exists for the operation, repair znd maintenance of
utilities systems, heating plante, electric gensrators, znd other squipment

o
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Maintenance Superintendent

where efficient and economical operation requires mere skilled assistants,
presents greater problems in administration «nd demands a higher degree of
technical training and experience,

Hork is.performed under general supervision of a Taner-l Zousing Yenager
orisusing Manager,

ILLUSTRATIVE EXAMPLES OF DUTIES:

1. Plans and supervises all maintenance and repair programs for the i
upkeep of dwellings, community buildings, squipment; upkeep of roads, plante :
ings and grounds existing on the project; assigns individual workmen er .
crews of workmen %o specific tasks; checks work during progress; reviews .
completed assigrments for conformance with efficient trade practices,

2. Interviews, rccommends and trains miintenance personnel; kegps -
records and appreves employces' leave, :

. Plans oni supervises the operation, meintenance and repair ef central i
heating, scwage treatment or water pumping rplants,
4o Gonfers end collaborates with the housing manager in planning and .
determining maintenance policies rolated to seneral upkeep including tenant i
meintenance of the project, recommends, draws ang prepares designs and ‘
specifications for mujor and minor repair programs to tuiidings and grounds., :

5 Diagnoses the causge of mechanicsl breskdowns to slectrical, mechani-
cal and plumbing systems and occasionally makes the more difficult repairs
to such systeme, ‘

6. Directs the project safety or protection program by planning and
organizing the guard or watchmen serviecs and supsrvising ite operation, and
in executing the safety program,

7. Prepares rogular and spocial reports on the achivities of the
maintenance section and prepares detailed cotimates of proposed expenditures
for budgetary purpes:s.

8. Encourages and insbructs tenarts in tenant meintonance preagrams,

S el

STATEMENT OF QUALIFICATIONS:

1. XKrowledges, skills ang abilities: -

Enowledge of the tools, equipment and standarda employed in
one or more ol the following: carpentry, plumbing, clectrical,
magonry end painting, road maintenance, drainage, and plantings,
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Maintenance Superintendent

As required, knowledge of the operation, maintenance and repair
of central heating, sewage disposal and water pumping equipment
existing on the project and of the safety practices and devices
related to each; thorough knowledge of building construction and
maintenance and ability to plan, layout and supervise the work of
others and to train maintenance and operating personnel; thorough
knowledge of the physical layout of the housing vroject and of all
cut—-offs to its water, gas, electrical or sewage systems; ability
to diagnose major and minor breakdowns to project equipment and
household appliances and ability to make needed repairs with a
minimum delay; ability to keep records, prepare reports and esti-
mate needs in advance, As required, ability to prepare, and inter-
pret building plans, blueprints, and specifications, Ability to work
harmoniously with tenants and to stimulate their participation in
maintenance,

Experience and trainings

Extensive experience in the general maintenance, construction,
alteration and repair of multiple dwellings and apartment units
including the gperation and maintenance of centralized heating,
sewage disposal, of water pump equipment (if such installations
exist on the project), the maintenance and repair of all related
utilities and in the upkeep of an extensive system of grounds,
streets and public areas,

Education equivalent to gradustion from a standard high school,

3e

Special Qualifications

Possession of any necessary licenses reloted to the operation
or maintenance of central heating plants, sewage disposal plants,
water pumping stations,






OPERATING ENGINEER CPC-~6

GENERAL, STATENENT:

Operates and maintains a water pumping station, sewage treatment, pro-
pane gas, or a high pressure central heating plant; performs other duties
as assigned,

DISTINGUISHING FEATURES OF THE CLASS:

Responsibility in the class is for the proper operation, meintenance
and repair of high-pressure heating plant, a central propane storage and
gas production system, sewage treatment plant, a water pumping station or
other utility systems, The responsibility delegated to positions in this
class includes the maintenance, repair and regulation of all equipment
and appliances including pumps, compressors, motors, valves, cylinders,
pistons, fans, stokers, electrical controls, generators, recording instru-—
ments and other appliances and operating contreols,

In some positicns, such as the operating engineer in a sewvage treatment
plant, there is some necessity for making certain routine chemical tests to
determine the effectiveness of operations, Incumbents of positions in the
class are also responsible in most cases for maeking regular inspections and
checking on the proper operation of the plant equipment.

The werk may include supsrvision over semi-skilled or unskilled
employees, such as firemen in & heating plant, The supervision exercised
over positions in the class gensrally comes from an enginecr in a higher
grade or a maintenance superintendent who has overall responsibility for
maintenance activities on the project,

ILLUSTRATIVE EXAMPLES OF DUTIES: °

1. Supervises the operation and maintenance of a large water pumping
station; makes periodic inspection of entire plant for efficient operstion
and condition of zll equipment; supervises minor repairs to equipment and
personally participates in difficult repairs, installations und alterationsg
takes necessary precautions to assure that pumping stations and equipment are
kept clean and thet purity of water is not endangered by insanitary conditions
periodically checks condition of equipment at the pumping station or water
tower and insures the maintenancc of an adequate water supply; plans and
assigns work of semiwskilled and unskilled employecs, establishes daily work
schedules, assigns employsse and makes daily reports of plant operations,.
Operates water filtration or other treatment plants including operation of
chlorinators, where such installations are a part of the water supply
facility,

H

"!&\-‘;
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Operating Engincer; orU=o

2, Operates sewuge treatment plant snd its squipment on cn assigned
shift; periodically inspects and oils sewage pumps and motors and provents
obstructions from interfering with operation; tests for proper operation
of sludge agitators; makes routine chemical tcet of contents of scwage and
digestor tanks to determine efficivncy of operaticn and records such tests,
Measures amount ef chlorine in containers and records daily consumption;
periodically clians equipment and installations such as pumps, tanks and
{filters,

3. Operates und meintains e central propans: gas plant ond kseps in
repair houschold uppliances using propanc gos; imspects, adjusts end
services pressure reducing valves nccessary to the maintenanee of correct ¢
‘pressure in gas plant distribution lines and burners; operabss nccussary :
compressors, pumps and othor squipment in transferring liquid gas from
tank cars to storazge tanks; services, repairs and othsrwisc muintains hot
air furnaces by zdjusting autometic controls; oils and services motors and
maintains fan circulocting syst ms; caleuletes amount of gas in storage,
records gas consumption and ¢ &@tas to permit ot efficient storage
and procurcmsnt of propane gas; operstes smell steam gencrator in evaporating

(f)

end convorbiy a8
4s As the operiting cnginecr in charge o o shift operates a high .

pressure central heating plont; operstes hewting control systoems ond reads
and regulates charts on recorders; muintains in proper operction, boilcrs,
blowers, pumps, stokers, condensation systeoms ond ebthor eguipment; kecps :
records of fuel consumed; checks on proper wat.or level in boilers; makes
reutine tests on boiler water to dotoet proscnce ef harmful properticss
lubricates pumps stokers, and ether mechanical parts and equipmont; makes
emergency repalrs to engi nes, pumps and mechanicsl systems,

STATEIEaNT OF.QUALIFICATIONS:

1, Knowledges, Skills and Abilities:

Thorouzh krOWledge of the installation, operation, repair and b
maintenance of the mechanical systems and equipment found in water
punping stations, including chlorinators and filters, sewage treat—
ment plants, propane gas plants, and central heating plants;
thorough knovledge of safety and accident prevention methods,
measures and practices; thorough knowledge of sanitation and purity
stendards as required by appropriate resulatory bodies,

T

Skill in the usc of tocls and in the operation of equipment and
anplianOLs rewuired in the repair and maintenarnce of mechanical

distribution systems and heating plant units,
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Operating Engineer, CPC-6

Ability to interpret and rcgulate gauges, recorders and
indicators; to make tests as recuired; to diagnose operating
breakdowns and to make necessary repairs to equipment, te plan,

lay out and supervise the work of others as required,

2., Experience and Training:

Considerable experience in the operation and maintenance of
water pumping equipment and motors, sewage disposal plants, liqui-
fied gas generating and distribution syntems, heating plants, and
other utilities,

Completion of eighth school grade or its equivalent,

3., Special Qualificaticns: , :

Possession of a valid cperator's license of the type specified
for the equipment to be operated,
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GENERAL STATEMINT:

. Under general supervision, as an armed and deputized or spreinlly commiaz-
sioned officer and as a member of an independent project police force,
verforms, within the limits of an FPHA projsct, work involved in the protection
of public and private property, in the control of traffic and traffic
viclations, in the general maintensnce of law and order, in the enforcement
of vegulations and the arrest of offenders, in answering.emergzencr calls and
giving first aid, and in instructing tenants regarding project rules and
regulations.,

DISUINGUISEING FRATURTS OF THI (IASS:

as armed, deputized members of an independent police force providing complete
protection, similar to that usually furnished by a public police force, to an
FPHA directly-operatad project, wiere no local civie or county police
~protection is available, TFositions irn this class are under the supervision of
a Chief of Froject Police or a Project Policeman of higher grade.

Tnis is the Journeyman level of rroject protective positions functioning

Incumbents of positions in this class rossess the proverly delegated
. authority necessary %o carry out the forsgoing responsivilities, are armed, and
are membters of an organization functioning under a system of training and a
.code of discipline. They are ordinarily uniformed and wear badges, and in order
to carry out their assigned duties, have received proper training with respect
to laws and regulations, ‘he use of firearms, self rrotection, and first aid.

ILLUSIRATIVE EXAUMPLES OF DUTIZS:

1. Patrols, either on foet or in a patrol car, a certain designated area
of a project in order to insure the safety of project residents and property
by controlling traffic, by apprehending persons making illegal entr- into
buildings and residences, by arresting disturbers of the peace, by keeping s
careful lookout for outbreaks of fire, sabotage, fire hazards, dargerous
cvstructions, etec., and takes necessary precautions to pravent injurv or damage.

2o . Arrests violators, serves warrants, conducts offenders %o jail and
testifies in court when offenders aporehended on the project are tried;
conducts preliminary investigations of violations and crimes.

