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¢ +¢ The need for written class specifications governing the allocation
of positions in the Regional Offices has long been recognized by the
Personnel Division. With the decision to effect the decentralization

of the classification function, the need for standards became acute.
The following pages represent the first step in satisfying that need.

Due to several circumstances beyond the control of the Personnel
Division, it has been impossible to prepare complete class specifications
coincidental with the assigmment of classifying authority to the
Regional Offices. As a substitute which will provide an immediate
working tool, the classification standards included herein have been
prepared. Tney must be considered as preliminary to the class specifi-
cations but can be taken and used as authoritative and definitive of the
grades which the Central Office will recognize without question on
post-audit. They should be observed carefully by the regional classifying
authority until such time as new and additional data submitted to the
Central Office for consideration has resulted in necessary revisions and
the issuanee of a final, complete set of clnss specifications.

The limitations of standards alone as o basis for complete personnel
and administrative use are apparent. The standards do not cover all
positions, although thirty-five major series are discussed; and the
series that are covered frequently do not contain complete adequate
subject-matter detail. Also, the standards, unlike class specifications,,
do not include statements of minimum qualification requirements for
each kind and level of work. Only as passing remarks to clarify the
discussion of a particular level, have qualification requirements been
mentioned. Consequently, the standards cannot be used to any great
extent as an aid for recruitment.

The Classification Section has be-n handicapped in its task of
defining kinds and lev:ls of work by the absence or inadequacy of in-
formation relating to the operations, functions and responsibilities
of the Regional Offices under the decentralized war housing program.

To prepare classification standards or specifications before rather then
after a complete classification survey of all positions, it is always
difficult. The Central Office personnel in the operating divisions,
however, as well as the Regions themselves, have been helpful in supolying
us with needed data and to this extent the standards issued are complete
and accurate.

The classification standards will be of assistance to the Regional
Offices in the administration of the personnel program within-their
respective organizations. We shall expect to receive suggestions from
the Regions for changes to be made which will improve or reorient the
standards.

—— ./ ;’ X /k/;" &//
/l\éf't'lmfgg P ﬁ{.’/ yd g e
Charles G. Stern
Director of Personnel
- Washington, D. C.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICTS

SERIES: ACCOUNTANT

KIND OF WORK

Concerns the installation and maintenance of comprehensive systems of ac-
counting for all funds made available to 2 regional office including revenue
receipts from housing management operations; the maintenance of detailed
budgetary and fund accounts for all regional office activitices; the es-
tablishment of all basic fiscal pnlicies and procedures of the region; the

N maintenance of essential accounting records on Projects constructed under

A Cost-Plus-A-Fixed-Fee contracts; the advising and supervising of Local
Housing Authorities and Housing Managers in the installation and mainten—
ance of project accounting records; and the preparation and review of all
financial reports and statements required by the Regional and Central Offices.

GRADE LEVELS

£ CAF-12, Head Accountant

> As Regional Accountant, has primary responsibility for directing the instal-

. lation and maintenance of a comprehensive accounting system and related

g records for a Regional Office, reflecting 2ccountability for all funds with

respect to the construction and operation of all housing projects within

the Region. Plans, coordinates and supervises the activities of the Accounts

Section, including the bookkeeping, administrative audit and project ac- -

counting functions of the Region. Participates in all mz.jor conferences

affecting the fiscal program of the Region, 2nd makes final recommendations

B¢ for the establishment or revision of accounting and administrative audit

i policies, procedures and systems. Prescribes and directs the installation

. and maintenancs, under policies and proccdures promulgated by the Central

g Office, of the accounting systoms to be followed by the Regional Office,
by the Directly and Indirectly Operated Federal Housing Projects in the
Region, as well as by the FPHA-Aided Projects, the PWA Housing Projects and
the Limited Dividend Corporations; and prescribes and directs the instal—
lation and maintenance of field accounting records required for the pro-
cessing of fiscal documents on projects in the constriction stage ugder
Cost-Plus~A-Fixed-Fee contracts. Directs the examination and processing,,
and certifies for payment to the appropriate United States Treasury
Disbursing Office, all approved public vouchers ineéident to the admini-

‘ stration of the Regional Office and those covering payments under all

contracts for construction, as well as those for the operation of Directly

and Indirectly Hanaged Federal Projects. Is responsible for the preparation

of 2ll periodical financial statements, mports and correspondence that may

be required by the Regional Director and ths Central Office. Represents the

Regional Office in contacts involving fiseal matters with representatives

of the Centrel Office, Local Housing Authorities and Directly-Operated

1
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‘Projects. Is responsible for the preparation of the Regional Office pay-
rolls and for the examination of field payrolls prepared at project sites;
and is responsible for the maintenance of the Regions Leave and Voluntary
Payroll Deduction Records.

This position represents the expert fiscal authority of the regional office,
and all regional accounting and administrative audit polices and procedures
are initiated and established by the incumbent. The position carries a
heavy administrative, technical and contact responsibility, sufficient to
warrant its allocation at Grade CAF-12.

CAF-11, Principal Accountant, Senior Field Accountant.

As Assistant Regional Accountant, is responsible for giving immediate super-—
vision to the activities of the bookkeeping and administrative audit staff
o0f the regional Accountants Section. Serves as a full-time Assistant to

the Regional Accountant, assigning work to, and reviewing the work of, the
Administrative Audit and Bookkeeping Units as well as controlling and
reviewing the work of the Field Accountants and Projsct Accountants in

their accounting duties out of the Regional Office and on the project

sites, Is delegated responsibility to act as Certifying Officer in the

same manner as the Regional Accountant, and under such authority, certi-
fies approved public vouchers for payment. Resolves major problems of a
technical nature referred to him by members of the accounting staff and
makes final decisions on matters not involving mejor fiscal policy and
procedure, On occasion, visits Local Housing Authorities and Project

Sites to advise on and render assistance in troublesome situstions involving
financial matters, and in such cases acts with the full authority to the
Regional Accountant to commit the Regional Office.

This position exercises full~-time administrative and technical control over
the activities of the Field and Office Accountants, Bookkeepers and Audit
Clerks of the Region. The position requires a high degree of technical
accounting knowledge and the abilitv to manage the activities of a large
staff, and to establish and maintain effective contacts over a wide field
of regional, project, and central office personnel.

As Senior Field iAccountant, has primary responsibility for advising and
assisting Project Accountants in the establishment and maintenance of
accounting records and offices on Cost-Plus-A-Fixed-Fee Projects. As
authorized by the Regional Accountant, makes extended visits to Project
Sites to establish accounting offices; and periodically thereafter, until
the completion of construction, makes visits for the purpose of inspecting
the books of account and related records to asc:rtain that they are being
maintained in accordance with prescribed procedures, recommending or
taking remedial action where necessary. Serves as a special trouble-
shooting &xpert in situations involving highly c-nfidential investigntions
and reports, or where unusual tact, diplomacy and technical skill is
required to analyze accounting difficulties and to effectuate sound
remedies.
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This position represents the senior level of Field Accountants in the
Regional Office, with primary responsibility for field advisory work in
connection with projects constructed on a Cost-Plus-A-Fixed-Fee basis and
in connection with particularly troublesome financial situations on the
Project Sites calling for the attention of an expert in the field. The
field advisory work in connection with Cost-Plus Projects is regarded as
being one grade higher in difficulty and responsibility thanthe general
duty Field Accountant position.

CAF-10, Field Accountant

This level represents the junior grade for field advisory work in con-
nection with the installation and maintenance of accounting systems on

the project sites. The incumbent's primary contacts are with Local Housing
Authorities, USHA-Aided Housing Projects and Directly-Operated Projects,
and projects under construction where the contract is not Cost-~Plus-A-
Fixed-Fee. The incumbent of this position is not expected to represent

the Regional Office in special trouble-shooting investigations in the field.
Other than these, the incumbent of the Field Accountant position performs
essentially the same duties as do the Senior Field Accountant, i.e., in-
specting Local Authorities and Projects books of account, rendering advice
oneccounting problems and procedures, interpreting regulations, gathering
data from varied sources and preparing comprehensive reports on findings
with recommendations for the correction of unsound or irregular systems of
accounts.

PROJECT ACCOUWTING POSITIONS J%

B

£

CAF~11,- Principal Project Accountant %
.

On Cost Plus Projects estimated to cost $3,000,000, is responsible for the -
maintenance, on the Project Site, on a dbudgetary control basis involving ;
allotment accounting, of a prescribed accounting system and related re- ™
cords reflecting accountability for all expenditures involved in the ;ﬁ
construction of the project. ZIExamines contractors records, reports, bills, 3
invoices and payrolls and approves vouchers for transmittal to the Regional ’ﬁ
Office for payment, such vouchers representing claims of the contractor %

for reimbursement for costs incurred in the construction of the project.
Prepares and submits periodic and special financial statements, reports
and correspondence to the Regional Office as required. May supervise one
or more Assistant Project Accountants, grades CAF-7, assisting in the work
on the project.

A
j

»

AT e

CAF-10, Senior Project Accountant

The incumbent of this position operates in exactly the same manner, and
discharges the same basic responsibilities, as does the Principal Project
Accountant, except that he is assigned to Cost Plus Prnjects programmed to

5-
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cost between $1,500,000 and $3,000,000. This difference in responsibility
for fund accountability is cnnsidered to warrant ~ne Grade less.

CAF-9, Project Accountant

The incumbent of this position performs essentinlly the same dutics and
discharges basically the same responsibilities, as do the Project
Accountants of higher grade. The responsibility, however, is limited in
scope to Cost Plus Projects progrommed to cost less than $1,500,000.

CAF-7, Assistant Project Accountant

The incumbent of this position is responsible for rendering general ad-
ministrative and technical assistance to Project Accountants of higher
grades. This assistance is usually in the nature of a ssembling necessary
financial data and preparing preliminary drafts of periodic and special
reports; or the detailed work in connection with the examination of pay-
rolls and contractors accounting records; of the checking of receipt of
materials on the site to determine their conformity with contract require-
ments; or the verifying of contractors vouchers, prior to approval by the
Project Accountant and submittal to the Regional Office for payment.

RAMARKS

The standards indicated above involving the level of Regional Accountant
and Assistant Regional Accountant reflect an organization which includes

as well as the strictly bookkeeping and accounting functions, the functions
of administrative audit and payroll, leave and bond deduction administra-
tion. This situation is only an accident of organization and the inclusion
or exclusion of the administrative audit and payroll functions among the
responsibilities of the Regionnal Accountant do not, at this stage, have
any material bearing upon the ollocations of thase nositions at Grades
CAF-12 and CAF-11, respectively. It is safe to assume that the grade of
the Regional Accountant would remain at its! present level vere these
different, although related, functions withdrawn from his administrative
control. It should be noted, apropos this subject, that the Central Office
Accounting Section is organized along oxactly the same lines.