, S¢ Answers emergency calls in cases of injury or sickness, performs
first aid, and conducts injured residents to doctors or hospitalssy answers
calls from tenants or employess with regard to disturbances, breakings of the
peace and other violations.. C

4. Prepares reports covering each tour of duty; checks on fire-rooms,
punping stations or other utility operations that may be assigned; checks

6229

D



. R W
Bulletin No, 21 NHA
4 FPHA
Page 92 Lty

Project Policeman, CPC-6

building guard or night watchman stations to insure that the men are on duty.
5. Instructs tenmants with respect to parking, maintenance, sanitation,

garbage disposal, fire and safety regulations, and other rules and regulations

of the project; carries out special assignments of a protective nature,

STATEMENT 0 QUALIFICATIONS:

l. Knowledges, skills and abilities!

A good knowledge of the project rules and regulations and of
Federal and local laws relative to the protection of property; :
good working knowledge of the applicable powers of arrest; skill in
the use of firearms; skill in self-protection; skill in the use of
fire prevention and protection equipment; skill in the application
of first aid; ability to read, write, and speak the ZInglish language;
adaptability to discipline; capacity to act in a crisis, and ability
to deal with people in a courteous and firm manner,

2. ZExperience and training: :
Six months experience and training as a Project Policeman, CPC-5, l
or equivalent experience in federal, civie, or private protective
work or in military service.
%, Phyvsical Requirements:

Must be in sound physical condition, able to perform duties and
act in emergencies requiring considerable physical exertion. Must
possess good eyesight and hearing.

PROJZCT POLICEMAN, CPC-5H

This is the class of positions to which recruitment is usually made for
project pelicemen and should be considered the training level for the Project
Policeman Series, For individuals who have not had previous experience in
protective work, or in a related field, the training period is uswally of
six months duration. '

Positions in this class participate in drills and training programs,
perform specifically assigned protective tasks, and may accompany and assist
a Project Policeman in a higher grade in the performance of his duties.

6229 .









’ Bulletin No. 2i

Pos\ition Classification Standards for

Directly - Operated Projects

e

/‘Fodoral Public Housing Authority - National Housing Agency



NHA Bulletin No. 21
FrEA 4wl w43

CLASSIFICATION STATDARDS FOR DIHECILY-OPERATED PROJECIS

TABLE OF CONTZNTS

l. TFosition Classification Schedule for Directly-Operated

0 eCt S eesnnrceoreorenneeeernnsosaonnsscesssncacsnsnnasanses 1l
2. ACCOUNTaNt . s crsorsoscsosovsonsosnoessesnestacssostocvenss 4

3. Administrative Assistant, Clerk, Clerk Typist....vveeevocees B
4. dsslstant Housing Moanazeleeeraeesssaccesrossenrsssscescanns 10
D¢ Z00KKEEDETvieenacasarsasestsssascsassnassssarrossssassssnce L3
B. (leri=Blenosrapneleeesscscessssssscessossccsasessascanssnse L5
7o EOUSING MAmaZeTessesesacarsaceseossssassssseasesansonsassas 18
8. Leasing and Occupency AZenbeeceeesscosacossssnsesesscsccscs 20
Fe MainbtenanCCeseseecsrecsssesscsascsassscsnsosssasssscascssnse 23
10. Materials Control Anolystec.seesesescesscscnssssocsnassonse 28
11. Project Maintenance Zngineoreeescevescrssessorcessscsernees 32
12+ Project Services AQViSeTesessreceocessocssnacerecnvanenssoes 35

15. BGSident Manager.....-...-.........w.....'--.-..--.'.o..-... 38

LR 2 39

14. Storekeeper..-.-.-.-..o..o.....u......'...u...-'....-

. e 90 40

15- :Gnarlt -Aﬁid-e.lliiotn-.lotildioncolo-...llt!v..-.o'.c..a

¢
i)
ot

.

12128






Bulletin No. 21

+3

ZD PROJECTS

4-1-43

TABLE OF CCNTZNTS

1. Posision Classification Schedule for Directly-Operated

TIan

2¢ hAccountont..ceccevrescensoenvse

3. Administrative Assistant, Clerk

4, assistant Housing Managereo...

5. DBookkeepersisoessssssceosnccses

6. Clerl=Btenographersiieecesecssss

7. Housing Managereseceeeascssees
8. lieasing and Occupency Azent...
9. HaintenanCeeiaseecerscassccsna
10. klaterials Control Analystee...
11. Project laintenance Ingineer..
12, Project Services Adviseressoss
13, Hesldent ManaceTeeeesseescesse
14, Storekeeperessecsveesescencsnas

15. :lenant Aide.......--...:....».

1212¢

Clerk

*sesepes

2099 ecae0 o

Typist..

0 IECT S eenereteeersinecnrescsesosanssnsnasossnssssnssas

L]

10

13

18

20

23

28

38
39

40






NHA Bulletin No. 21
FPHA ; 4] w43
POSITICN CLASSIFICATICN SCHEDULE FOR DIRECTLY-OPERATED PROJECTS

The classification of the majority of positiors on directly-operated proj~

ects is dependent upon several factors in addition to the duties and Te-
sponsibilities of the positions. Primary among thewe is the size of the
project on which the position is located as expressed in number of dwell-

ing units. The following schedule lists titles and grades which are recom-
mended at present fsr positions on directly-operated projects of various sizes.
This tabulation should be used as a gulde or "measuring stick" in the initial
evaluation of grade levels preliminary to considering variable factors as
discussed in "Position Classification Standards for Directly~Operated -Projects!

UNITS TITLE OF POSITION GRADE
Up to 120 Bousing Manager CAF-5,6
**Asst, Clerk-Stenographor(Accounting) CAF-3
¥*Junior Maintenance Aido CpC-5
Senior Laborer crC-3
121-175 Housing Manager CAF-6,7
**Asst. Clerk-Stenographer (Accounting)  CAF-3
*Jynior Clerk~Stenographer CAF-2
**General Maintenance Aide - CPC~6
Senior Lahorer CPC-3
176-265 Housing Manager CAF~7,8
Tenant Aide CAF-4
**Asst. Clerk-Stenographer (Accounting)  CAF-3
*Junior Clerk-Stenographer CAF-2
Senior Maintenance Aide CpC-7
*Senior Laborer CPC~3
266-450 Housing Manager CAF-8,9
Senior Tenant Aide CAF~5
Accounting Clerk CAF-4
**Asst. Clerk-Stenographer CAF-3
Junior Clerk-Stenograpner CAF-2
Junior Maintenance Superintendent CrC-8
**General Maintenance 4ide Crcé~6
*Senior Laborer CPC-3
451-750 Housing Manager ' CAF-9,10
Asst, Housing Manager CAF-£,7
or
Asst. Housing Manager & Maint., Supt. CAF-7,8
or
Asst. Housing Manager & Accountant CAF-7,8
Senior or Prin., Tenant Aide CAF-5,6
¥*¥*Senior Accounting Clerk CAF-5
1
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*¥*¥icst, Clerk-Stenographer CAF-3
*Junior Clerk-Stenographer CAF-2
**¥aintenance Superintendent CPC-9
**General Maintenance Aide CpC-6
**Tunior Maintenance Alde CrC-5
*Senior Laborer CPC-3
751-1200 Housing Manager CAF-~10,11
Assistant Housing Manager CAF-7,8
or
Asst. Housing Manager & Maint. Supt. CAF-8,9
or
Asst. Housing Manager & Accountant CAF-8,9
Prin. Tenant Aide CAF~6
*¥*%*%prin, Accounting Clerk CAF-6
*Asast. Accounting Clerk CAF-3
¥kphoct, Clerk-Stenographer CAF-3
*Junior Clerk-Stenographer CAF-2
*¥¥[aintenance Superintendent CrPC-9
**Goneral Maintenance Aide CPC~6
¥*¥Jr, laintenance Aide CrC-5
*Senior Laborer cre-3

Thne responsibilities of Housing Managers on some of the larger projects
in this schedule are often of such variety and megnitude that the necessity
ariges for the vroviesion of technical and professional assistance in order
that the project manazement program can function sfficiently. This results
in the addition of such nositions as Projsct Services Adviger, Leasing and
Occupancy Agent, and Accountant, to the project staff.

1201-2000 Housing Manager CAF-11,12
Asst, Housing Manager CAT-3,10
Asst. Project Services Adviser P2
Jr. Leasing and Occupancy Agent CAF-7
Jr. Accountant CAF-7
Sr. Maintenance Superintendent CrC-10

Projects in this and the following groups may be divided into two or
more sites with the type of persosnnel organization existing on these projects
depanding upon existing variables. Therefore, positions included in the
following groups are of supervisory naturs only, and no attempt has Dbeen
made here to include all operating positions.

2001~8000 Housing Manager CAF-12,13,14
Asst,. Housing Manager CAF~10,11,12
Assoc. Project Services Adviser P=3
Leasing and Occupancy Agent CAF-7,8,9
Accountant CAF-9
Project Maintenance Engineer P-3,4
2
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8000 & over Housing Manager
: Asct. Housing Manager
Trciect Services Adviser
Sr. Leasing and Occupancy Agent
Prin. Accountant
Project Maintenance Engineer

On dormitory and trailer projects the following positions may be

found in addition to those in the above groups:
*Janitor
*Maid

*Charwoman

*Number of positions varies with workload.

¥*These positions should be allocated in accordance with established

CA¥-14
CAF-12
P-4
CAF-l
CAF-11
P4

CpC-2
ErC-2
CpC~2

Bulletin No., 21
4-1-43

classi-

fication standards and not according to organization and operation of the

project on which they are found.

WKHTf o combination Acsistant Housing Manager position exists, these posi-

tions should be allocated two grades lower.
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POSITION CLASSIFICATION STANDARDS FOR DIRECTLY-OPERATED PROJECTS

SERIZS: ACCOUNTANT

KI1ID OF WORK

Concerns. the performance of all fiscal accounting and examining functioas,
affa’rs and activitics ¥ directly-operated vrojects; the verification and
accountablility of all runt and other sources of income; the maintenance of
cost records and accounis covering the financial phase involved in the oper-
ation, management, ani reiuntenance of the project; the maintenance of books
of accounts and associzied records in accordance with part three of the
accounting manual; the preoparation of detailed reports and statements of
accounts; the compilation of financial data for the preparation of budget
estimates; the administraiive examination of vouchers, requisitions, proj-
ect orders and all othsv 2bligations before such documents are submitted to
the Regional Office 1y thes Eousing Manager for certification and payment,

CA¥F-~11, Principal Acccouiiant

This positicn represents the highest grade for accounting work to be as-~
signed on a project ir =uy region., It is the Principal Accountant position
with responsibility for the installation, maintenance and direction of the
accounting and bockkeeping activities of a project consisting of 8000 or
more units. The incumbent of a position of this grade usually supervises
an accounting and bookkeeping staff of no less than 21 persons including
Accountants and Bookkeepers; serves as adviser to the Housing Manager on
the Central and Regional Office policies as they affect the accounting
phases of project operation; and assists the Housing Manager in the pre-
paration of budget estimates for the operation of the project.

The allocation factors for a position at this grade are the supervision of
approximately 21 Accountants and Bookkeepers and the sole responsibility

for the accounting and bookkeeping activities on a project consisting of
approximately 8000 units, It should be considered that a project consisting
of 8000 units is divided into a number of sites which fact increases the
administrative respongibility of the Accountant position.

CAF-10, Senior Accountant

The incumbent of this position is solely responsible for the operation
of all accounting and bookkeeping activities as stated in the Principal
Accountant's position except that this position will be located on a proj-
ect consisting of about 6000 to 8000 units and where supervision is exer—
cised over approximately 17 employees of lower grades.
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CAF-9, Accountant

The incumbent of this position discharges ths same basic duties and
responsibilities as the higher grade accountants on a project of about
4000 to 6000 units where there is supervision exercised over approximately
13 employees of lower grade.

CLF-2, Associate Accountant

The incumbernt of this position discharges the same basic duties and
responsibilities as the higher grade accountants on a project of about
2000 to 40C0 units where there is supervision exercised over approximately
9 employees.of lower grade.

CAF-7, Junior Accountant

The incumbent of this positién discharges the same basic duties and
responsibilities as the higher grade accountants on a project of about
300 to 2000 units where there is supervision exercised over approximately
5 employees of lower grade.

REMARKS

These vositions will be found only on projects where the Regional Office
nas delegated the complete responsibility for meintenance of the Books of
Accounts and associated records in accordance with the Manual.

At projects where they have received the responsibility for the maintenance
of the Books of hccounts, it is necessary that this work be performed by an
Accountant or that the work to be supervised and directed by an Accountant.
It is, therefore, believed by the Classification Section that the CAF-7,
Jr. Accountant, will be the lowest grade to assume the responsibility for
the accounting work.
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POSITION CLASSIFICATION STANDARDS FOR DIRECTLY-OPERATED PROJECTS

ADMINISTRATIVE ASSISTANT
BERIZS: CLERK
CLERK-TYPIST

KIWD OF WORK

Concerns the performance of clerical and semi-tschnical work of a
general or miscellansous charscier for tae assictancs of a2dministrative,
professional and technical employess orn a project or administrative work
in connection with the manggement and operation of a vroject. This in-
cludes receiving and recording mail, composing correspondence, maintaining
records, typing letters from rough dr-it api finished form, typing charts
and tabulations, making appointuents, compiling data and preparing reports,
giving out information relative to activity of the project, displaying
vacant dwelling units to apnlicants, assisting in organizing tenant activi-
ties, collecting and ahalyzing informatior relative to tenant selection,
arranging for the repair and cleaning of vacant dwelling units.

CAF-9, Senior Administrative Assistant

Positions allocated at this grade level combine administrative assistant,
project services, and leasing and occupancy functions, and are found on
projects of 5000 wuaits and over. An incumbent of this position assists a
Housing Manager in managing, operating, ~nd maintaining project functions,
policies, and activities; makes ecommendations for the formulation of
local policies; interviews tenants presenting problems arising in connec-
tion with the operation of project and effscts satisfactory settlements;
organizes tenant activities and effects cooperative relationships betwsen
tenants; assists in the preparation of final budget estimates; procures
office supplies and equipment necessary for management, operatipn and main-
tenance of the project; studiss the effectiveness of praesent policies and
recommends changes in local procedurss; assists in the conduct of public
relations.

CAF-7, Junior Administrative Ascistant

Positions allocated at this grade level perform most of the administrative
duties listed in the CAF-9 position but do not include the additional
leasing and occupancy and project services activitiss. Thess positions are
also found only on larger projscts.

CA¥-5, Senior Cierk

The incumbent of this position may perform sither supervisory work on
a smaller project, or performance work of =a sufficiently heavy nature to
warrant the grade.
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In a performance capacity, incumbent is rosponsidble for reviewing
prospective tenant and investigation reports and initiating investigations
for purposes of determining 2ligibility of applicants and submitiing re-
commendations to the supsrior officer; interviewing applicants for tenancy
and reporting information; assisting in organizing cooperative relation-
ships among the tenants and adjusting actlons on complaints; preparing
regular and special reports disclosing the status of units occupled; main-
taining rental and occupancy files; making recormendations for the improve-
ment of rental sewvﬁca' displeving avalistle units to vrospective tenants.
Such a position may bs found on a project fronm 1200 to 2000 units.

In a gupervisory capacity, the incumbent is responsidble for super-
vising of clericel =nd stenographic parsonnel; superviging the maintenance
of travel and leave -records and the maintenance of mail and file records;
interviewing all clerical applicants for positions uo to grade CAF-5 and
making recommendations as to their gselection; prevaring all travel author—
izations, vouch=rs, etc., and checlkine to see that they stay within the

.

budget; maintaining time recerds of all maintenance employeses. Such a

rosition may be found on & project of ovaer 3CCC units,

a

-

.

o

(Y

A very good knowledge of off ice procedurs and operations and functions
of FFHA and o knowledge of the Civil Service rules and regilations govern—
ing personnel actions are necessary ’nr the efficient functioning of this
position,.

s . s . - .

the incumbent of this vposition eral supervision and

exercises a considerabdle amon;t of 1 in work performance.
The important allocabting factors in 5 Y the amount of super-
vision exercised by the incumbent, the raszpo 1ity for interview of
apvlicants for clerical positiors and racomme: iong relative therato.

CAT-4, Clerz

The incumbent of this position serves as an assistarnt to the Resident
er or Assistant Housing Manager on a housing project and may perform

r all of the following duties:

Dlsplayq available units to prospective tenants and furniches them
with information concerning rental charges, and services; effects execu~
tion of leases and other rental agreements and ar r1ages for repairing,
cleaning and painting of vacant uwnits; assists the Housing Manager in
initiating and directing educational end recreaticnal activities among the
tenants; makes inspection of the halle, stalrs, and laundries, and recom-

mends any necessary repairs cor altsrations needed.

Incumbent may also investigate and report upon the eligibility of ap—-
plicants for tenancy in the proj@ct and coantact n@ighbors, and former
employees for purpose of obtaining information relative to the applicant;
may ascertain the needs of tenants in terms of present living conditions
by actual inspection.
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Organizes and develops community activities and assists the super-
visor in conducting kindergarten and adult educational classes, consumer
protection and recreational activities; participates in local health and
sanitation programs and clinics; assists in promoting a safety program
to eliminate physical hagzards and accidents and to prevent fires and
correct fire hazards; instructs and educates tenant groups in family
budget umaking, in food selection, planning and preparation.

The incumbent of such a position exercises independent judgment and
initiative in the performance of duties. The work is subject to general

review for conformance with policy and procedure.

CAE~4 . Llerk .

The incumbent of this position is responsible for the purchase and
maintenance of supplies and equipment from the general schedule of supplies
and for making purchases in the open market within the limitations govern-
ing such purchases. Deftermines whether items requisitioned are available
either from standard sources or under any existing contracts. Determines
shipping points, methods of shipping and routing when surplus property is
to be transferred and in such connection issues government bills of 1ading.
Assists in opening, reading and abstracting bids, and contacts vendors,
tabulates quotations and recommends to the Housing Manager purchases most
advantageous to the government. Maintains appropriate files in connection
with purchasing.

The above position, established at the CAF-4 level, will usually be
found in projects approximately Z00C or mors units. The establishment of
this position is dependent not only on the size of the project, but also
apon such factors as the organizational set-up and functional distribution
inherent in the project which do not allow for the efficient performance
of purchasirng duties by incumbents of other positions.

CAF-3, Assistant Clerk

The incumbent of this position is responsible for performing any of
the functions listed above in any one type of clerical position or combina-
tion of positions. This position is distinguished from the CAF~4 position
by the smaller number of units on the project and the less complex prob=-
lems arising. In the CAF-4 position there is always the possibility for
more and greater problems arising than in the CAF-3 position. Supervision
is not an element to be found in the Grade CAF-3 position.

CAF-3 Assistant Clerk-Tvoist

An Assistant Clerk-Tvpist may perform any or all of the above listed
functions and in addition will do typing of tabulations, charts, letters,
correspondence, etc,

12128



vaee



NFA Bulletin No. 21
FFHEA 4143

CAF-3, Asgistant Clerk

The incumbent of this position maintains proverty records and accounts

of materials stored, transferred and shipped from storage; supsrvises the
crating and shipping of supplies and materials including the preparation

of bills of lading and the execution of invoices covering such shipments;
stores repairs, maintains, issues and transfers office furaiture, files,

records form and other items as well as lumber, paint, fittings, tools,
machines and similar stock, and takes inventories as diracted.

CAP-2, Junior Clerk

The incumbant of this position is responsible for comvosing form and
other routine letters relative to the operation of the oroject; assisting
in display of availabdle units to prospective tonants, furnishing informa-
tion comcerning rental charges, sarvices ond facilitirs provided; arrang-
ing for repairing, cleaning, painting and other servicing of vacant units;
assisting in the maintenancs of a filing system; assisting in posting
charges, credits and other accounting data $Vom vouchers, requisitions,
receipts and other media to the proper books; accounts and records. The
work of this position is subject to careful review.

CAF-2, Junior Clerk-Tvpict

A position at this leval mey perform any or all of the above listed
functions and in addition will perform typing. Types letters from rough
draft form and finiched copy; types form latters.

CAF-1, Under Clork-Tyoist

Performs the simplest and most routine rewetitive clerical tork in-—
volving a minimum of initiative or judgment. In such a position one might
type plain printed copy, typewritten or handwritten material or noninvolved
rough drafts or simple tabular arrangements; file forms, cards, correspond-
ence either alphabetically or numberically, check and verify, and keep
gimple records.