The grade for the Regional Accountant was nrrived at only after considerable
study by the Classification Section, involving comoarisons with similer
positions in other agencies of the Federal Government. The allocation for
the corresponding vosition in the Central Office, Chief Accountant, as
approved by the Civil Service Commission is grade CAF-13. This grade was
secured only after considerabls discussion with the Civil Scrvice
Commission. The position of the Chief Accountant carrics an overall ree=-
eponsibility for the accountability of funds aponropriated or transferred

to the Federal FPublic Housing Authnrity, together with a finality nf re-
sponsibility for results, sufficient in the opinion of the Central Office

11362 4
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Classification Section to warrant its! allocation at least one gréde higher
than corresponding positions in the Regional Offices. The position of
Regional Accountant seems, definitely, to be properly allocated at grade
CAF-].Z ]

The position of Senior Field Accountant, CAF-11, represents a new allo-
cation based upon additional information submitted by several Regional
Offices. Because of its particular responsibility for work in connection
with Cost Plus Projects, the number of such positions to be established
in any one Region bears a direct relationship to the numberof Cost Plus
Projects within that Region, and to the number of such projects which can,
be adequately supervised by one individusl. It is not expected that the
Senior Field Accountant will not perform duties on other than Cost Plus
Projects, but the Cost-Plus work should be his primary concern. A general
duty level at grade CAF-10 has been established for field advisory work
in connection with Lump-Sum Projects under construction, as well as for
the regular work in connection with projccts in the managsment stage.
The differences between the two levels should be kept distinct in operation,
"
The position of Associate Fiscal Accountant has not been discussed here
primarily because it is regarded as being essentially a supervisory
position, responsible for the bookkeeping operations of the Accounts
Section, and not, for this reason, falling in the professional Accountant
Series.
‘With respect to the field positions, i.e., Project Accountants, it can
only be said that the standards set forth are arbitrary in the extreme
and are certainly subject to revision on the basis of adequate evidence,
Only one thing seems very definite on this subject, and that is that
grade CAF-7.seems about the top to which the work of an Assistant to
a Project Accountant would warrant allocation.
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FPHA 1-15-45
POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES °

SERIES: FINANCE OFFICER, ACCOUNTANT) ACCOUNTS CLFRKS 1/

KIND OF WORK

Concerns,the installation, maintenance, and operation of comprehensive
systems of accounting for all funds made available to =z regional office
including allotments for construction; revenue receipts from housing
management operations; the maintenance of detailed budgetary and fund
accounts for all regional office activities; the establishment of all
basic fiscal policles and procedures of the region; the maintenance of
essential accounting records on Projects constructed under Cost-Plus—-A-
Fixed~Fee contracts; the advising and supervising of Local Housing
Authorities and Housing Managers in the installation and maintenance of
project accounting records; and the preparation and review of all financial
reports and statements required by the Regional and Central Offices,

GRADE LEVELS

CA¥-13, Regional Finance Officer
CAF-12, Assistant Regional Finance Officer

L8 Regional Finance Officer, has primary responsibility for directing the
installation and maintenance of a comprehensive accounting system and
related records for a Regional Office, reflecting sccountability for all
funds with respect to the construction, operation, or both, of all housing
projects and Conversion Management Activities within the Region., Plang,
coordinates and supervises the bookkeeping, administrative audit and projsct
accounting functions of the Region. Participates in all major conferences
affecting the fiscal program of the Region, and makes final recommendations
for the establishment or revision of accounting and administrative audiv
practices, procedures and systems. Prescribes and directs the installation
and maintenance, under policles and procedures promulgated by the Central
Office, of the accounting systems to be followed by the Regional Office, by
the Directly and Indirectly Operated Federal Housing Projects in the Region,
as well as by the FPHA-Aided Projects, the PWA Housing Projects, etc.,
directs the installation and maintenance of field accounting records required
for the processing of fiscal documents on projects in the construction stage
under Cost-Plus-A-Fixed-Fee contracts. Directs the examination and
processing, and certifies for payment to the appropriate United States
Treasury Disbursing Office, all approved public vouchers incident to the
administration of the Regional Office and those covering payments under all
contracts for construction, as well as those for the operation of Directly
and Indirectly Managed Federal Projects., Is responsible for the preparation
of all periodical financial statements, revorts and correspondence that may
be required by the Regional Director and the Central Office, Represents

the Regional Office in contacts involving fiscal matters with representatives
of the Central Office and Local Housing Authorities.

l/' These pages 1 through 5,3, dated 1-15-45, supersede pages 1 through 5 and
43 through 46, dated March 1, 1943.
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Is responsible for the preparation of the Regionsl Office payrolls and for
the examination of field payrolls prepared at project sites; and is
responsible for the maintenance of the Region's Leave, Bond, and Voluntary
Payroll Deduction Records.

This position represents the expert fiscal authority of the regional office,
and all regional accounting and sdministrative audit policies and procedures
are initiated and established by the incumbent. :

As Assistant Regional Finance Officer, serves as a full time assistant to
the Regional Finance Officer in planning, organizing, coordinating and
supervising the activitles of the Finance and Accounts Section and usually
divides specific responsibility with the Regional Finance Officer for the
direction of either the internal operations of the Section or the Field
Accounting activities. This position requires a high degree of technical
accounting knowledge and the ability to mansge the activities of a large
staff, and to establish and maintain contacts throughout the region.

These two positions are established in lieuw of the Regional Accountant and
Assistant Regional Accountant on the assumption that there will be an
increase in regional responsibility for the execution of fiscal policy.

CAF-11, Project Accountent

On Cost Plus Projects estimasted to cost $3,000,000, is responsidle for the
naintenance, on the Project Site, on a budgetary control basis involving
allotment accounting, of a prescribed accounting system and related

records reflecting accountability for all expenditures involved in the
construction of the project. Examines contractors records, reports, bills,
invoices and payrolls and approves vouchers for transmittal to the Regional
Office for payment, such vouchers representing claims of the contractor

for reimbursement for costs incurred in the construction of the project. J
Propares and submits periodic and special financial statements, reports

and correspondence to the Regional Office zs required, May supervise one

or more Asgistant Project Accountants, grades CAF-7, assisting in the work

on the project,.

CAF-10, Project Accountant

The incumbent of this position operates in exactly the sBame manner, and

dischsrges the same basic responsibilities, as dces the Principal Project

Accountant, except that he is assigned to Cost Plus Projects programmed to
‘cost between $1,500,000 and $3,000,000. This difference.in responsibility ‘
for fund accountability is considered %o warrant one Grade less.

CAF.g, Pfoject Accountant

The incumbent of this position performs essentially the same duties snd

discharges basically the same responsibilities, as do the Project

Accountants of higher grade, The responsibility, however, is limited in ‘
scope to Cost Plus Projects programmed to cost less than $1,500,000. -

-2 -
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CAV-7, Project Accountant

The incumbent of this position is responsible for rendering general
administrative and technical assistance to Project Accountants of higher
grades. This assistante is usually in the nature of assembling necessary
financial dats And preparing preliminary drafts of periodic and special
Teports; or the detailed work in connection with the examination of pay-
rolls and c.ntractors accounting records; of the checking of receipt of
materials ¢n the site to determine their conformity with contract require-
ments; or the verifying of contractors vouchers, prior to approval by the
Project Accountant and submittal to the Regional Office for payment.

CAF-11, Field Accountant

The Field Accountant at this level has primary responsibility for directing
and supervising the activities of the Field Accountants. Serves as a
trouble~shooter in situations involving highly confidential investigations
and reports, or where unusual tact, diplomacy and technical skill is required
to analyze accounting difficulties and to effectuste sound remedies. Directs
end/or participates in the closing out of the books of accounts of 2
Directly-operated project being transferred to Local Housing Authorities
under lease agreement. Reviews Central Office Audit reports and takes remedial
action; also reviews alded-projects'requisitions for annual contributions
before submitting to the Central Office. Directs and/or participates in the
installation of Books of Accounts for Local Housing Authorities, Directly
Operated projects and cafeterias; and establishes a training program for
project accounting personnel., Directs the activities of a staff of Field
Accountants engaged in reviewing project accounting systems and practices

for conformance with the Manual and with good accounting methods, evaluating
performance, advising on problems, and recommending and installing new
procedures.,

CAFflo, Field Accountant

This is the full grade performance level for Field Accounting work, This
position carries major responsibilities for field advisory and examination
work in connection with accounting records and systems at Local Housing
Authorities, Cafeterias, directly operated projects and projects under
construction, The incumbent of this position serves as an advisor to
rroject personnel on accounting problems, sids in the installation of books
of accounts, trains personnel in the maintenance of the accounting system;
instructs in the preparation of reports, interprets accounting policy and:
resolves accounting problems and inspects the books of Accounts.  Aids-thé
Local Housing Authorities in preparing the requisition and justification for
their amnual contributions, Gathers data from various sources and prepares
comprehensive reports on findings with recommendations for the correction
of unsound or ivregular accounting practices, This position distinguishes
from ¥Field Accountant, CAF-8, in that the latter is concerned primarily
with war housing projects, while the Field Accountant, CAF-10, concentrates
on Aided 412 or 671 projects,
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CAF-g2, Field Accountant

This level represents field advisory work in connection wich the installa~
tion and maintenance of books of accounts and accounting reccrds at
projects generally other than PL-L12 and 671, The incumbents of positions
at this level perform essentially the same duties as do thie Journeymen
Tield Accountants i.e., inspect project books and accounting records for
compliance with the Accounting Manusl, render advice on accoujting problems
and procedures, interpret regulations, gather data from varied.sources and
preparing comprehehsive reports on findings with recommendations for the
corrections of unusual or irregular system of accounts, The major difference
lies in the greater scope and complexity of the financial systems and
operations of projects constructed under FL 4l2 or 671,

CAF-11, Fiscal Accountant

Acts as Chief of the Accounts Unit and is responsibdle for planning and
directing the bookkeeping operation of a regional office, including those
activities pertaining to the control and reporting of Conversion Management
fiscal operations; the maintenance and reconciliation of general ledgers

and such subsidiary ledgers and detail records as zallotment, cash disburse-
ment and collection, and property; the maintenance of a status of Funds
eontrol, income and expense records, and controls and records of cbligations
and liguidations., Directs $the annual closing of the general ledger and the
preparation of all special and periodic reports and statements as may be
required by the region, Central Office, General Accounting Office, and the
Treasury Denartment. Interprets accounting procedures, installs prescribed
proctdures and systems, confers with the Regional and the Assistant Rogional
Finance Officer with regard to accounting procedures and recommends new

or improved methods for the processing of financial documents and other media.

This position is approved on the basis of the additional responsibility for
Conversion Management Accounts, including the installation and meintenance
of the General Ledger and subsidiary records and the preparation and sub-
mission of fiscal rcports,

Whore responsibility for Conversion Management Accounts is not vested in
this position, it should be allccated in grade CAF-10,

CAF~9, Fiscal Accountant

dots, on a full time basis, as the assistant to the Chief of the Accounts
Unit, with responsibility for the distribubion of work to subordinates, the
expediting, and the coordination of the flow of work, and in such capacity
acts as consultant on any wnusual or complex problems that may arise.
Assists the Chief in planning the work of the Unit and in the installation
of new or revised systems and procedures, and is responsible for the
instruction and training of new employees. Has ultimate responsibility for
the supervision and coordination of the preparation of all maJor financial
roports of the Unit and the preparation of trial balances, reconciliations
and statements. '

T
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Direct responsibility for the maintenance of the General Ledger is not
necessarily placed in this position, although the size of the program
and the operating problems of some regions may meke such a combination
desirable,

Approval of this position at grade CAF-9 is based on the responsibility
for acting as a full time assistant to the Unit Chief in planning, coordi-
nating and supervising the work of the Unit; resolving problems affecting
the entire staff, and acting in the absence of the Chief,

When Conversion Management Accounts activities are not included in the
supervisory responsibilities of this position, its allocation should be
in grade CA¥F-8,

CAF-6, Fiscal Accounts Clerk

Is respmonsible for the maintenance of the General Ledger of all financial
activities of the regional office, summarizins and controlling allotments
issued, obligations incurred 'and expenditures made in connection with the
construction, operastion and administration of the FPHA regional housing
program. Heviews posting media, prepares and vosts journal vouchers, and
makes up monthly trial balances. Responsible for detecting discrepancies
between the general ledger and subsidiary ledgers and for conferring with
and advising ledger clerks in order to effect proper reconciliations.
Prepares or directs the preparation of regular and special reports.