VARIAELIS

Specialized clerical positions performing only project services or leasing
and occupancy functions are found on large projects where the volume of
this type of work necessitates the establishment of full~time positions.
Standards for these positions can be found in the series for Project
Services Adviser and Leasing and Occupancy Agent.

On small projects these functions are included in general clerical positions
which perform a variety and combination of duties. The allocating factors
for this type of vosition include the amount of supervisory responsibilities
involved, tho degree to which the incumbent uses independent judgment and
initiative, the inclusion of research and reporting functions, and the

amount of supervision and instruction received.

i
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Shares with the Housing klanager the responsibility of managing,
operatlﬂ', and maintaining the entire project in all functions and activi-
ties. Oounsels, advis2s, and coopsrates with the Housing Manager and
assists him in the formulation of new or ths revislon of existing policies.
Confers with defense plant officlals, mili

tary service representatives

and local government officials as necessary on assignment. Submits
specific recommendations to the Housing Manager on business and figcal
policies and orocedures for the more °LflClGﬂt opsration of the project.
Aseists in the selection of itenants, settlem%nu of tenant grievanccs and
the organization of tenant activities. Is raesponsible for the procurement,
receipt, storage, care, maintenanc:, preservntlon, repalr and accounta-
bility of all office equipment and supolies, and other equipment and
supplies not specifically a port of the maintenance department. Serves

as Acting Housing Manager in the absence of the Fousing llenager,

Assistant Housing Manager positions may also exist in the following
combinations:

1: Assistant Zousing Manaser and Malintenance Superintendant

In addition to assisting the Housing Mar~ser in carrying out his managerial
responsibilities, the Aesistant Housing .irnager and Maintenance Superin-
tendent has charge of and supervises the operation, maintenancs, and repair
of the buildings, the mechanical equipment, the gcu, glectric, plumbing and
we lines, pipes and fixtures, the xitchen
all other oroject services, accessories, and equipment, maintains records
and accounts on materials, supplies, employzss! time and ftype of work
performed; prepares budeet estimates and supvorting exkibits on maintenance
operations; recuisitions, reccives, accounts for, has stored and issued,
materials, supplies, tools and equipment; supervises the work of skilled
tradesmen, laborers and others engaged in malintenance work on the project.

Sev

2. Agsistant Housing Manager and Accountant

In addition to assisting the Housing Monazer in carrying out his managerial
responsibilitics, is in charese of and orimarily responsible for all fiscal
accounting, auditing and examining functions of the project; responsible for
the verification and accountadility of ths rental and all other project
income, collections, and payments; orepares detailed and extensive reports
and statemants for conbla“rubwoa and use in estimating budget reguirements;
directs and supervises the maintenance of the financial accounts, records
and forms controlling the oroject procurement, labor, travel aand all other
management, operation and maintenance oxpenditure; regponsible for the
administrative audit and exsmination of all requisitions, purchase order
and vouchers; determines compliance with the provisions of applicable

10
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appropriation laws and fiscal policies and regulations, contract require-
ments, decisions of the Comptroller General, and other regulatory controls.

3. Agsistant Housing Manager and Resident Manager

In addition to sharing the managerial responsibilities with the Housing
Manager, is directly responsible for the efficient and economical manage-
ment, operation, and maintenance of a site of a consolidated project.

GRADE LEVELS

Standards for the various grade levels in the Assistant Housing Manager
series are based primarily upon the size of the project to be managed, ex-
pressed in terms of the number of dwelling units, since it is believed that
as the number of units increases, the problems, duties, and responsibilities
of the Assistant Housing Mannger position increase in scope and importance
due to complexities of organization and to the inclusion of such variables
as are listed below. GCrade levels for Assistant Housing Managzers positions
are in most cases iwo grades lower than Housing Managers positions for proj-
ects with the same number of units, The following tabulation shows the
standard grade levels for Assistant Housing Manager positions on projects
of varying numbers of units:

GRADE UNITS

CAF-12-—mr e Qver 8000
CAF-10,11,12~———-—— 2000 to 8000 v
CAF~9,10--—mommm e 1201 to 2000

CAF 8,9 751 to 1200
CAT-7 | B e 451 to 750

Assistant Housing Manager positions usually are not found on projects of
less than 450 units.

VARIABLES
As in the Housing Manager series, certain variables must be considered
in allocating positions in the Assistant Eousing Management series in ad-
dition to the primary allocating factor of project size. These factors
include the following:

1, The degree of responsibility delegated by Housing Manager .

2. The responsibility for accounting functions or responsibility for
supervising the maintenance staff or the direct responsibility for a sitd.

3+ The presence orn the project of an Administrative Assistant, Clerk,
(Personnel) or Project Services Adviser.

11
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4, The degres of authority delegsted to the Eousing Manager by
the Regioual Office.
5. The type of housing units-—--— irailers, dormitories, homes.

O
and maintenance staff,

- Y > - . . Y Y
ihe or-anizational structure of the project administrative
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SZRIZS: BOCKXKZEPING

XIFD OF TORK

This series is concerned with the keepingz of all tenant account ledgers

and records for the project. The work concerns preparing the rent roll
from approved schedules; posting to terant accounts redeivable ledger the
amount of rent; posting to individual tenants account receivable ledger
sundry charges such as service cost or any specific charges from adjustment
slips; maintaining tenant security deposit ledgsrs by recording security
deposite paid by the individual tenants; receiving rent and accounting for.
such other project income; maintaining inventory records of supplies,
material, and expendable equipment; prevaring vouchers for submission to
the Regional Office Accounting Section for certification for payment; main-
taining files of copies of vouchers; preparing payrolls for per annum, per
diem and per hour emoloyeas; preparing periodic trial balances of individe
ual ledger accounts; preparing schedules of collections and certificate of
deposits; preparing daily statement of operations for the vurpose of re-
cording a summary of all transactions with the tenants; preparing semi-
monthly statements showing in itemizad form the condition of all tenant
accounts; preparing monthly, in memorandum form, a statement of all accounts
payable

CAZ-7, Head Account Clerk

A position at this level has full administrative and technical responsibi-
lity for all bookkeeping operations on a directly managed project, involv—
ing the supervision of approximately 15 employees of lower grades.

CAF-6, Principal Account Clerk

The incumbent of this position performs essentially the same duties and
discharges basically the same responsibvility, as does the Head Accountant
Clerk, but supervises aporoximately 10 employeas of lower grades.

CAF-5y. Sr. .ABcount Clerk

The incumbent of this position performs essentially the same duties and
discharges besically the same responsibility, as do the EHead Account Clerk
and the Principal Account Clerlk, but has supervision over apcroximately
five employees of lower grades.

Or serves as full time Assistant to the Head Account Clerk, CAF-7,

13
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CAF-4, Account Clerk

This position, the performance level in the Bookkeeping series, has the
responsibility for the maintenance of the Tenants Account Ledgers, the pre-—
paration of rent rolls, the preparation of various reports and statements.

The incumbent of this position has full responsibility for the maintenance
of the Tenants! Accounts ledgers for a project and must have a complete
nowledge of double—entry bookkeeping and the procedures governing the
Tenants Accounts.

CaF-3, Agsistant Account Clerk
The incumbent of a position at this level serves as general assistant in

performing bookkeeping functions on a project under the supervision of a
nigher grade accotnt Clark.

14
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SERIZ

Concerns thne performance of stenograph retarial and administra-—
tive duties to service administrative, tech professional per-
sonnzl, not calling for the applicatica of al or execubtive judg-—

dictation on a speed

; the preparation of
an clsarly defined; the
up and maintainﬁng

ment. This includes the taking and transcri
volume basis relative to the activitie
non-technnical correspondence where proc
recording, routing and reviewing of mal

files and records; the managing of adminis
receiving visltors and meking apnointments, c
houSL“g authoritics and communities, handlin
information of a non-policy nature, and comp

twoh.

ontac t1 ww officials of 1oc 1
g telephone calls, giving out

iling data through investi-

GRADE LIVELS

CAF-5, Senior Clerk~Stenograpner

The incumbent of a position at this level acts as secretary to a
Housing Manager and serves as a focal point of information for all acti-
vities concerning the wroject. Takes and transcribes dictation from the
Housing WManager regarding the activities of the project; takes and tran-
seribes notes of long-distance telsphon:s ~alls and conferences verbeatim,
involving a substaniisl number of attent » officials with responsibility
for inclusion of aporopriate material and exclusion of non—essential de—
tails; initiates and maintains contacts with officials of the regional
office and local nousing authorities in connsction with various aspects of
project management; from very ganer 1 instructions, gathers material and
compiles data regarding the activities of the project for the use of the
Housing lansger and makes recommendations relative thereto; coordinates the’
procedures of the various units on the project; maintains confidential
files of the office. The incumbent either sucervises the maintenance of or
maintaing the other files or records of the office., A thorough knowledge
of all the operations of the project and the ability to understand and
devise work methods are essential for this position.

Positions in which this type of work is performed may be found on
projects of over 600C units.

The allocating fectors in this position are the degree of responsi-
bility and ths type of administrative duties delegated to the incumbent,
such as the complete responsibility of the incumbent for establishing and
maintaining contacts with a considerable number of important officials of
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the community; the assembling from general instructions of material and the
comoilation of regular and special reports in connection therewith, for the
Housing Manager; the making of recommendations; and the use of considerable
independent judgment and initiative in the handling of administrative and
other details of the office.

CAF-4, Clerk-Stenographer

The incumbent of a position at this level acts as secretary to a
Housing Manager and serves as the focal point of information concerning the
activities of the project involving such duties as the taking and trans-
cribving of dictation on a speed volume basis from the Housing Manager
relative to the activifties of the project and notes of long-distance tele-
phone calls and conferences verbatim; receiving of officials for a good
portion of the time; making appointments for the Housing Manager; giving
out informetion of a non-nolicy nature but reguiring a knowledge of pro-
cedure with regard to the operation of the projects; composing correspond-
ence and signing routine correspondence for the superior; gathering data
and material through research in the files and establishing and maintaln-
ing contacts with local community officials.

At this grade level mgy also be found leasing and occupancy and proj=
ect services functions such as the organizing of cooperative relationships
among tenants and the settling of claims.