The incumbent of this position may also have responsibility for the
maintenarce of one of the subsidiary ledgers or detail records of the
Accounts Unit,

The major factor warranting the allocation of this position to grade CAF-6
is the inherent importance of the General Ledger as a control of all the

financial activities and as a source of all the major renorts.

CA¥-H, Fiscal Accounts Clerk

Fund Control - Is responsible for the maintensnce of fund control records
of the rezion esvablished to provide z summary control of all funds by
appropriatzion and limitation and by fiscal year and purpose for management
and cus¥toedial fa-fs, and reflecting currently for eacihi fund the cumulative
authorization al:ctmenis, net expenditures, net obligations, and the
balances of unatiiotted authorizations, unobligated allotments and un-
liquidated obligztions.

The incumbent of this position individually nerforms or supervises the
performance of the operations involved in "lotting" of documents, estab-
lishing predetermined totals, posting to the control, and transmitting
to the Bookkeeping and cash units, of the various documents flowing through
the control desks, These documents include advices of authorizations,

-5~
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allotments, obligations, voucher documents, schedules of collection,
schedules of cancelled checks and journal vouchers; totals daily the
various columns of the Fund Control Record and balances with a summary

of bookkeeping machine totals and a summary of cash book totals covering
vouchers, schedules of collections and cancellations etc. Prepares
monthly & Status of Funds Report. The incumbent of this position may
exercise responsibility for the supervision of one or more accounts clerks
in lower grades (generally not exceeding 5) assisting in sorting, lotting
and posting.

This position is approved at grade CAF-5 only when it revports directly to
the Chief or Assistant Chief; if it reports through an intermediate position
then it should be allocated in grade CAF-4, The major factor governing the
allocation of this position is the key nature of its control in the
activities of the accounts unit since it reflects authorization and
allotment balances and provides continuing verification of the allotment
ledgers and cash controls. ‘

Other Fiscal Accounts Clerks positions may be sllocated in grade CAF-5
when they are responsible for supervising small groups of Fisdal Accounts
Clerks in grades CAF-L and less, who are engaged in performing the duties
outlined below under CAF-L, CAF-3 Fiscal Accounts Clerks,

CAF-L, Fiscal Accounts Clerk

This is the journeyman level in a Regional Office where responsibility is
vested in the incumbent for full performance in the following:

Obligation — Liguidation

Examines all documents received in the Unit representing original and
adjustments to obligotions, (contracts, change orders, purchase orders,
travel suthorizations, counter-warrants, miscellancous obligations for
continuing services etc.) to insure that appropriation and coding are
properly designated, and corrects or complctes when necessary; prepares, as
required, Forms 1101 and 354 reflecting original and amended obligations
respectively. Routcs obligations to Control Desks for posting and upon their
return filcs in unliquidated obligation file or routes clsowherec. Prepares
monthly, or assists in the preparation of the Unliquidated Obligation Report
and reconciles with the balance of unliquidated obligations on the related
allotment ledger. The report is prepared by appropriation, project and, for
management and custodial funds, by fistal year, and contains the following
informavion: date of obligation document, type, number, unliquidated amount
and explanations of any adjustment necessary to effect agreement between the
document and the allotment ledger account., 4 copy of this report is trans—
mitted to the appropriate regional official. (Budget Officer, Housing Managers
etcs) for review and reconciliation with office files and records so that un-
necessary obligations may be cancelled or adjustments madec between offices,

- 5.1 - ®
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Receives and checks documents vouchering obligations for comnleteness and
verifies against previously checked obligation documents for code and
appropriations. When the information shown on the voucher is insufficient

for identification, the incumbent is responsible for the investigation nec-
essary to complete the informstion, Attachss obligdation documents necessary for
eudit purposes to the voucher and transmits to the Administrative Audit Unit,

After audit and scheduling, designates on the Form 1312 the Account Charges,
amount of obligation to be liquidated, amount of current ligquidation adjust-
ment to obligation znd whether the liquidation is partial or final. ZEnters
liquidation information on the Form 1101 and files in either the Liquidated
or Unliquidated file, depending on whether a complete liquidation has been
effected. Routes Form 1312 with copies of schedules and vouchers to Control
Desk; transmits vouchers and schedules for certification when notified by
Control Desk that funds are available.

The incumbent of this position is responsible for insuring that proper
obligations have been established for all vouchers processed and is required
to be sufficiently familiar with the program so that he will know when
action should be initiated to secure the necessary documentation for known
existing obligations. :

Income and Expense

Income and Expense analysis records (ledger) are maintained as supporting
detail to the Fund Control Record and the allotment ledgers and 8erve as a
basis for the preparation of Operating Statement, Form 621,

The incurbent of this position is responsible for receiving and checking
Form 2009, Monthly Summary of Charges and Credit to Tenants Accounts,
prepared by the projects. Posts income from the 2009 to the Income
Analysis Ledger, broken down by appropriation, project, and classes of
operating income; computes entries made in the Ledger as a check of figures
shown on Form 2003. Prepares journal vouchers, debiting 10,1 (Accounts
Receivable) and crediting 50.1 (Operating Reimbursable BEarnings), for
Posting Total Operating Income to General Ledger.

Maintains Expense Analysis Ledger broken down by project and by cost
distribution. Receives "lot" sheets, tapes and Voucher Distribution Slips,
Form 1312 and verifies computations. Post Forms 1312 into Expense Analysis
Ledger by voucher totals and by expense account. Receives statements of
unliquidated obligations, broken down by project and expense account, from
Ovligation Desk and adds to voucher totals in order to ascertain total
period expenditures.

Computes period and cumulative totals for income and expense and prepares
monthly Operating Statement (Form 621) for each management project. In

preparing the 621's, makes proratings or estimated proratings and adJjust-
ments for such items as Land Rental, Taxes and Payments in Lieu of Taxes.

"502"
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Cash Ledger (Disbursements and Collections)

The work involves the recording of transfers of cash from the Chief Disbursing
Officer, checking of cancellations and other items which increase the Regional
Disbursing Officers disbursing cash balance; reconciling the details of the
disbursing cash accounts with related items of the Regional Disbursing
Officer's account current; comparing disburseing cash balances with unliquidated
obligations at end of each month as an aid in estimating the cash requirements
for ensuing 60 days and to provide a basis for requisitioning additional cash;
preparing journal vouchers transferring monthly summary totals of disbursement
transactions to the General Ledger,

In connection with the deposit of all collections, is responsible for the
maintenance of the suspense files and working files containing office copies
of Schedules of Collection and Certificate of Deposit. Receives stamped
official copies of schedules of collection and certificates of deposits from
the Regional Disbursing Officer, pulls office copiles from the suspense files
and compares for discrepancies, attaches and files both copies in the working
files, If discropancies are found initiates correspondence to other Housing
Managers or the Regional Disbursing Officer; prepares journal vouchers monthly
that reflect the total of all processed schedules in the working files for
recording in the general lodger; reconciles monthly the schedules in the
suspensc files with those either in the Regional Disbursing Office or in
transit; reconciles the schedules of collcction with Form FPHA 2009, Monthly
Summary of Charges and Credits to Tcnants Accounts prepared at project site; ‘
forwards to contral office copies of all collec¢tion documents entered into the
general ledger during current month; reconcilecs the collection accounts with
reclated items of the Disbursing Officers account currcont.

In connection with special desposit collections, maintains files, prepares
Jjournal vouchers, and reconciles with Form FPHA 2009 in a manner similar to
that outlined above for other collections; processes documents transferring
special deposit collections to proper accounts or refunds security deposits
to tenants' accounts; makes detail recording by project of schedules of
collection, and subsequent disposition action; reconciles the special deposit
accounts with related items of the Disbursing Officers' account current..

The incumbent of this position has complete responsidility for all operations
involved in the maintenance of the cash disbursements and collections records
and files and may exercise supervision over one or more accounts clerks in
lower grades assisting in posting, filing, drawing totals, etc.,, where the
workload requires assistance in operating the cash accounting system.

CAF-3, Tiscal Accounts Clerk

Serves as a general assistant in the Accounts Unit, rendering aid to accounts
clerks in higher grades in posting data from allo¥ment, -encumblaxes  end
liquidation media to the control system of accountss The incumbent computes
daily totals of disbursements and collections, prepares-schedules, makes :
trial balances, as requested and, in'accordance with specific instructions,
performs other duties incidental to the preparation of the periodic-and.
special reports prepared in the Unit, ’ i
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES
SERIES: ADMINISTRATEVE ANALTST
KIND OF WCRK
“:‘s Concerns the conduct of studies and surveys of problems of organization,

b administration, functions and procedures of the internal operation of a

+ Regional Office and the making of recommendations thereon to appropriate
officers; the preparation of review, and the editing and clearance of all
orders, instructions, manuals, procedures, forms, charts, and other printed
materials of internal administrative application so as to insure the working
effectiveness of the procedural material, its conformance to existing
policy and procedure, consistency in arrangement and proper presentation
and issuance; the making of studies and reports on problems of confused or
complex operations or of duplicating and overlapping authority and responsi~
bility, with recommendatinons for the improvement of wnrk metnnds; the
analysis nof the need, use and application nf special accounting, tabulating,
statistical and other major items of mechanical and capital equipment,
and the rendering of advice on the procurement of such equipment; the
serving as a clearing hnuse for administrative information and instructions
by compiling, classifying and maintaining indices nf all pertinent in~-
structional and procedural materisl; and the conduct of long~term manage~
ment planning designed to adjust reginnal organization and procedures to
anticipated program requirements. )

GRADE IEVELS

CAF-11, Senior Administrative Analyst

As chief of the Administrative Planning Section, is responsible for planning,
coordinating, and supervising all administrative planning activities of

the Regional Office. Develops and recommends approval of work programs

for major surveys and studies of the organizational structure of the region
with the view to recommending plans for the immediate or long-range in-
stallation of organizational and procedural changes designed to increase
theefficiency, economy and uniformity of operation of the region; and, in
this connection, finally determines the need for major studies and re- ‘
commends approval for the initiation of such studies. Participates exten-

sively in conferences with the highest ranking regional officers on major :é
problems of organization and procedure. Reviews all reports of organiza- o

’ tion and procedure studies prepared by Administrative Analysts of the B
~staff to determine the feasibility and applicability of survey recom- 7
mendations, and recommends to his superior the effectuation of such re- 'ﬁ
commendations. Resolves all problems, except those involving major 4
regional policy, arising in connection with the preparation, review and ‘£
issuance of all administrative orders, instructions, manuals, forms, and -g
procedures governing the internal administration of the Regional Office. %

Re

Maintains effective contacts and liaison with the Central Office and field

JERSPI—
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projects for the purpose of insuring adequate and consistent administrative {
planning for the Regional Office in its relationship with other admini-
strative unite of the FPHA.

The essence of this position is its supervisory responsibility, its
responsibility for making the most difficult contacts both in the Regional
Office and in the field, and its responsibility for the application of
expert knowledge and ability to the overall administrative planning
function of the Regional Office.