Positions in which this type of work is performed may be found on
projects with from 1200 to 6000 units.

The allocating factors in this position are the responsibility for
acting as a source of information concerning activities of the project; the
taking and transcribing of notes of conferences; the receiving of officials
for a good portion of the time; the making of contacts with community
officials and the application of initiative ond good judgment in the
management of the functions of the office. The work of this position
is subject to general review for conformity with established procedures.

CAF-3, Assistant Clerk-Stenogravher

The incumbent of a position at the level acts as secretary to a
Resident, Eousing or Assistant Housing Manager in a focal point position
on a project. Receives both definite and general instructions as to work
performance and the work is closely reviewed for conformity to procedure.
The incumbent takes and transcribes dictation relative to the activities
of the project; takes notes of long-distance telephone calls verbatim;
receives visitors; makes appointments and contacts officials on instrue-
tions from superior. The incumbent displays unoccupied units to pros-
pective tenants; gives out information concerning the regular affairs of
the office; arranges for cleaning of vacated units; receives and receipts
rental payments; maintdns the files and records; may assist in the organizing
of tenant activities and the settling of tenant problems which may arise,
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Positions in which this type of work is performed may be found on
projects ranging from 8% to 1200 unite, It is important to note that
positions at this level have a variety of duties including functions of
leasing and occupancy clerks and oroject services clerks., This usually
occurs on smaller projects where administrative and clerical details of
the office are supplemented by these Ffunctions

variety of clerical
inz of prospective
ng-distance telephone
's of the office
Judgment end

The allocating factors in this
and other functions performed, such
tenante; the making of appozutmeq+ﬂ;
calls verbatim; and the

This position operates W;tﬂ some amount of 1n%%~
initiative.

L’
2
2
i€

+
i3
<t

CA¥~3, Assistant Clerk-Stenocgrapher (Accounting)

-

Lhe incumbent of thie position may perform any or all of the above
enumerated functions. In addition to thess, tha incumbent posts charges,

cradits and other data from vouchers, reguisitions, receipts and other
media to the project books, accounts and records; assists in administra-
. rs; v epa es and types pay-

tively reviewing and examining purchase ord
rolls, requisitions, purchase orders and s

CAF-2, Junior Clerk-Stenocegrapher

This 1

n

the lowest grade level in the Clerk-Stenographer series.

The incumbent of thais position is ren,onsible for taking and trans—
criting dictation cn a project relative to the activities of the office,
composing and typing form letters, maintaining a filing system, answering
the telephone and giving out information of a routine nature.

In this position a combination of duties may be found, auch as
asslisting in receiving and recelpting for rental psyments, showing vacant
units to prospective tenants, etc,

The work performed involves the use of some judgment and initiative in
the appnlication of carefully defined procedures. However, instructions are
very specific.

In the allocating of this position, the size of the unit is not con-
sidered. The duties and responsibilities vested in this position, such as

maintaining the files, ansvering the telephone and giving out routine in-
formation are the allocating factors.

17
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POSITION CLASSIFICATION STAYDARDS FOR DIRECTILY-OFPERATED PROJECTS

STRTIS: FEOUSING MANAGIR
KIND OF WCRX

Has primary res poﬂ%’bl]lt" for the efficient and economical management,
operation, and maintenance of a FPHA ﬂireC&LV—Ope?ab ed project. This in-~
cludes resnﬁnglbithy for the ne?"or w2 of funchicas such as the follow-
ing: The gelection of terants; ization and development of cooper—
ative social, recreational, and educa itieg and relatlonsnlps
among tenants; +ne preparation of detalle
statistical deta; the operation, repalr,
egquipment, grounds, maciainery, tools, plumbin,
the taking of bids; the maintenznce of records and accounts for all phases
of project activities; the collection, custcdy, and accountability of rental
and other project income; the accountability for all property of the United
States either real or personsl on the preject; the procuremsnt c¢f supplies
and equipment; the sslection and supervision of admiristrative and mainten~
ance personnel; the maintenance of public relations.

fte

GRADE LIVEL

The allocation cof posi

tions in the Housing lManager series is based
primarily upon the gize of the

project on which the position is located,

expressed in numbers of dwelling units. £As the number of units increases

the duties and responsibilities of Hous
difficulty and importance duwe to the add:
problems.

: Hanager positions increase in
:lon of organization and operation

The following table can be us=d in merzing tentative allocations.

GRATZ
CLFldmm e e Over 8000
CAT-12,13,14———mmmmmmm 2001 to 8000
GaF-11,1l2-———m e 1201 to 2000
A 751 to 1200
CAF~9,10=——=—mm—mmmmmm e 451 to 780
CAF-B,9————m e e 266 to 4580
CAF-7  Bmm e m e e 176 to 255
CAF =6, Pmmmmm e m 121 to 175
CaF-B,bm—mmmmm e Up to 120

VARIABLIS

Determination as to which of the two or more grades in the above levels
is the correct allocation for a Housing Manager position, must be based upon
an analysis of several variable factors which may be found on the particular
project. It is also possible that in certain cases positions may be allocated
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at grades above or below those in the above schedule. Due to the variety

of prohlems which are found on projects of different or even the same size,
it 1s not possible to define allocation factors for Housing Manager positions
at each grade level based solely upon the duties and responsibilities of the
position, Therefore, in allocating positions in this series, it is necessary
to analyze such fachors as are listed below the inclusion or lack of wiich
will, by influencing the difficulty and responsibility of a particular
position justify its allocation in a higher or lower grade level.

1, Heces
L

ity for providing such services as garage and trash removal,
street clean poli

S
ng, ce and fire protection, and transportation facilities.

2. Necessity for establishing and maintaining utility systems such as
water, electricity, or gas mains, and sewage disposal plants, when such
facilities are not provided by the local government.

3. Necessity for providing schools and libraries within the project.

4, Availability of commercial facilities.

5., Public health problems including the availability of hospitals,
dispensaries, and nurseriesg and the control of communicable diseases.

6. Organization of the project, such as consolidated project with two
or more sites, sach headed by a Resident Manager; two or more projects operated

directly by the Housing ¥anager; project consisting of a single site.

7. Type of organization as affected by the type of dwelling units
~—--~~trailers, dormitories, homes.

8. Maintenance problems caused by age of the project, faulty or de-
ficient construction, heating, plumbing and sewage difficulties, and need

for redecoration.

9. Amount and degree of public relations work necessitated by local
and industrial problems.

10, Prevalence of labor or racial problems.

11. Wecessity for large staff including highly specialized personnel.
12. ZERatd of tenant turnover.

13. liethod of furnishing and billing utilities to tdnants.

14, Any other particularly unusual features or conditions raising
exceptional problems of maintenance or supervision.

19
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POSITION CLASSIFICATION STANDARTS FOR DIRXKCTLY-OPZRATED PROJECTS

SERIZS: LIASING AND OCCUPANCY AGENT

¥IND OF WORH

Corncarns the continu*ng apnlication of po
ed in the regional and ce: : t

including centacts with 1nﬂuo
war workers to be housed, the

z of units on a nroject,
Hﬁt@*mlre the essential
the eligibility

icies ard procedures establish-
easi
<4

of zpplicants, the assignmert the investigation and
adjustment of complaints, the status for the deter-
mination of continued tenant 3 . ering of advice to the
Housing Manacer on the establishment and reovisi ent schedules for

transmissicn to proper parties,

CAF-10, Senior Leasirg and Occupancy MAgent

This is the nighest grace in this series and may be found on projects
of 8C00 units and over. The incumbent, under the general supervision of
the Eousing Manager, acts as ls special assistant and is responsible for
the leasing and occupancy work. His duties include the establichment of
working rclationships vith personnel departments of industries employing
war workers whose cconeration will bhe reguired in tenant selection; the
preparation of informational leaflets foo -direct distribution to prospective
tenants, and the n¢apllrg and execution «i cther methods of publicity to
reach eligible applicants; the organization, training, supervision and
irection of the tenrant selescticn stafl; ti
i
G

ha reviesw of verified applications
and recommendation for f nterviewing of applicants presenting
special problems as regu s for reconsilcratiorn of =ligibility; the assigning
of dwallings, explaining s terms of the lease and monagement policles to
accepted families; and the performance of specizl duties and assignments such
ag the preparation of review of statsments for the press, special reportis,
etc., on tenant selectiion.

i3
’—.4
3
ot
jte
O
B

The desirable gualifications for the performance of this job are
graduation from college v1tn major treining in public administration or
social science and a thorough knowledge of community organization and the
requisite technioues of interviewing ard investigatiang. It is essential
that the incumbent possess the ability to organize and direct the work of
others, and have a trosd knowledge of federsl and local programs in order
to interpret the war housing progrem to personnel departments of war
industries, lay groups and prospective tenants.

20
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CAF-9, Leasing and Occupancy Agent

At this level, the incumbent is responsible, as stated above, for the
leasing and occupancy work cn projects ranging in size from 6001 to 8000
units.

CAF-8, Assistant Leasine and Qeceoupancy Agent

At this level, the incumbent is roc p(ﬁu¢blp, as stated shove for the
leasing and occupancy work ou projects ranging in size from 4001 to 8000
units.

CAF-7, Junior LeesTng and Occucancy Agent

At this level the .incumbent is responsible, as stated above, for the
leasing and occupancy work on pnrojects ranging in size from 1201 to 4000
units.