TR T

B

4

v

CAF-9, Administrative Analyst

Full grade performance position. Involves primary responsibility for the
independent and direct conduct of major organizational =nd procedural
studies, and for the preparation of comolete and comprehsnsive reports on
such studies, with conclusions and recommendations for necessary remedial

action. The position carries heavy contact responsibility, involving

participation in conferences with operating s=ction and division heads

and visits to regional project sites to advise on problems of organization,
staffing and procedure. The incumbent may serve as n Unit Chicf with

direct responsibility for a specialized segment of the administrative

planning function and with attendant responsibility for the supervision of ‘
. Analysts of lower grades permanently assigned to the Unit. More commonly,

‘ the incumbent will supervise Analysts of lower grade assigned specifically

to assist in the conduct of particular studies or work projects.

R e o b Vol TR S Ll SRS g o

The essence of this position is its indeprndence of operation in journeyman
administrative planning work. The incumbent is not responsible, as in the
CAF-11, for the development of major work plans and procedural oolicies,
but is responsible for the apvlication of established professional methods
and techniques in all phases of difficult organization and procedure
plannin g, annlysis and control. The incumbent should be skilled in the
use of the tnols of the profession and should have a thorough knowledge

of the basic functions, operations, staffing and administrative relation-
ships of the Regional Office. He should have the ability tn supervise a
squad of Administrative Analysts in the cnnduct of involved studies and in
the preparation »f comprehensive procedural issuances. The vposition re-
quires definite ability to establish and maintain effective contacts under
conditions of varving difficulty.

TRy AT T

Y

CAF~7, Assistant Administrative Analyst

elh ot e
.

The Administrative Planning position at this level represents the transi-
thJQI stage between initial training in the subject mottor field and full

rade performance of the activities involved. Thae incumbent »f a oosition
at this grade is normally responsible for conducting coml-te organizn-—
tional and procedure studies 2t the simplest problem laval, with constant
instruction in prncess and a comprshensive review nf findings by the chief
of the section., He exercises initiative in the gnathering and corpiling

11362 , 7
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of background data for use in specific studies; in the conduct of such
studies, he interviews .all necassary persons to secure work data; and he
nay deviso, under instruction, questionnaires and other forme for the se-
curing of information by indiréct methods. The incumbent indopendently
applies all standard charting techniques in the analysis of survey data,
and prepares for the chief complete reports of surveys and studies con—
ducted independently, with conclusions and recormendations for action,

As a cornllary to the independont conduct »f cnmplet studies of moderate
difficulty, this vprsition carries responsibility for assisting the journey-
rman Analrste on majer crganizationel 2nd vrncefure studies, performing
specific segments ~f the survey work independeantly. Similarly, the in-—-
cwbent assists in the preparation nf comprehsnsive reports involving
rajer orgarization and procedural chonges and participates in the in-
stallation »f new or revised proncedures. )

Thie »position requires a working femiliarity with the subject matter,
princlplzs, techriques nnd nethods of adrinistrative planning and the
applicatinn of these Imowledges skills and a2bilities in the conduct of
studies and in the preparation or reviewv of proposed or existing pro-
cedures and forms. The position involves varied ceontacts throughout the
Reginnal Office, such c-atacts, in general, however, being well established
and not involving difficult problem situstions or matters with policy
implications. The incumbent may visit croject sites to gather specifically
indicated information or to assist a technician of higher grade in the
conduct of a major study.

CAF-~5, Junior Administrative Analyst

This is the trainee or entrance level. The incurbent makes occasional
contact as requested with lower ranking emplioyees of the Regional Office
Yo obtain specifically indicated information. He participates in studies
as a trainee with higher grade technicians, making spot—investigations and
performing work in major surveys under close supervision. Assembles and
compiles, in workable form, background material for specific studies, and
makes simple investigetions and work sudits as directed. Prepares, from
detailed information, organization and functional charts representing
existing and proposed work situations. Performs, as a major function,
responsible work in connsction with the issuance of new or revised pro-
cedures, involving responwibility for classifying and coding such material,
for insurirgz its issuance in proper form, and for calling to the attention
of the Chief instonces of poliey inconsistency, with recommendations for
corrective action. This position ig usually a control point for the
editing of procmdural issuances and for the dissemination of factual data
with respcecet to existing administrative policies, regulations and
procedures.,

7—0393—P21—NOBU-COS-PUN-WP
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REVMARKS

All but two of the Rehlonal Offices, to this date, havz seen fit to combine
the top Budget and Administrative Planning functions, within their rcespective
organizations, under the responsibility of one man, the Regional Budget and
Planning Officer., 4As indicated in the sories standaerds for Budget EZxaminer
and Administrative Analyst positions, the highcst grode in the Regional
Offices for these functions performed indevendently of each nther, is

Grade CAF-11l. It was felt by the Central Office Classificéation Section
that the combination of the most important responsibilities of the two-
CAF-11 positions into one vosition, would warrant the allocation of the
latter position one grade higher, or Grade CAF-12. This pattern has been
folloved, therefore, ir the allocation of all Reglonal Budget and Planning
Officer positions.

At the same time, however, it was felt that by the consolidation into the
one CAF-12 position of the final regional authnority and responsibility for
decislons affecting both Budgst and Admiristrative Planning, the possibility
of a valid CAF-11 position in either subject-matter field was reduced if
not eliminated. Consequently, in most Regional Offices, the next grade of
prsition in the Budget and Plarning Section is Grade CAF-9. At this level,
the Section may contain one or more Administrative Analysts and one or more
Budget Examiners. In all cases up to the present time, the Regions have
‘not felt that the workload of thz Pudget 2nd Planning Section would requlre
more than one CAF-9 position in cach subject-matter field; thus the Budget
Examirer, CaF-9, and the Administr=tive Analyst, CAF-9, may in addition to
performing their regular duties, serve as heads of units, supervising one
or more Examiners or aAnalysts of lower grade. Such subordinate positions,
at Gradcs CAF-7 and CAF-5, may be added indefinitely, as the workload re-—
quires.

At least onc Regional Office has combined at the Grade CAF-9 level, as well _
as in the Section Chief's position, responsibility for performing both

Bddget and admiristrative Planning duties. Thesc positions are titled A
Budget and Planning Bxaminers. It should be added, however, with respect to
this, that o similar experiment at combining ths two functions at the per-—
formance level, undertaken by the United States Housing Authority, proved to
be impracticable. It was found that in actual operation, Budget and Planning
Examiners tended, oalmost exclusively of the other funetion, to perform duties
in that subject-matter field for vhich they were best suited by training,
experience and natural aptitude. '

With respect to the mossibility »f establishing a valid Grade CAF-11
position under tho combined Budget and Planning setup, the only justification
for such a Grade would seem to be an increment of workload upon the Saction
.80 great that it became rnecessary for the Budget and Planning Officer to
have high-grade assistance in the managemant of the Section's activities.

In orther words, it does not seem likely that this Grade could be justified
without there taking place a substantial increase in the size of the

11362 9
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Section's staff. Such a develnprent would irmmediately point-up the need
for additionnl competent supervisinn from the top, and would reflect an
inerease in volume of work and techrical problems requiring expert manage-
nent and treatment. In any event, a CAF-11 positinn, if established,
should, s well as the pnsition of the Chief, combine responsibility far
directinz both budget and adninistrative planning activities.
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POSITION CLASSIFICATION STANDARDS FOR REGIOMAL OFFICES ‘

SERI=ES: ATTORNEY

KIND OF WOEK

Concerns the analysis of actions of a regional office to insure conformity
to existing administrative and functional legislation;- the advising of
Local Fousing Authorities and regional officials on legal problems in
connection with overations and on interpretations of acts, rulings, and
opinions; the prevaraiion of recommeadations for preventive or remedial
measures, and the reviewing of all actions challenging or hindering FPHA
operations, involving the negotiation of agreements, the preparation and
review of documents prepared by Local Housing Authorities concerning
orgenization and finameinl administration of Local Housing Authorities,
the arrangement of financial agresmeants, the legal adequacy of technical
and general legal provisions of contracts, resolutions, and other commit~
ments, and the analysis, review, and advising on agreements and other
docum3nts in the fields of constitutional, administrative, real cstate,
tax, utility, ané labor law.

: GRADZ LIVELS

P-7, Regioral Counsel

Acts as Chizf of the Legal Section with responsibility for all legal work
of the regiorn, and serves as legal adviser to the Regional Director end
other r¥eglonal officinls. Orgnnizes, plans, and directs the work of
attorncys of lover grades and finally reviews major legal matters in which
final authority rests =ith the region. Confers with the Regional Director,
General Counsel, and other regional and Central Office officials on matters
of policy determinatiorn and of an unnrecedented nature, recommending changes
in policy as de~med nocessary. A major part of the time of this position
is spent as adviser to the Regional Dirzector on all legal affairs con-
nected with the development end management of housing projects, and in
making trips to the field and to the Vashington Office.

P—8, Principnl Attorney

Acts as Assistant Regional Counsel aiding him in organizing and directing
the work of the legal staff. assigns and supervises the work of lower
grade attorneys and coordinates the vrepesration, review, correction, and
approval of correspondence, proceedings, resolutions, agreements, organi-
zation transcrints, certificat=s, waivers, contracts, advance and temporary
loans, permanent financing, opinions, management matters, and other legal
and adrinistrative work. Makes field trips 2s directed by the Regional
Couneel to determine the more difficult and important matters involving
novel questions ~f law, and legnl policies and procedures. Upon request
comments on propcsed legislation prepared by the Central Office for states

11362 11
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1% the region and sugzests amendmsnts or revisions. The principal al-

locating factors of this position ars its active verticipation in the super—-
vision and review of lower grade attorneys, and its. resvonsibility of -
acting as Regional Coursel in the absence of that officer.

P-5, Senior Attonrney

Is responsiole for the lagality of all acts undertaken in connection with
one or move phases of the ragional legal program, assigning, supervising
and reviewing the activities of one or more attorneys of lower grades in
coanection with the performance of this work. The tipes of work may include
one or more of the following:

Checks, reviors, and nnorov2s specifications, bids, contracts and contract
awmards and negotiates final settloments, interpreting laws, opinions and
rules, and oreparing and revieving recommendations on claims arising from
construction 2nd squivment contracts.

Reviews reports, documents, and papers pertaining to legal compliance of
orgarization trarscripts, applications for financial assistance, requisitions
for purcazse of advance loan notes, temporary and permanent financing
matters, and parment of annual coatributions, for conformance to policy

and compliance —ith 1lngal restrictions. Supervises the preparation of
complete tra-scripts for temporary financiag, closing papers, requisition
forms, clearsznces, bond resolutions, and other actions in connection with
the financiag 97 nrojects.

Or:

Drafts leases, contracts, and other documents pertaining to the management
of projects. Checks and reviews leages of all tyves, extracts from minutes ,
of meatings and resclutions of Local Fousing Authorities concerning tenancy, - 7
agreements for payments in lieu of taxes, eviction of tenants, legal phases
of racial relations matters, educational and other facilities for tenants
of directly operated projects.

¢

Or:

Reviews de~ds, easement contracts, settlement shea2ts, and certificates of
title before submissinn to Central Office for condemnation proceedings.

", Reviews and recormends approval cof legsl fess in connection with site
aequisition; prepares dezds of coaveyance, documents for annexation of
project oroverty by political subdivisions; advises Local Housing Au-
thorities! attorneys on preparation of legal instruments for institution
of coademnation proceedings, and on procedures and legality of proceedings
relating to vacation of strects, roads, etec.

11362 12
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Incumbents of positions in this grade level act as specialists in the
particular legal field working wothout supervision or review except in
unusual cases in which unprecedented legal matters are concerned. In-
cumbents make field trips to advise ard assist Local Housing Authorities
and their attorneys in connection with the sbove matters, and on these
ocecasions represent the Regional Counsel and Regional Director.

\

In regions which the top poritions are depressed one grade due to a limited
program, incumbents assist the Regional Counsels in assigning, Supervising
and reviewing the work of all attorneys of lower grade.

P-4, Attorney

This is the journeyman level for legal work end includes responsibility for
operating independcntly on major assignments. Is responsible for handling
legal matters for one or more projects, states or areas within a region,
such as the legal compliance of organization transcripts, applications for
financial assisteace, and requisitions for the advance of funds. Review
these iterms for legal sufficizncy, conformance to local requirements and
FPHA policiss ard procedures, and recommends revisions of these documents
as necesstry to comply with the legal and policy requirements. In con-
nection with this mork as Project Attorney makes fisld trips to render
advice and nssistance to Local Housing Authorities within the scope of
establisiied policies ~nd procedures, ond limitations imposed by locad and
federal laws. Nay reviow material dealing ith various phases of the
regional rrograr to determine conformance to FPHA requirements subject to
final spnroval ty attorneys of higher grade.

Attorneys of thuis grade level operate independently, analyzing problems

and developing avproacnes to their solution but without authority to commit
FPEA except inaccordance with well defined standards. Their work is re~
viewed zenerally for over-all conformance to policy by a Senior Attoruney,
specialist in ths particular phase of work, or by the Principal Attorney.
May meke assigaments of less complicated types of work to attorneys of
lower grade but is not responsible for the work verformed by such attorneys.,

Ttilities Attornev

Is responsible for all legal work in connection with obtaining utilities
for the region incluiing the preparation of contracts and negotiating with
public utility for electric, gas and water facilities for housing projectse.
This position, although a specialist in legal utility nmatters, is allocated
in the P-4 Grade due to the light flaver of the work.
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P-3, Associate Attornsy

Works on special puses of regional review as assigrned dv Senior Attorneys

or Project Attorneys to assist them generally as directed in accordance

with instructions. ZExanine title documents and transfers, negotiates

vith aobstract companies, performs resecarch and prepares opinions, furnishes
assistence to Local Authorities on land acquisition matters such as appraisal
survey, option, title inforration 2nd related services.

Attorneys of this grade operate independently from general assigmment ex—
cept on matters of unusual difficulty. Conclusions are generally excepted
without close analysis on arguments but review is made for conformance with
esteblished policies and procedures.

In utility 'rorz this th> parformance level. Irncurberts of these positions
receive assignents from thne Utilities Attorney, contact and negotiate
with the vtility companies For proper contracts. Work is periormed
independertly receiving only general review.

P-2, Agsigtant attorney

Performs variouis spacialized office assignments which are accompanied by
specific instructinns as to the related policies anil procedures. Drafts
sinpler contracts, -aizes drafts of forms and applications for financial
assistance, nakes prelimimary review of bids, wage rates, bonds and insurance
. matters and prapares recommendations end reports of investigation and,
research. Positisns at this leval are limited to office work. Conclusions
and rcasoning are checkad for technical adequacy as well as by the ap-
plication of stendsrds, hut there is responsibility for the accuracy of
detailed, completeness and confornance %o establish procedure where there

is 1little guestion of interyretation.

P-1, Junior Attorney

This is a Trainee nositinn. Performs legal research and preperes briefs
and opinions on various regional mattere.Examines legal documents and gives
gzneral assistance to Senior Attnrneys and Proicct Attorneys. Positions

at this zrade are assigned te »nffice work exclusively and receive specific
instructions as to conclusinns to be developed but have respnnsibility for
accuracy, tae anplicati~n of general legal principals, and for following
dirsctions as given,

RZMARKS
In the old USHA organization the top regional legal positinn was Regional
Legal Adviser, P-6, with the Seninr Attorney, P-5, whn acted as Finance
Attorney, usually being given the authority to assist the P-6 attorney in
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his duties and to act as Regional Legal Adviser in his absence. Upon the
establishment of the new FPHA regional organization, it was administratively
determined that the top position be allocated as Regional Counsel, P-7.

In some regions the incumbent of the o0ld P~6 position was promoted to P-7,
in others the new position was filled by outside still encumbered. 3Becausse
of this situation and aleo since the duties of the Regional Counsel in

most regions necessitated his making frequent trips away from the regional
office and spending much time on special assignments for the Regional
Director, it was decided that a Principal Attorney, P-6, be established
with responsibility for acting supervision of thne staff of the office,
coordination of the various phases of the legal program and review of work
for signature by the Regional Counsel. The principal basis for determina-
tion of the correct allocation of P-4 and P-5 positions in this series is
the type of review given the work of the incumbent. Since the P-5 grade is
that of a specialist in a particular phase of lagal work, material and
recommendations prepared by attorneys of this grade should never be subject ]
to more than a cursory review if any. Senior Attorneys are usually re- :
ferred to by Regional Counsel for advice and opinions on matters relating s
to their specialty, such recommendations being considered authoritative ;
and final., Attorneys of P-4 grade, although of journeyman level and K
capable of carrying out an assignment with complete indep3ndence, are
subject to review by the Principal Attorney for conformance to over-all
policy even though not for fact or accuracy.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICIS

SERIZS: BUDGET EXAMINER

XIWD OF WORK

Concerns the conduct of all activities in connection with the budgeting and
controlling of regional office administrative funds and with the preparation
and administration of project development and management budgets; the pre-
paration of annual and suptlemental budget estimates and justifications,
togetner with all required supporting materials and exhibits for review and
consolidation by the Central Office; the development of techniques, forms,
procedures and criteria pertaining to and facilitating budgetary preparation,
control and administration; the conduct of administrative fiscal reviews

and studiss in collaboration with, or as a2 result of, studies made by the
Administrative Planning unit of the Region; the rendering of advice and
assistance to division and office heads and to housing managers on matters
related tooperating budgets and expenditures; the review for need, validity,
and availability of funds of all requests involving expenditures for
additional personnel or administrative services; the making of continuous
workload evaluations of all organizational units for budgetary purposes;

and the preparation of such periodic and special buvdgztary and fiscal
reports as may be required dby the Regional Director, the Commissioner, the
Bureau of the Budget, the U. S. Treasury and Congress.

GRADE LZVZLS

CAF-11, Senior Budget Zxzaminer

As Regional Budget Officer, responsible for directing, pla=nning and coordi-
nating all budgetary activities of the Regional Office. Makes final re-
commendations for the approval of plans for long-range mgional budgetary
programs. Llirects the conduct of fiscal studies and surveys of workload to
determine performance standards, needs and criteria snd to measure work
accomplishment against workload; develops and establishes nrocedures
followed in such studies and surveys, reviews reports prepared by sub-
ordirates, evaluating the data and material collected, and nakes resulting
recormendations for the approval and adjustmeni of 2ll budgatary estimates
and sllotments. Conducts conferences with the Regional Dircctor nand other
high-ranizing officers of the regional office with respect to budgetary

ne=sds 2nd »roblems and recommends the establishment of necessary fiscal
policies, procedures and methods. Represents ths Regional Director in
liaison with the Central Office on all budgetary matters offecting the
region, particularly with regard to annual estimates snd justifications and
to the allotment of funds to the regional office and to vrojects within

the region. Reviews and gives budgetary aoproval to all project development
and project management budgets and collaborates mith the Management Division
of the Regional Office in the development and apolication of unit cost
criteria to the formulation and administration of such proiject budgets.

11362 16
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This position represents the responsible budget authority of the region.

, The incumbent's major administrative responsibility is that of supervising
v the activities of the Budget Section, involving direct technical responsi-
‘ bility for insuring the provision of adequate funds to meet a fluctuating.
operating program need. The incumbent has primary responsibility for the T
. development of sound budgetary policies and procedures and for their appli- )
’ cation in such manner as to guarantee an economic and efficient administratior
of the regional office program.

CAP-9, Bujget Examiner ' 4

This is the full-grade performance level of budget work. The position e
carries major responsibility for the actual preparation of the Region's .
budgetary estimates and justifications. The incumbent applies, with journey- .
men skill, all necessary budgetary techniques and methods in the assembling ‘
of basic workload data, the evaluation of such data in terms of budgetary

. standards and criteria, and the measurement of financial nezds of the various
organizational units. In cooperation, usually, with the Administrative
Planning Unit, and under the supervision of the Budget Officer, the in- .
cumbent of this position devises, installs, and revises such budgetary 5
systems, reports and forms as are necessary for the budget control of ex ‘
-penditures in the regional office and on the projects, as well as those - ;
systems, reports and forms required in the preparation of annual, deficiency,
and supplemental budget estimates. Makss analyses and investigations of
considerable difficulty and importance and prepares comprehensive reports
for the Budget Officer, setting forth conclusions and recommendations for
remedial action. Maintains a current control of expenditures to insure
economy and propriety of expense, this being accomplished largely through
the review of requisitions for personnel,. equipment and supplies. Partici-
pates with the Regional Budgst Officer in conferences and hearings with
division and section heads on their budgetary requirements, acting as

: technical assistant to the Budget Officer in these meetings. The position

?ﬁ involves a heavy contact responsibility, both within the regional office and

: with the projects in the field. In such contacts the incumbent operates

. under only general instructions and with authority to make decisions not

o affecting major fiscal pnlicy. The position is distinguished from positions

gﬁ‘ of lower grade in the same series chiefly by the incumbent's technical in~

‘ dependence of operation, by his wider and more important contacts, by his

thorough knowledge of budgetary methods, principles and techniques, and by

the authority delegated to him for making final decisions on specifie

expenditure proposals. This position also may carry responsibility for

supervising examiners of lower grade as assigned permanently, or assigned

specifically to assist in major studies and surveys.

7R

CAF-7, Assistant Budget Examiner

This position represents the transitional level between the entrancc or ,
trainee grade and the journeymen performance level of budgetary work. The 3
position involves no responsibility for supervising others; rather, the

11362
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incumbent receives fairly detailed instructions from examiners of higher
grade in onnection with assistance rendered by the incumbent in the making
of investigations, the review of requisitions for operating expenditures,
and the preparation of special reports rvequired by officials of the Regional
and Central Office. Dlakes analyses and investigations of moderate difficulty
and importance, with responsibility for initial fact-finding evaluation and
application. Independently, prepares special reports containing recommend-
ations for the approval of proposed expenditures or for the adjustment of
allotments and apportionments to meet work load fluctuations. Contacts
officers of the Region along well-established lines, and on occasion makes

p: | trips to project sites to gather specifically indicated information or to
. assist higher—grade Examiners in more extensive investigations.

. CAF-5, Junior Budget Examiner

As a trainee in the field of work, makes budgetary analyses and investi-
gations on matters of minor difficulty and importance with responsibllity
for initial fact-finding and assembling of materinls to be incorporated in
final reports. Under specific instructions as to purpose and procedure,
contacts operating officials to gather workload data, to discuss the need
for proposed expenditures or to effect clearance. Assists, under close
supervision and for training purposes, in the preparation of special and
periodic fiscal and budgetary estimate or statements required by administra-
tive officials of the Region, Central Office, or regulatory agencies.

This grade is the beginning level for technical budget examining work.

The position requires no vrevious training in or knowledge of the technique
of budget preparation and control. The incumbent of the position receives
close and continuing supervision in the execution of asiignments at the
most routine problem level. Basic responsibilities of the position are

for the exercise of increasing initiative and independence in the assembling
of work data for larger studies and other budgetary operations, the making
of contacts in well-established channels for the purpose of obtaining or
reporting information, the preparation of organization, functional and
other charts useful in the budget process, and the preparing of supporting
materials and exhibits for annual and supplemental budget estimates.