CAF-6, Principal Tenant Aide

At this level the incumbmnt cts as an office assistant to either a
CAF~-g, CAF-2, or CAT-10 T i Ceovpancy Agent, Tn this cose there is
no responcibiiity for out ; inew

in the direction anud supe
he is in the office ad ol 38
tenant selection provlems and ac in the viac of uhG Enas LG
Agent in the latter's absence. I 4
projects where a full time offic
occupancy work.

neumbent, however, shares

occupancy work and, since
of refarence for setiling
and Occupancy

1arge

CAF-3, Agsistont Tensrnt Aide

The incumbent takes spplications for admission and interprets eligi-
bility requirements to applicants, makes field viszite ns reguired to veri-
fy statemonts of epplicants regarding heousing conditions and prepares
reports thereon, As mony Assistant Tenant L1ide poszitions at Grade CAF-3
may be established to carry out the clerical details of rental work as are
required by the woriioznd,

O"\,’

To date, there has been no standard usage in service and titles for
this type of work, Some were established in the Profe331onal gervice, but
after investigation it was determined that they should be in the CAT ser-~
vice since the work involves the application of established policies and
procedures only, and does not include policy formulation. The title struc-
ture given above is now regarded as the standard structure to be followed.
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It should be emphasized that the resvonsibility for leasing and occu~
pancy work is the same on all projects bubt that the difficulties and res-—
ponsibilities increase with the number of units on the projsct. Because of
the similar background required for leasing and occupancy and project
services functions, and the lighter workload on projects of 1200 units or
less, the project services and leasing and occupancy functions have been
combinad at the CAF-4, CAF-5, and CAF-6 levels, which are described in the
Tenant Aide series.
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POSITICY CLASSIFICATICN STANDARDS FOR DIRTCTLY-OPERATED PROJEZCTS

SERITS: MAINTENAGCE

KIID OF YORK

Positions in the maintenance series fall into three groups: supervisory,
performance and laborer. The cverall fuaction concerns the maintenance and
repair of directly-operated projects, including the repair and upkeep of
buildings and equipment; the installation of new equipment; the maintenance
of the water, electric, and plumbing systems; the maintenance and upkeep of
streets, sidewalks and lawns; the cleaning of occupants' guarters and service
rooms; and the preparation of budgst estimates for maintenance supplies.

SUPERVISORY GROUP

Scope:

Responsible for the maintenance of the entire project including the
buildings, the nortable and stationary equipment, the heating, water, elec-
tric, sewage and plumbing systems and their auxiliary services, the land~
scaped areas, yards, grounds, walks and strests; orepares plans and specl-
fications for the imporvements and alterations to the building, utility
systems and equipment; furnishes data to the Housing Manager relative to
maintenance supplies and equipment for use in making budget estimates: pre~
pares recommendations and specifications for procuring the necessary main-
tenance equipment and supplies and is respoasible for the receipt, storage,
and issuance of such stocks; is responsible for the supervision of the
entire maintenance staff of the project.

GRADZ IEVIELS

CPC~10, Senior Maintenance Superintendent

Acts as supervisor of all maintenance work on projects ranging in size
from 1200 to 200C units, or on smaller projects having complex or difficult
maintenance problems, or on a site of over 2000 units of a consolidated
project which has a central maintenance section supervised by a Project
Maintenance BEngineer.

CPC~9, Maintenance Superintendent

Acts as supervisor of all maintenance work on projects ranging in size
from approximately 450 to 1200 units, or acts as s pervigsor of the mainten—~
ance work on a 1000 to 2000 unit site of a consolidated project having a
central maintenance section.
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CrC~8, Junior Meintenance Superintendent

Acts as supervisor of all maintenancs work on nrojects ranging in size
from 266 to 450 units, or supervises the maintenance work on a 1000 to 1250
units site of a consolidated project having a centrel maintenance section.

CrC~7, Senior Maintenance Alde

Acte as the suporvisor of all maintenance worit on projects ranging in
size from 178 to 265 units, or acts as an assistant to a superior maintenance
superlnaniaut on a project of ZOO units or over, or acte ag the supervisor
of a site of from ZH0 to LOCO units of a consclidated project having a

e

[._

A Senior Maintenance Aide may also assist and direct, or have direct
supervision over a group of journeymen or skilled workers as a foremen of
carpenters, or plumbers, or electricians, or painters, or masons, or
mechanics.

CPC~6, General Maintenance Aide

Acts as the supervisor of all maiatenance work on a project ranging in
size from 120 to 175 units, or acts as an assistant to a superior mainten-—
ance superintendent on a larger project, or acts as the supervisor of the
maintenanca work on a site ranging from 250 to 500 units of a2 consolidated
project raving a ceantral meintenance office.

A General Maintsnance Aide, under general superviscion, may also act as
a foreman and plan, lavout and direct the work of a large group of unskilled
laborers, or & moderately large group of skilled and unskilled laborers all
doing the same kind of work.

CrC~5, Housekseper

Acts as supsrvisor and instructor over a group of approximately 100
Housekeeping Aides, maintains time and leave records of aides: responsible
for the care, cleaning and maintenance of dormitories and service rooms of
trailer projects; responsible for the repalr, maintenance and distribution
of linens; requisitions, maintains, and distributes necessary housekeeping
supplies for these projects.

CrC~5, Junior Maintenance Alde

Acte as supervisor of all maintenance work on projects ranging in
size from 83 to 120 units, or acts as an assistant to a superior maintenance
employe= on a larger project, or acts as the supsrvisor of the maintenance
work on a develooment of from 100 to 350 units on a consolidated project
naving a central maintenance office, or acts as an assistant to a superior
maintenance employee on such a development having more than 250 units, de-
pending on the complexity and difficulty of the maintenance problems.

24
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CpC-~5, Junior Houseleeper

roxinately 45
es, responsible

Acts as supervisor and irstructor over a group of ap

o
&
Housekseping Aides maintains time and leave records of alde

for the care, cleaning and maintenances of dormitories and service rooms of
trailsr projects; rasoonsible Ffor fthe repair, maintenance and distribution
of linens: recuisitions, maintains 2nd distribates necessary housekeeping

3 i+
supniies for these projects.

PERFORMANCE GROUP

(o3 i Lo VL

Positions in this group perform work raguiring sizill and expsrisnce in
one or more of the trades 11%* 6 b ow. On the largest projects where the
workload raga tres the services of a full time jouraneymen in cne of the trades,

i.e., Painker, Plumber, Carpantar, etc,, such positions may e established.

Carpenter —- Hakes repairs to the exterior and interior of buildings
repairs floors, builds shelves and cupboards, patches ronfs, puts up or re-
moves window screens and storm sash, packs, crates, and renalrs furniture.

Electrician -~ Installs, maintains, and repairs generators, motors
switchboards, control boards, cut—outs, wall, floor, and ceiling receptacles,
condulits, meters, fuse boxes, fans, neaters, ranges, bell and buzzsr

systems, fire-alarm systems, vetems, telephone and telegraph systems;

does interiocr and axterior wiring « overhead or underground line work.

Mason —- Lays brick, concrate block, end hollow tile on interior or
exterior w walls: repairs tile walls and floors; coastructs and repairs stone
walks and retaining walls, mixzes and places concrete in forms, lays brick on
pavements; tears down loose plastering, prepares walls, and applies new
nlaster.

Mechanic -- Repairs and maintains automotive equipment or otner motor
driven veniclas such as lawnmowers snd traciors.

Operating Inginesr —~— Opera

tes o sterm heating plant, fires low or high
pressure boilers, keeps records of fuel consumotion, cleans and repairs
boilers and boiler room equinment; or operates, maintains and makes repairs
to a water system and/or sewage disvosal plant, and keeps records in con-
nection with such operations.

Painter -- Paints, staine, varnishes, finishes, lacquers, enamels, and
calcimines the evterior and interior of buildings; paints, varnishes, stains
and finishes hardwood furniture and woodwork.

Plumber -- Installs, and rovairs water pipes, fire hydrants, valves,
bathreon and toilet facilities, kitchen sinks, laundry equipment, gas
ranges, and all accessoriss arnd fittings.

29
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GRADE LEVELS

CPC—6, General Halnternance Aide

Performs maintenence work at the journeyman level in ons of the above
szilled trades necessitating the possession of a certain skill and the serv-
ing of an apprenticeshin. OUperating Ingineer positions allocated at this
level maintain and operate high pressure steam plent heating systems.

CPC-5, Junior Maintenance Aide

Assists craftsmen or mechanics in one or more of the above crafts. or
malkes general maintenance repairs of moderate diffifulty below the journey-
man level but requiring a Workldﬁ knowledze of all trades. Operating
Ingincer positions allocated at this level operate high pressure steam
boilers for heating plaants. This is the journeymen level for operators
of water svstems and sewage disposal plante.

CPC~4, Tndey Maintenance Aide

Under immediate sujervision to serve as an apprentice and to perform
manual labor involving some skill and experience.

LAROEER GRCUP

193]
Q
e}
(6]
]

Under immediatz supervision pe
nection with the maintenance and ge
regulres little snecial tralning arnd
running of corrands, cleaning, scrubd’
service roous, choveling snow, 11ifti

rforms ordinary manual labor in con-
n nokeep of the project. This work
zill, and involves such duties as the
movping occupants! guarters and

by

1]
£ heavv objects, and moving furniture.
= B ) &)

CpC-3
Senior Lahorer: Under the supervision of a superior malntenance
emplozze performs manual labor requiring some ekill, treining or experience
in connection with the maintenance, repair and general upkeeop of a project.
Does rough carpenter, vplaster, and cement work, makes minor repairs to
buildings, kitchan ranges, refrigerators, laundry equipment, plumbing and
lighting fixtures.

Janitor, Senior Eouselreeninc Aide: Under the general direction of a
superior ma;ntanaace employee supervises a small group of workers in the
moving of furniture, sweeping, scrubbing, mooping, polishing floors and
woodwork, the cleaning of occupants' quarters, making beds, changing bed
linens, emntving waste baskets, and the accounting for linen supplies.

Yessenser: Goes on errands betwean projects, delivers packages, and
picks un mail.
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‘ Chauffeur: Drives automobile, takes passengers from one site to
another, maintains upkeep of wvehicle.

Truck Driver: DTrives a truck, loads and unloads material on the
truck, maintains upkeep of vehicle.

Jr. Firemsn: Operates low pressure boiler for heating plant.
CpC-2

Junior Eousekeeping Aide: Cleans occupants! quarters, makes beds;
changes linens; dusts and oils furniture and woodwork; sweeps, scrubs, mops
and polishes floors, stairs and service rooms; keeps rooms supplied with
soap, bath and hand towals; empties wastebaskets ond ashtrays; keeps toilet
rooms supplied with paper.

™
s

e

his position exists only on dormitory or trailer projects.

Junior Janitor: WMoves furniture, sweeps, scrubs, mops and polishes
the floors, walls, and voodwork of the halls, stairs, officeg store rooms,
laundry and other service rooms.

Junicr Laborer: Mows lawns, trims hedges and shrubbery, waters grass,
moves furniture and places and repairs awnings and screens, carries cement
and plaster, passes tcols and performs similar tasks in assisting those
encaged in semi-sxilled and skilled work.