. REMARKS

B All but two of the Regional Offices, to this date, aave seen fit to combine
the top Budget and Administrative Planning functions, within theilf respective
organizations, under the responsibility of nne man, the Regional Budget and
Planning Officer. As indicated in the series standards for Budget Examiner
and Administrative Analyst positions, the highest grade in the Regional
Offices for these functions performed independently of each other, is

Grade CAF-11. It was felt by the Central Office Classification Section

that the combination of the most important responsibilities of the two

CAF-11 positions into cne position, would warrant the allocation of the
latter position one grade higher, nr Grads CAF-12. This pattern has been

11362

7=0393-PL1-1OBU~COG-PUI-UD

A 1




N
i

Ly
.
y

.

et T o B S L h
el s Bl T i

¥
R e Rl o T

T T
2 e Bt o
R TR Y WS




i, g B b st Sl e - R TRy e sy TN oy
B ST 1w SO U A ARt S e
¥ RO i~ . L PRI 1 ,
Bulletin No. 12
FPHA / 2-1-43

followed, therefore, in the allocation of all Regional Budget and
Planning Officer positions.

At the same time, however, it was felt that by the consolidation into the
one CAF-12 position of the final regional authority and responsibility for

. decisions affecting both Budget and Administrative Planning, the possibility t
B of a valid CAF-ll-position in either subject-matter:-field was reduce, if
‘:? not eliminated. Consequently, in most Regional Offices, the next grade of
B position in the Budget and Planning Section is Grade CAF-9. At this level,
V%Q the Section may contain one or more Administrative Analysts and one or more

¥ Budget Examiners., In all cases up to the present time, the Regions have not
felt that the workload of the Budget and Planning Section would require mors
than one CAF-9 position in each subject-matter field; thus the Budget
Examiner, CAF-9, and the Administrative Analyst, CAF-9, may in addition to
performing their regular duties, serve as heads of units, supervising one

or more Examiners or Analysts of lower grade. Such subordinate positions,

at Grades CAF-7 and CAF-5, may be added indefinitely, as the workload requires

At least one Regional Office has combined at the Grade CAF-9 level, as

well as in the Section Chief's position, responsibility for performing
both Budget and Administrative Planning duties. These positions are titled
Budget and Planning Examiners., It should be added, however, with respect to
this, that a similar experiment at combining the two functions at the
performance level, undertaken by the United States Housing Authority,
proved to be impracticable. It was found that in acutal operation, Budget
and Planning Ixaminers tended, almost sxclusively of the other function,

to perform duties in that subject-matter field for which they were best
suited by training experience and natural aptitude.

With respect to the possibility of extablishing a valid Grade CAF-11

A position under t e combined Budget and Planning setup, the only Jastlflcation
B : for such a Grade would seem to be an increment of workload upon the

A3 Section so great that it became necessary for the Budget and Planning

. Officer to have high-grade assistance in the management of the Section's

e activities. In other words, it does not seem likely that this Grade could
g be justified without there taking place a substantial increase in the size

of the Section's staff. Such a development would immediately point-—up the

8 need for additional competent supervision from the top, and would reflect
i an increase in volume of work and technical problems requiring expert

- management and treatment. In any event, a CAF-11 position, if =stablished ,
3 should, as well as the position of the Chief, combine responsibility for

,ﬁ{ ' directing both budget and administrative planning activities.

19
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

ZRIES: CLERE

KIND OF WORK

. - Concerns the rendering of assistance to administrative, professional and

f% technical employees, not calling for the application of technical or exe-
X, cutive judgment, by the performance of clerical work of a general or miscel-
N laneous character, such as: receiving, recording, routing and reviewing

mail; composing correspondence, maintaining records, vreparing forms, making
o appointments, compiling data, and giving out iaformation of a non-policy
nature; making calculations, preparing reports and processing documents in
accordance with established procedure or as directed, with the responsi-
bility for clerical detail with respect to orderliness, timing, accuracy
and completeness.,

CAF-6, Principal Clerk

In a Regional Office, serves as the administrative clsrk, and in this
capacity performs work of a difficult nature involving resvonsibility for
the coordination of administrative services such as mail and file, travel,
stenographic pool, minor supolies, messenger service and communications.
Sets up and recommends procedures for the office. Studies requirements of
the operating sections and adjusts procedures to meet these reguirements.
Composes correspondence of a technical nature requiring independent judgment
and initiative. Supervises approximately 30 employess. Finally s approves
personnel for positions in connection with the above-mentioned activities.

Tnis level applies only where the supervisory responsiblity is for a staff
of over 30 cmployees.

CA¥-5, Senior Clerk

In a Regional Office, serves as the administrative clerk and is responsible
for the coordination of administrative services of the Region, such as mail
and file, travel, stenographic pool, minor supplies, messenger service and
communications; sets up and recommends procedures; studies requiremsnts of
the operating sections and adjusts procedures to me:st these requirements;

g composes correspondence of a semi-technical nature; supervises apouroximately
il 15 to 20 employees.

The Senior Clerk position is distinguished from the Princival Clerk by the
difference in supervisory responsibility. In the former vposition the
approximete number of employees supervised in less than 20, whereas in the
latter, the number is well over 30. The difference in number of employees
supervised reflects a difference in the workload and managerial and technical
problems confronting the Administrative Clerk sufficient to warrant a one
grade difference in allocation.
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Senior Clerk

In a Regional Office, performs difficrlt and resvonsible clerical work of

a specialized and semi-tecinical nature, not otherwise specifically classi-
fied, requiring considerable experisnce and training and the exsrcise of
independert judgment. Trpical duties at this level ara: the critical and
careful analysis of data, as is found in a Land Clerk's bosition in the
review of appraisals to insure the accuracy of site data, involving com—
parisons with legal descriptions, and the correctness of form and content
and the consistency of values; or the review of contracts or documents as
performed by a coatract clerk, for the purposg of insuring compliance with
policy reqgruirements and government regulations, involving the checking of
.documents for accuracy of content, such duties reguire a knowledge of the
work of the section and the policies and procedures controlling the pre-~
paration, content, submittal ~nd processing of important documents.
Another typical function of a position at this lavel is the compilation and
assembling from general instructions of periodic =md special reports, re-
quiring thorough knowledge of important and complex subject matter fields.
The incumbent performes also considerable research and investigation, in—
volving the use of the files and records and contacts with other offices of
the Regidn, requiring judgment as to sources to be developed and material-’
to be selected. Tvpical of the work of this position is the giving out of
information of a semi~technical nature relntive to the work of the office,
not involving interpretation of policy, but requiring a full understanding
of pertinent policies and vrocedures. The incumbent composes and dictates
corraspondence of a semi-technical nature relative to the activitiegs of the
section, and maintains records and files in connection with the work.

In susnmary, allocation factors for determining this level are:

The specific review of documents for completeness, adequacy and accuracy of
content; the preparstion of periodic and special reports requiring knowledge
of subject matter, policy and procedure; and the exercise of independent
judgment in the critical analysis of data ~nd material submitted. Such posi-
tions are rare and exist only where the subject matter involved is important
and complex. <his position is not journeyman level and therefore cannot be
duplicated. y

CAF-4, Clerk

In a Regiconnl Office, maintains cortrol and information racords of a complex
‘and involved nature ard gives nut inforration on the basis of these records;
mairtains follow-up on assignments made to other mermbers of the staff to in-
sure that returns are submitted within the time stipulated and in the form
required; prepares periodic reperts on the status nf all natters requiring
follow~ups; regulates, clarifies and expedites actions; maintains appropriate
files and recnrds containing the information necessary for follow-up. Is
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responsible for contacting other members of the Regional Office for infor-
mation; checlzs documents for completeness, accuracy and consistency; gives
cut infor-ation of a non-policy but technical nature requiring a knowledge

of the wrrk of a Section and rosearch on the part of the individual. Incum-~
bent assambles ard compiles infernation from general instructinns into report
using discretion as to the inclusion or cxclusion of certain noterials; from
an exaninetinn of varicus repnrts relative to the status of the prnject,
correlates and compiles irmportont information. The work of this position is
Eubjedt to clearly-defined policles and procdedurés. The adequacy and suffi=-
ciency of information obtained is subiect to the review of suveriors. Source
of information and methods to employ are only generally indicated.

Characteristics of positions at this level is the application of the know-
ledge of subject matter, policies, nrocedures ani pertinent regulations, to
the maintenance of records, preparation of reports, examination and pro-
cessing of documents, composition of correspondence, giving out of informatic
and expediting of actions. Positions at this level may be journeyman althoug
this depcnds on subject matter. The major differences between this level
and the CAF-5 levsl is that the latter position involves greater complexity
of subject matter, more independent of operation, and a comprehensive know-
ledgs of the functions and operations of the particular office to which the
incumbent is assigned.

CAT-5, Assi tant Clerk

In a regional office, is responsible for maintaining control records of in~
coming and outsgoing mail; performs non-supervisory work of average routine
difficulty nud in accorduncce with yprescribed procedures. Some of the typical
tasks ar~: the mointenance of ccmplex files of an office involving initielly
classifying, filing, searching, and withdrawing material; the contacting of
other sections of the Eegional Office as necessary to obtain information
relrtive to o particular pi=ce of correspondence; the following up orn mail,
with irdividual responsibility for the sxpediting of the mail; answering

the telenhone and givirg out information relative to the work of the section;
composing some routine correspordence, axercising judgment as to manner of
praseatation; and performing difficult calculations. This is the lowest
grade level vosition wherein a particular knowledge of subject matter is
required.

CAF—2, Junior Clerk

In o Regioral Office, i§ responsible for psrforming simple routine work of

a non-suparvisory nature, receiving specific and frequent insiructions as to
its performance. Ths work »f this position is clos2ly reviewed for com—
pletencss and accuracy in accordance with established procedure. Character-
istic duties at this level are: acting as recevtionist and in this capacity
receiving all visitors and meking appointments; giving nut routine infor-
mation, not requiring the exercise of independent judgment; verforming

minor calculstions following svecific directinns; tabulating certain items
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requiring a certain amount of judgment as to proper selection; and proof
reading material for typographical errors, mistakes in grammer, syntax
and form where specific guides as to form are followed. Only a general
knowledge of the work being perfrrmed is necessary.

CAF-1, Uader Clerk

In a Regional Office, is responsible for performing simple, repetitive and
routine work offering 1little occasion for the exercise of judgment. The
incumbent of this position perlorms some or all of the following character-
istic duties: assembling rimeographed material for dispatching, clipping
marked newspaper and magazine articles, posting simple material from one
column to a record book, making a preliminary check of one column of
figures against another for accuracy. This is the entrance level position
for the clerical vosition, Incumbent of this position is under very close
suvervision and receives specific, detailed and definite instructions.
Very littts knowledge and judgment is required for the prbper performance
of these dutiese.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIES: COMMERCIAL FACILITIZS ADVISER

EIND OF WORK

I3

Concerns the surveying of each new prc ject of a region as regards the ad~

o, equacy of existing commercial facilities; the determining of the type of
}ﬁ facilities which must be provided due to their being essential to the
: maintenance of health, welfare, morale, and efficiency of war workers

and their families; the contacting of private individuals and concerns

and conducting of negotiations with them for the construction, purchase, or
lease of buildings to be used for the provision of adequate comnercial
facilities for the residents of the projects.

GRADE IZVELS

CA¥-12, Senior Commericial Facilities Adviser

Has complete responsibility for the conduct of the commercial facilities
program of the region according to policies and procedures established
by the Certral Office. Surveys localities in which projects are constructed,
and determines and recommends to the Assistant Regional Director for
Project Management the type, location and extent of commercial facilities
required. Zstablishes contacts with private concerns and makes final
negotiations with them for the construction, purchase, or lease of stores
to be used for the provision of commercial facilities,

Principal allocation factors for this grade level are the responsibility

for determining the need for commercial facilities to be provided, and the
type and extent of these facilities. Also of importance 1s the authority
to negotiate and approve store or ground laemses for the Regional Director.

CAF-11, Commercial Facilities Adviser

_ Tnis is the journeyman level in this series. Ig responsible for making
. surveys of available commercial facilities in the vicinity of ner vorjects,
analyzes the needs of the community, and rakes recommendations to the Chief
2 . of the Section as to what facilities should be provided, their locations,

3 size, and type. As directed by the Senior Commercial Facilities Adviser,
makes contacts with individuals and comnanies in order to interest them in
providing such facilities by the construction, purchase, or lease of stores
and buildirgs.

f

Posi*ions in this grade level handle negotiations of average difficulty
and importance referring to or being assisted by the Senior Commerieal

Facilities Adviser in the case of particularly difficult cases or those
which relate to the provision of extremely large or involved facilities.
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REMARKS

v r

At the present time the only position in this series existin: in regional
organizations is the CAF-12 Grade, Senior Commercial Facilities Adviser.
Incumbent of ‘positions in this level are considered experts in commercial
facilities activities, and due to the program still being in its initial
stages a need for additional ocositions in the regions has not vet been felt.
Should the workload in a region increase to the extent that assistance is
needed, positions in the performance level of CAF-11 can be established.

It has not been determined as yet whether positions in the lower grades are
feasible since the essential function of conducting and completing
negotiations may not be possible of inclusion in these positions. Since
the establishment of standards for these lower grades based upon other
functions would be entirely theoretical, it is deemed best to omit levels
below CAF-11l at this time.

. . a4 A B T 2 P&



) 3 -
A P

by f
RS St
N e w‘?ravfﬁ’. P

% A
FEAN;
W i,

S
e

750 T

-

PR . R T Y |

ey '
I



Bulletin No. 12
2-1-43
POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

7/

SERIZS: GONSTRUCTION ENGINEER, PROJECT IKGINEZR, INSPECTOR

Construction, Mechanical,
Civil, Electrical Engineers;
Landscape Architect,
Building Zlectrical,
Mechanical Inspectors

KIND OF WORK

Concerns the application of professional standards and techniques to the
construction of all types of housing, accessory buildings, and
installations in accordance with FPHA Policy and procedure; the review
and approval of construction documents; the determination and inspection
of progress or status of construction; and the supervision of project con-
struction on a site.

GRADE IEVELS ~ REGIOHAL OFZICE

P-6, Principal Construction Engineer (Regional Construction Adviser)

As Chief of the Construction Section of a Regional Office, is responsible
for the progress of project construction according to schedules, terms of
contracts, plans and specifications and established FPHA policy and pro-
cedure; plans, directs and coordinates the activities of a staff of
Engineers and Inspectors - Construction, iechanical, Zlectrical, Landscape
Building - both in the Regional Office and on the nroject sites, acts as
coordinator of Regional Office Comstruction activities during the Construc-
tion phase and is responsible for clzarance with the other sections of the
various construction documents; finally approves recommendations regarding
contract documents, change orders, certificates of completion, certificates
of purpose, extensions of contract time, etc: interprets general FPHA
policics relating the project construction.

P-5, Senior Construction Zngineer

Either:

(a) Responsible for making routine and final general construction inspec-
tions of FPHA projects under construction involving the checking of all
phases of general construction, workmanship and materials for conformity to
contract plans and specifications, submitting detailed reports on construc—
tion progress, recommendations for corrective action, and detecting and
reporting non-compliances; also assisting local housing authorities on
special construction problems or procedures to bring about a mnre efficient
method of general construction.

11362
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This position is of an advisory nature and the performance of these duties
requires that the incumbent spend at least 70% of his time in the field.

Or:

(b) Responsible, subject only to review of the Prinéipal Construction En-
gineer, Chief of the Section, for final determination of the justification,
B\ feasibility and costs of all Change Order construction work in the Region.
B Determines whether Change Orders are obligations of the contract, are in
. accordance with policy, are equitable both in price adjustment and time

' extension. OConducts correspondence with local housing authorities and
Project Managers regarding proposed changes.

Or: ' ) R

(¢) As the supervisor of a Unit comprising at least 4 engineers, directs

and controls the activities of his staff and plans, organizes, and reviews,
both for technical adequacy and policy coanformity, the work of the unit,.

Care should be taken in the establishment of such units that there is no ‘
overlapping with duties performed elsewhere in the Section, and that responsi-
bility vested in the Unit Head does not detract from the responsibility pre-
viously established in another position, unless it is desired to abolish or
redescribe the other position.

Or:

(d) As a full-time assistant to the Principal Construction Znginesr,
channels or refines problems prior to their submission to the Chief; disposes
of a good many problems himself; reviews action taken on Construction docu~
ments except Change Orders when a P-5 Engineer is responsible for those;
coordinates the activities of the staff and acts with full authority for the
work of the Section during the absence of the Chief.

P-4, Construction Engineer

This is the journeyman level. The incumbent is responsible for the applica-
tion of professional engineering knowledge to the review of construction docuw
ments, contracts, plans and specifications, status and progress reports;
recommends adjustments, approvals, or other action required; clears documents
with all interested sections and integrates and coordin~ntes their comments;
maintains controls on progress and expedites when required; conducts corres—
pondence with engineers and Local Housing Authorities in the field or with

the Washington Office on technical construction problems involving inter-
pretations of contract documents, plans and specifications and FPHA policies;
trains Project Engineers and Managers in FPHA procedures.

11362
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The incumbent of this position should be responsible for the office review
of all construction work within a specified area. Technical adequacy of the
work performed in this position is expected; review should be mainly for
policy considerations.

P-4, Mechanical, Zlectrical, Civil Engineer, Landscape Architect

Responsible for making inspections of FPHA projects under construction to
detect, report and make recommendations concerning non-compliances with
contract requirements, and to expedite by concrete suggestions the progress
of construction within the specialty fields of engineering and architecture
indicated. Examines all work installed, inspects materials, from the stande-
point of sound engineering principles and enformity with FPHA policy. Pre-
pares clear and comprehensive technical reports on findings resulting from
inspections, including reocommendations for the improvement of methods and
design.

z

B i R

This position is of an advisory nature and the duties rcequire considerable
performance in the field.

P-3, Associate Construction Engineer

Responsible, subject to technical and policy reviews, for the nrzliminary
detail work in the processing of construction documents, changz orders, certi-
ficates of purpose. Checks contract documents against terms of the award,
plans and specifications, policy and procedure bullatins. In connection with
Change Orders makes estimates as required and recommendations as to the
acceptance of the Change Order. Conducts corresspondence on technical matters
witn field men and Local Housing Authorities. Conclusions, recommendations,
correspondence by the iacumbent of this vposition are subject to technical and
policy review. Agsigaments of a difficult nature are usually accompanied

by specific instructions.

It should be noted that this vosition participntes actively and directly in
the flow of work and is the transitional position betwesn the general office
assistant level where the duties are substantially administrativs in
character, and the full journeyman sngincer level.

P~2, Assistant Construction EInginser

This position may be characterized as th~ general techrical officz assistant
7 position and involves application of nowledge of dasign nnd construction
characteristics and methods and properties of engine~rine equipment and
materials. Specific duties may include the processing of routine documents;
the maintenance and processing of records and documents involving applica-
tions of technical knovledge in order to deter—ine that all necessary steps
have been taken; the take-off of guantities from blueprints in connection
with certificates of purpose and change order reguests; the conduct of

11362 <8
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correspondence in accordancé with instructions from superiors; follow-—up
work where routines have been established, and making recommendations on -
less difficult matters. ’

P-1, Junior Construction Engineer

This is the entrance level in the Construction Inginser series. Instructions
are usually detailed and assignments specific and relatively simple. ZExamplesg
of assignments may be the collection and analysis of 2nginecring data not
presenting great difficulty, the maintenance of technical filz2s of reports,
plans and specifications; the making of simple sketches and working drawings,
the composition of correspondence on th:s simpler enginecring vhases of the
progress of construction and the charting of such progress.

This position is essentially a traine> position in office work involving
tasks of such nature as to provide technical development through application
of terminology, concepts, techniques and practices with gradunlly increasing
responsiblity to Grade P-2.

Y

S

PROJECT POSITIONS

P-6, Area Projoct Engineer

In charge of, or supervising on the site, tho construction of a project or
projects costing over $8,000,000, in accordance with the terms and conditions
of the construction contracts, plans and specifications ard FPHA volicy

and procedure. Recommends alterations when required and asuthorizes such
changes within prescribed limits. Act 2s an approving officer but doaes not
cartify for payment. Within prescribed limits serves as contracting officer.
Has primary technical and adninistrative responsibility for field inspections
and tests, '

P-5, Project Enginecr

In charge or supervising the construction of 2 project or projects costing
between $1,000,000 and $8,000,000 in accordance with the terms and conditions
of the construction contracts, plans, and specifications, .and FPHA policy

X and procedure. Svecific duties and responsibility are similar to those of
Jf a P-6; the difference in grade results from the difficulties in supervisiag

1 and coordinating the construction of the larger proiects nnd the greater
magnitude of tae problems encountsred on the lsrgor jobs.

P-4, Project Zngineer, Assistant Project Engineer

Either:

(a) 1In charge or supervising the construction of a project or projocts
costing between $500,000 and $1,000,000.

11362
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Serving as assistant on jobs supervised by a P-5 or P-6 Project Zngineer,
/ '

2, Project Engineer, Assistant Project Ingineer

(a) 1In charge or supervising the construction of a project costing less
than $500,000.

Or:

(b) Serving as assistant on jobs supervised by a P-4, P-5 or P-6 Project
Engineer.

P-2, Assistant Project 3ngineer

'

Serving as assistant on jobs supervised by a P-4 Project Ingineer.

Note:

Duties of the "Assistant" as used in the above-described levals will include
responsibility for technical inspections and tests, for expediting progress,
examining materials, preparing technical reports.

P~4, Chief Electical Inspector, Cheif Mechanical Inspector, Chief Building
Insvector

This is one grade above the journcyman level for inspectnrs and applies
only when supervision will be exercised over at least 3 other inspectors.
Usual duties are to supervise and coordinate inspection of material de-
livered and work performed on the project in accordance with drawings,
plars and svecifications, reporting to Proiect EIngincer on disputes with
or failures of Contractors to obscrve their agre->ments, and to prepare
findings of facts 2nd recommendations vertaining to proposed alterations,
changes or extras. '

P-3, Zlectrical Inspector, Mechanical Inspector, Building Inspector

This is the journeyman, full performance level. Usual duties to inspect
materials delivered and work porformed on the project in accordance with
drawings, plans and specifications, reporting to immediote superior on
disputes »nd dishgreements with Coztractors, preparing findings of facts
and recommendations pertaining to proposed alterations, changes, or extras.
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REWARKS

The following positions; Chief By:1d4in, Elactrical, Mcchanical Inspectors;
s ~ = 3 Py o - .

Building, <lectrical, Y~chanical Inspectors are not found on slum-clearance

projects or where Local Housing Authorities are providing the staff.

Tne standerds for Project Engineer indicated above are intended as guides.
RigiA adherence is not expected in situations presenting more than normal
difficulties or where conditions are such as to require an extreme need for
speed.