VARIABLES

In addition to the factors mentioned above, the allocation of positions

in the supervisory and performance groups may be affected by variable
factors such as the following:

1. The type of Housing units - dormitories, trailers, homes, or a
combination of thess,

2. The existence of project sewage plant, electric plant, fire
fighting equipment, water plant, strsets or police force.

3. The type of organization - consolidated project with central over—
2ll maintenance section, or individual maintenance sections on each site.

4, The type of construction and the material used in construction.
5, The age of the buildings and the need for repairs, painting, etc.

5. The type of heating systom (individual or central, high or low
steam pressure, coal or oil, etc.)

7. The nature of the landscaping and the type of equipment necessary
for the maintenance of the grounds.

8. The distance of the project from a metropolitan area.
12128 27
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POSITION CLASSIFICATION STANDARDS ¥FOR DIRECTLY-OPERATED PROJECTS

SERIES: PROJECT MAINTENANCE ENGINEER

KIND OF WORK

Concerns the repair and maintenance replacement and alteration of all
buildings, grounds and equipment on a housing project including painting,
sheet-metal work, masonry, flooring, roofing, and including the maintenance
and repair of electrical, neat and plumbing distribution systems and the
maintenance of all plants and paved areas exterior to the project buildings;
the planning and designing of all new mechanical, electrical and structural
improvements and repairs on the project; the performance of continuing
technical inspections of project installations to determine sources of
difficulty in the operation of project eguipment, landscaping and utility
distribution systems, and initiating or recommending to the Central Office
necessary revisions; the estimating of building maintenance costs for
budgetary and other administrative purposes, and the preparation of periodic
and special reports on operating costs; the preparation of specifications
for contracts on materials and equipment, and the purchasing and maintenance
of such materials and equipment required in the operation of the project;
the maintenance of the project grounds including all plantings, equipment,
and paved areas and gradings, and involving tree and shrub surgery, and
insect extermination; the initiation and development of safety devices and
programs and the recommending of essential fire control regulations, and
the maintenance of effective liaison with the Technical Section of the
Regional Office on all problems of maintenance.

GRADE LEVEZLS

P-4, Project Maintenance Engineer

This position represents the highest grade of professional engineering
work to be found on a project in any region. The position is the full-
grade journeyman engineer and involves responsibility for the application
of prefessional competence to major problems arising in the fields of civil
structural, electrical and mechanical engineering as well as in the related
fields of architecture and landscape architecture. Normally, such a
position is justifiable only on the largest projects, i.e., those of 6000
dwelling units and above, where are found such items as large central
heating plants, high pressure steam distribution systems, electrical
generators and transformers, extensive paved areas, major problems of grad-
ing, soil erosion, and land settlement, and complex sewage disposal and water
cooling systems——such factors, in a large community, making for continuing
problems of a highly technical nature requiring the attention of a pro-
fessional engineer. The incumbent of a position at this grade usually
supervises a large maintenance staff approximating 100 persons. The ad-
ministrative responsibility of the position is generally enhanced by the
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scattered location of various sites of the nroiect; this fact also tending
to increase the variety of technical nrodlems which have to be solved. The
incumbent is uswally skilled in at least one of the subject matter fields
mentioned above but also must have a good knowledge of all flelds involved
in project maintenance.

The Vssential allocation facver in determining this level is the ex-
istence on a project of a variety of major itechnical problems sufficient to
reguire the attention of a full-grade professional enginesr. The size of
a project is a good criterion for assuming the presence of such variety of
problems, svidence to date indicating that project ranging from 6000 units
up can présent such problems.

P-3, Associate Project Maintenance Enzineer

Zither:

This represents the highest level for the top maintenance position on
projects of lesser size and complexity whers technical problems of building
and grounds maintensnce are not of sufficient difficulty and variety to
warrant allocation at the journeyman enginsering level. The incumbent of
the position must be a competent enginesr with several years of experience
in ohe "or more f the recognized engineering or architectural fields.
He performs essentially the same work as the P-4 Engineer, and with as
great a degree of technical independence. However, the incumbent is ususlly
stationed on a project of from 2000 to 80CC units, where installations are
less complex than on the largsst projescts, where prodlems of landscaping,
gradine and naving are less varied and difficult, and where the size of the
maintenance staff is considerably reduced from that of the largest projects,
effecting a corresponding decrease in supervisory responsibility.

Or:

Serves as first ascistant to a P-4 Project Maintenance Engineer
stationed on one of the largest projscts where highly difficult technical
maintenance problems constantly arise. In this situation the incumbent of
the P-3 position either acts as the operating technical enginesr for the
project, with the P-4 devoting most of his time to administering the main-
tenance program, in which case the incumbent svends considerable time in
insnection activities, in the study of structural and grounds maintenance
problems, and in the directing of specific repair and alteration jobs; or,
the P-3 servee in a largely administrative capacity, with reqpon51b111ty for
production and coordination, leaving to the P-4 the greater Milk of direct
technical performance and analysis. In many cases, also, the P-3 is
trained in one or more gubject matter fields in which the P-4 engineer has
no direct experience, thus complementing the P-4's technical proficiency.
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POSITION CILASSIFICATION STANDARDS FOR DIREZCILY-OPERATED PROJECTS

SERIES: PROJECT SERVICEIS ADVISER

KIID OF WORK

Concerns the vprovision of educational, health, sanitation, recrea-
tional, day care, cafeteria and cther facilities and services on the proj-
ect site, the stimulation of projsct maintenance by tenants, and the pro-
viding for the livability of war housing and slum clearance public housing
projecte; involving, more sgpecifically: the stimulation of the support and
cooperation of existing community welfare and social agencies, both private
and public, in the mout effective utilization of project space for active
and passive recreatiomal activities; including the development of programs

of community activities and the making of arrangements for the provision

-

of materials and equipment by various other agencies; the stimulation of
interest on the part of temants in performing general maintenance work,
except that requiring ckill ¢r invelving danger, for the purpose of reducing
maintenance costs and rents and to inculcate feelings of home ownership;

the stimulation of Civilian Defense and othsr war morale building activities;
the planning and development, in cocperation with the United States Public
Health Service, local health departments and visiting nurse associations,

of programs of health, safety and canitation which are bhased upon accepted
principles and practices of public health administration and include the
provision of clinics, nurseries and general medical services; and the plan-
ning and development of recreational and related vprograms including adult
and pre-school 2ducation, through the organization of tenant associations
and the cooperation of such cutside aszencies as the Work Projects Adminis-
tration, the Cffice of Defenss Health and Welfare Serviees, and the local
TMCA's,

The incumbent of a Project Services position has a heavy contact
function with local community organizatiorns and officials and with tenants
in the stimulntion of group activities and the provision of local or tenant
leadership for trese activities. In no cass, howsver, is he responsible
for the actual swperviuion of the ¢lubs, playegrounds, nurseries, clinics,
etc. It is his responsibility to see that these functions are properly
organized and carried cut by cther indivifuals or organizations.

P-4,

g

roject Services Adviser

This is the highest grade in this series and may be found on projects

of 8000 units and over. Ths incumbent is responsible to the Housing Manager
or Assistant Housing Marager for the initiation, supervision and coordination
of project services activitiss. Since projects of this size are usually
divided into several sites, additional positions may be estadblished, in ac-
cordance with standards, at eacih location, and the incumbents will be under
the direct supervision of the P-4, Project Services Adviser, who may &lso

have assistants of lower grade in the projeet central office.

3
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Because of the size of projects in this class, the Housing Manager and
Assistant Housing Manager can give little time to the project services func-
tion, thus necessitating full-time assistants in this field. Therefore, the
incumbent of this position should have an excelient background and experience
in recreation administration and contact work so that he can perform his
duties,with a minimum of supervision and direction.

P-Z, Associate Project Services Adviger

his grade are found on projects housing from 2001 to 8000
unite, on which they have co pl te responsibility for the project services
activities of thec ovroject These positions can also be established on a con-
solidated project of 8000 units or over when the incumbent is specifically
responsible for the projzct services activities of a site of a least 2000 units

(°_.l.

P-2, Assistant Project Services Adviser

’Iz

At this level positions include responsibility for the initiation and
coordination of project services activities on projects ranging from 1201 to
2000 units.

This is also the performance and full operating level on larger projects,
on which as many positions may be established at this level as are needad.

P-1, Junior Project Services Adviser

Positions established at this level are of a trainee nature and are found
only on largs projects where a P-3 or P-4, Project Services Adviser supervises
and trains the incumbent.

REMARKS

It chould be nnted that there are a tremendous number of variables in the
allocation of positions in this series and the only constant factor is the
size of the project. Therefore, the levels have been set at the maximum grade
according to the nuiber of units on the project and it will be necessary for
the regional office to evaluate each position as the need for it arises.
Among the variable factors are: the amount of responsibility for the project
services function which the Hcusing Managsr reserves for himself, and the
amount he delegates to a specizl assistant; the degree of supervision he ex=
ercises; the physical, social and polltlcal charactericstics of the community;
the type and degree of existing services which are available to the community;
the isolation of the project; the amount and type of assistance rendered by
the regional offics; the need for stimulating tenant leadership where outside
leadership is not avmlleble- the scope of project services activities on the
projecte.

Please see the Tenant Aide Series which combines the Project Services
and leasing and Occupancy functions on projects of less than 1200 units.
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POSITICN CLASSIFICATICH STAIDARDS FOR DIRECTLY-OPERATED PROJECTS

.

SZRIZS: RISIDENT MANAGER

XIXD OF WORK

Is responsible for managing a small development or a site on a consolidated
project where the over-all supervisien rests in the position of Housing
Manager. The duties performed by the “Hasident Manager vary with the organi-
zation and operation of the nroject. On consolidated projects without cen-
tral project offics maintenance, leasing and occunancy, project services, and
account*pg sectiong, Resident Managers are responsibile for these duties on
the particular site or development. Otherwise, Resident Managers are res-—
ponsible for collecting and accounting for rents, receiving tenant complaints,

?
maintaining records of taﬁaﬂtﬂ furnis Hing data for the Housing Manager's use
in developing budget estimates, procuring of supplies, and displaying units

to applicants.

GRADZ 'TV“JS

The allocatinsn of Resident Manager nos itlone, like those of Housing Manager,
is based primarily upon tn° number of units exn the projects on which they

H)
,,J

exist. Grade levels for thess positiong are usually two grades lower than
those of Housing Manager vositions For projects of the same number of units,

as shown below.

Grade Units

CAF-9,10. ... it ieieensas. . Over 1200
CAF=8,9. it iiieieee ... 781 1o 1200
O I T 1 a2 I A 750

T eeareneanacoraensesassss 206 to 450
CAF-D,Beenvararsnanrsssnens.ss.176 to 265
I I N '« I 4
CAF-d it iiriavnrnsnesaraeease.Up to 120

VARIABLES

Resident Manager positions are affscted to a great extent by the organi-
zation of project and the siructural composition of its central projsct
office and site staffs. The proximity of the site to the central office
is an important verisble in that Resident Manager grades will be lower

if the office is at or contiguous to thne site. ZResident Mansger positions
usually do not exist on sites of less than 751 units where there is also
an Assistant qOu%lﬂ Manager. o '
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POSITIOCN CLASSIFICATICN STANDARDS FOR DIRECTLY-OFERATED PROJECTS

()
a1

¥

SZRIZS: STORBEEEPER

ZIND CF WORK

Concerns the filling of approved requisitions for the issuance of
materials, supplies, and equipment from suvplies in the warshouse; thse
receipt, orage, custody and oreservation of tools, hardware, furniture and
other supolies and equipment; the requisitioning of stock for replenishment

e Cth“ of such materials to insure that their quantity, quality,
on comply with the related recuisitions, invoices and other
purchase me dla- the submission of daily revorts of materials issued, received
and transferred and of such other reports as may be required.

ie

GRADE LEVELS

CAF~4, Storekesper

Has charge of a moderatelr largze warenouse the area of which should
approximate 10,00C square feet; the value of the zoods stored should at all
times approximate §75,000; and there should be a considerable turnover of
the items in storage, i.¢., about three times vearly. The incumbent should
supervisas two or more employess

CAFP-Z, Assistant Storekesper

CAF-2, Junior Storekeeper

lespensible for the operation of a small warehouse and supervises a
small group of under storeksepers or laborers.

Serves as full-time assistant to a higher grade storekeesper.
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POSITION GLASSIFICATION STANDARDS FOR DIRZDTLY-OPERATID PROJECTS

XIKD OF WORK

'_.
j=
162]

n erieg combines the LeaQ1ng and Occupancy and Project Services
functions on projects of less than 1200 units. The work includes contacts
with indusirial plant managers to determine essential war workers to be
noused, the receipt and verification of the eligibility of applicants, the
investigation and dijustment of complaints, and the reexamination of tenants
for continued temant eligibility; also included are the provision of educa-
tional, health, sanitation, recreational day care and project maintenance
by tenants, providing for the livability of projects and the stimulation of
tenant leadership. In no case 1s an incumbent personally responsibls for the

actual supervision of the clubs, playgrounds, nurseries, cliniece, etc. It
is his responsibility to see that these functions are properly organized
and carried out by other 1nd1v1duals or organizations.

GRADE LEVIELS

At this level the incumbent is reosponsible to the Housing Manager for
the Leasing and Occupancy work and the Project Services functions on proj—
ects ranging in size from 450 to 1200 units.
CAF-5, Sznior Tenant Aide

At this lev he i bent i = sible under the supervision of the
Housing Manage ncy work as well as Project Services
funﬂnons on projects rangi in size fr om NOO to 4B0 units.
OR:

At thie level, on a large project, the incumbent may be located on a

sub-division of thnt vproject and is reeponsible to the Leasing and Occupancy
Agent for the rental work on sporoximately 3000 to 4000 units. In this
instance his work is supervised and reviewed by the Leasing end Occupancy
Agent in the Project central office. His duties include the supervision of
- of applicatlons for admission and internreting eligibility re-
quireme nts to applicahts, making field visits as required to verify state-
mentg of applicants regarding housing conditions, submitting regular revorts
showing weekly progress of work, and supervising the necessary clerks and
interviewers.
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CAF-4, Tenant Aide

A+

t this level thes incumbent is respnnsitle under the supervision of
the Housing Manager for the leasing and ococupancy and project services
functicns on projects ranging in size from 178 to 265 units. On a large
consolidated project he is responsible to the top Leasing and Oceupancy
Agent for the rental work on sites of 3000 unite or less with work
supervised and reviewed dy the Leasing and Occupancy Agent in the project
central office.

m

he incumbent takes ap
bility requirements to aopl
statements

thereon,

) g , makes field visits as re
of applicants regarding housing conditions and prepares reports

REMAFRKS
It should be noted that these levels and grades were established for
positions which combined thsge functions, and it is only on this basis
that the gradés can be justified.
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POSITICH CLASSIFICATICY STANDARDS FOR DIRECTLY-OPERATED PROJECTS

SSRIZS: RESIDENT MANAGER

KIND OF WORK

ocnsible for managing a small development or a site on a consolidated
roject where the over-all supervisicn rests in the position of Housing

ger. The duties performed by the ®Rasident Manager vary with the organi-
zation and operation of the nroject. On consolidated projects without cen-
tral OLOJ“Ct office maintenance, leasing and occunmancy, project services, and
accounting sections, Resident Managers are responsibile for these dutiss on
the particular site or development. Othsrwise, Resident Managers are res—
vonsible for coliecting and accornting for rents, receiving tenant complaints,
maintaining records of ftenants, furnishing data for the Housing Manager's use
in developing budgs estimatos. procuring of supplies, and displaying units
to applicants.

GRADE IEVELS

The allocation of Recident Manager positions, like those of Housing Manager,
is based primarily upgon the number of anits orn the projects on which they
exist. Grade levels for these positicns are usually two grades lower than
those of Housing Manager npositions for projscts of the same number of units,
as shown Dbelow.

Grade Units
CAF=9,10.. .. iieiiinrnnrnsn....0Over 1200
CAT =879 e ttenennneneenerennn...751 to 1200
CAF =7 B e et iinieensnenennnaa dBl to 750
CAT B, 7 e e esveenennnnenennssss 266 to 480
CAT=5,6ueenrenernenennenneees 176 to 265
CAP 4, B vennnrnrnnnsnensensnss 12l L0 175
CAF—d . i it iinsrieiiaanssasesUp 0o 120

.

VARIABLZS

Resident Managzer positions are affected to a great extent by the organi-
zation of project and the siructural compesition of its central project
office and site staffs. The proximity of the site to the central office
is an important varizble in that Resident Manager grades will be lower

if the office is at or contiguous to tne site. Resident Maneger positions
usually do not exist on sites of less than 751 units where there is also
an Assistant Housing Manager. ' o
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PCSITICY CLASSIFICATICN STANDARDS FOR DIRECTLY-OPERATED PROJECTS

of approved requlisiticns for *the issuance of
PP q

eguipment from supplies in the warehouse; the

-

e

Concerns the
materials, supplies

receipt, storage,

other supplies and

a2nd preservation of toole, hardwars, furniture and
; the requisitioning of stock for revlenishment
materials to insure that their quantity, quality,

tne related reguisitions, invoic2s and other
sion of dally revorts of materials issued, received
n other reports as may be required.

Has ch ratelr large warehouse the area of which should
approximate faet; the value of the goods stored should at all
times apnro: and there should be a considerable turnover of
the items iz about three times yearly. The incumbent should

Has charze of a small warshouse and supervises a small group of lower
grade storekoepers and labe

O

rerd.

Regponsible for the operation of a small warehouse and supervises a

small oup of under storekeepers or laborers.

s}

Serves as full-time assistant to a higher grade storekeeper.
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POSITION SLASSIFICATION STANDARDS FOR DIREDTLY-OPERATZID PROJECIS

This series combines the Leasing and Occupancy and Project Services

ions on projects of lesgs than 120C unit s. The work includes contacts
with industrial plant managers to determine esssntial war workers to be
housed, the rece-pt and verification of the eligibility of applicants, the
invesgtization and & Ju"t ant of complaints, and the rlaxamlnaulon of tenants
for continved tenant el Bility; also included are thz provision of educa-
tional, h2alth, sanitation, Tecreational, day care ani project maintenance
by tenants, providing for the livability cf projects and the stimulation of
tensnt leadership. In no case is an incumbent personally responsible for the
actual supervision of the clubs, playgrounds, nurseries, clinies, etc. It
is nis regponsibility to see that these functions ars properly organized
and carried out by other individuals or organizations.

GRADE LEVELS

At this level the incumbent i rosponsible to the Housing Manager for
PO

the Leasing and Cccupancy work and the Pr OJect Services functions on proj-—

ng in eizs from 450 to 12C0 units.

At thig level the iacumbent is

s ible under the supervision of the
Housing ¥anager for the Leasing and %

Cy as well as Project Services
functions on projects rarnging in size from 200 to 450 units.

¢ lavel, on a large pro

i joet, the incumbent may be located on a
sion of that project and is S
t

sonsihle to the Leasing and Occupancy
ne rental work on spnroxi ately 2000 to 4000 units. In this

s work is supervised and reviewed by the Leasing and Occupancy

e Project central office. ¥is duties include the supervision of
tne tun*ng of applicaticng for admission and internreting oligibility re-
quirements to applicahts, making fleld visits as required to verify state-
ments of applicants regarding housing conditions, submifting regular reports
shewing weskly vprogress of work, and supervising the necessary clerks and
interviewers.
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CAF-4, Tenant Aide

At thie lev the incumbent
the Housing Manager for the leacil

g

"5

ecpronsible under the supervision of
N occupancy and preojsct services
functions on projects ranging in size from 178 to 285 units, On a large
consolidated project he is responsible to the top Leasing and Cccupancy
Agent for the rental work on sites of 2000 units or less with work
supervised and reviewed by the Leasing and Occupancy Agent in the project
central office.

W

£

moB e

[

(]

\
The incumbent takes app
bilit" requirements to appli
atements of anplicants re
tnernon.

ations for admission and interprets eligi-
nvs, makes field visits as reguired to verify
~garding housing conditions and prepares reports

It should be ncted that these levels and grades were established for
e ions 8

positions which combined these functions, and it is only on this basis
that the grades can be justifi=d.

12128