Drevicus to the adootion of the title structure indicated above, Engineering
positions on project sites were variously described as Construction Advisers,
Project lLanagers or Project Engineere. The change in title structure was
decided upon in order to effsct uniformity.

7-C393-P67-NOBU-COS—PUN—WP
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POSITION CLASSIFICATION STANDAEDS FOR REGIONAL OFFICES

> SCRIZS: EMPLOYMENT EXAMIMNER

KIFD OR WORK

Concerns the recruitment, selection and prover placement of all employees
in the Regionnl Office, subject to limitations set by the Central Office,
involving responsibility for tho selection of all applicants for positions
not above the P-4 or CiF~1l grade; and the development of improved methods
and techniques for the selection and interviewing of prospective employces.

CAF-9, Senior Employment Examiner

Acts as Chief of the Zmployment Unit with rosponsibility for directing the
activities of thc Unit and making nssignments and giving instructions to
employment examiners of lower grade. Receives and classifics all aopli-
cations for =mployment in the regional office. Interviews, rates and
recommends for appointment, applicants for vositions not above the P-4

or CAF-11 gr-de. ilaintains liaison witn the District Office of the Civil
" Service Commission and other public and wrivate agencies in connection
with the recruitment of ~ligiblcs.

CAF-7, dmploment Examin-r
] o

This is thne jourreyman level in this series. Recruits and interviews
candidat>s for positions in the Regional Officc.and recormends the appoint-
nent of applicants. Corresponds with possible sources of qualified

| canidates for positions. Analyzes and classifies, according to a pre-
“ determinzd occupational breakdown, the files of professionally and
technically trained applicants.

Incumbents of positions at this level receive assignments »nd instructions
of a general nature, operate independently, referring only matters of major
importance to the Chief of the-Unit, and receive only for soundness of
judgment and metnods used. Thorough knowlesdge of employment procedures
and techniques is necessary.

CAF~5, Junior Zmployment Exaniner

This is the entrance level in this series and includes the performance

of functicns such as the following: Reviewing and analyzing application
forns of apolicants and employeas, and classifying and rating the appli-
cations nccording to a predetermined nccupational breakdown. Makes pre-—
;* 1¥minary sortiag of applications of eligibles for vacant positions for the
review and final selection by employment exeminers of higher grade.
Interviews anplicants and ermployees generally in connection with the
filling of lower-~grade positions.

11362 | 32
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"FPHA

Positions in this level receive definite awsignments and specific instruc—
tions with regard to work performance, and operate with considerable less
independence than do employment examiners of higher grade.

REMARKS.

o The journeyman level for positions in this series in the regional offices

g ! has been set at Grade CAF-7, rather than CAF-9, primarily because of the

, limitation placed upon the authority and responsibility of the regional
office for initial recruitment. The scope and variety of the work of the

i - Senior Employment Examiner is definitely prescribed, as is his final ree

AN sponsibility for results. It is the opinion of the Central Office Classi-

fication Section that the Grade CAF-9 level in this series can be justified

4 only on the basis of the incumbent serving as head of a unit, with responsi-

.2 bility for supcrvising the activities of Examiners of lower grade. The

Senior Employment Examiner, CAF-9, position is therefore a unique position

and canunot be duplicated.

The Senior Employment Examiner reports to a Regional Personnel Officer,
CAF-12, position; which position has the responsibility for the administra-
tion of the personnel program of the region, involving the application of
policy developed in the Central Office, the rendering of advice and assis-
tance to reglonal officials and employees, and the coordinating of the work
of the Glassification Employment, Appointments, and Personnel Training and
Employee Relations Units. The Personnel Officer acts as liaison officer
between the Region and the <Central Office Personnel Division and with

the District Office of the Civil Service Commission. He interprets per-
sonnel volicies to the Regional offickalsand recommends changes in the
policies to the Central Office Personnel Division,

In regions in which an increase in program and workload has necessitated
full-time assistance for the Regional Personnel Officer in planning,
organizing, coordination, and supervising the personnel program of the
Region, an Assistant Regional Personnel Officer position has been
established at Grade CAF-11., Where the need for a full-time assistant
k= has not been felt, the Senior Employment Examiner is authorized to act
in the absence of the Regional Personnel Office: with respect to matters
of recruitment, selection and placement.

"33
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIES: ENGIFEERING AUD ARCHITECTURE

KIND OF VICRK

, Architects, Architectural
Engineer, Landscape Archi-
tect, Site Planning Archi- .
tect, Mechanical Engineer,
Electrical Engineer, Civil
Zngineer, Senior Structural

and Cost Engineer, Con—
struction Cost Analyst.

Concerns the application of professienal engineering and architectural prin-
ciples to the design, construction, and maintenance of FPHA projects in-
cluding installations and accessory buildings, the review and redésign of
plans and specifications for technical soundness and conformity with FPHA
and WP3 policies and standards, and the interpretations of policy for and the
rendering of advice to Local Eousing Authority private architects and )
engineers.,

GRADZ IZVELS

P-6, Principal Arcaitect

As chief of the Technical Section is responsible for.interpreting Central
Office and WPE policies, procedures, and standards as they pertain to all
aspects of site planning, design, costs, technical feasibility and adequacy,
maintenance of FPHA projects, including equipment, installations and accessory .
buildings. Recommends regional policies with respect to the phases just men-
tioned. Directs, coordinates and reviews the work of Architects and Engineers’
B in the Technical Section. OConfers with the technical staffs of LHA, private

g enginsers and architects on technical problems and gives advice concerning
FPHA policies and standards. Recommends modifications in standards when
changes are necessary to meet local needs.

0y

P-5

Zitner:

(a) Senior Architect

Serves as the responsible head of a unit comprising at least four architects,
architectural enginesrs or landscape architccets.

In this capacity is responsible for scheduling and planning the work of the
unit, application of policies and stand-rds, and review for technical adeguacyk
Advises members of nis staff on the most difficult problems.

11362 34
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The incumbent receiveg asgcignnents from the PrincipalfArchitect and is re-
sponsible for developing the scope ard outlining the work methods to be
followed by members of his staff.

Characteristics of the worl: performed by this uanit are the review of plans
and specifications submitted by local arcnit-cts and engineers for clarity
and economv, the redesigning of plans and specifications and the preparation:
of working drawings to me2t regairements of FPHA and WPB policies and
standardis.

(b) Senior Structural Enginecr

Serves as the responsible head of a unit comprising at least four Structural
Irgineers. In this capacity is responsible for scheduling and planning the
work of the Unit. Applies policies and standards and reviews for technical
nlequacy. &dvises members of his staff on the mat difficult problems. The
ineumbant receives assignments from the Principal Architect and is respon—
sible for develoning the scope and outlining the work methods to be followed
by nis sudordinates.

Characteristics of the duties porformed in this unit ars the review of plans
and specifications with particular refersnce to the materials used for founda-
tions, and their strength for meeting stresses, computations to determinetthe
correct size of mewnbers, safe floor 1londs, cost estimates within the field,
and the preparatioa of working drawings.

(e) Senior Structural and Cost Engincer

Combincs in one position responsibility for preparing cost analyses from
plans and specifications to represent the total completed cost and the
structural engineering duties mentioned nbove; checks that all items re-
quired are included. Reviews estimates to verify that they are a fair
forecast of actual cost. Supervision may b~ exercised over subordinates
in both fields or in a combination of both fields but is not required.

The incumbent of this position is regarded as an expert in both fields and

the regionel specialist on structural and cost problems. This position is
regarded at P-5 becausc of the variety and scope involved and the correlative -
responsibility for Tinality subject only to an administrative review by

the Chief of Technical Section. Where a Senior Construction Cost Analyst

has been established the existence of a Senior Structural and Cost Engineer

at P~5 is not regarded as valid.

(d) Senior Construction Cost Analyst

Serves os the responsible head of a unit comprising at least four Construction
Cost Analvsts. In this capacity is responsible fnr scheduling and planning
the work of the Unit. Applies policies and standards and reviews for
techrical adequacy. Advises members of his staff on the most difficult

11362
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problems. The incumbent receives assignments from the Principal Architect
and is responsible for develdping th~ scope and outlining fthe —ork methods
to be followed by nis subordinates.

Characteristic of the duties performed in this unit —ill be the review of
plans and specifications for conformity vith nolicies and standards, ad-
vising on uses of different materials to effect economy, preparing unit
cost figures on various components enterirg into the construction of a
project and estimating the total completed cost of construction. The
existence of this vosition ard a Senior Structural and Cost EZngineer
position is not regarded as valid.

(e) Senior Landscaepe Architect or S2nior Site Plarning Architect

‘ Serves as th> responsible head of a unit, comprising et least four Landscape
N or Site Planning Architects or both. In this capacity is resvonsible for

E scheduling and nlanning the vork of th= Unit. Applizs policies nnd
standards and reviews for t-chnical adequacy. Adviscs members of unis staff
on the most difficult problems. The ircumbant raceives magsignments from

the Princioal Architect ond is responsible for devaloving the scope and
outlining the work methods to be folliowad by his subordinstes. EHe is
regardod as the recional specialist in these fields.

; Charact-ristic of the duties performed in tais unit are the resview of land-
scape plans nnd soecifications or project layout designs for conformity
with policies and standards; the preparntion of z=stimates of cost and
sketchncs, drawings for ravisions or redesigns; and conferences with local
represertatives regarding layouts, materials, costs, and technical feasi-~
bility. 3Beceuse of the allied nature of the work the existence of hoth a
Senior Landscape Architect and o Senior Sitz Planning Archit=sct is not
considerad valid.

e
b3

SECE

£

e,
L
.4

P I

L (f) Secaior Ilectrical, Machanical, Civil Enginears
h ] b} é

e Each serves as the gpecialist in a reginnal office in one of
19 mentioned. Supervision is usually exsrcised nover a staff of
? is not requirsd.

Characteristics nf tha dutiss performed in eech fizld are, the ravierw of
plans and specificatisns for conformity witn polic1e», trdards, sound
engincering principles, the preparation of szkatchzs and leyouts for re-
visions or redesigns, the advice to local ernginsers architzcts on new
methods to ¢~nfrrm to linmitations on the use »f critical materialgs, the
preparation of estimates »f operating osts snd the development »f Repair,
Maintenance and Rewvlacemoent factors for lncel use.

\")

N Tne soecialist anature of each positinn mentioned sr -cludes the possibility W
of establishirg two positions at P-5 in any one field. Work load roguire- -
ments should be met at ths P-4 lavel or lower :3
11362 36 L
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(g} Maintenance Engineers Building, Electrical, Mechanical.

Because of the lack of information regarding the offect on these positions
of their transfer from the Management te the Development Branch, the
preparation of standards will be delayed pending receipt of specific in-
formation concerning the duties and rcosponsibilities now vested inthese
vositions.

P-4, Engineers, Architects, Construction Cost Analyst

This is the journeyman or fu'l performance level for all professional
positions in a rsgional Tachnical Section. Incivbents review pland and
specifications, bid documenrts, costs, within their sprcialty fields;
recommend aporoval, rovision or rejection; prepare sketches, dztailed
drawings, and cost ectimates; confer with local architects and 2ngineers;
and review change ordars for feasibility, costs, and oresparcs recommenda-—
tions. Work is roviawed mainly for policv conformity with occasional or
spot checks for technical adscuacy. Assigninents cover a broad area and
instructions received arc general in nature., The jncombont is  esponsible
for work mathods and results.

P-3, Associate Architects, Zngineers, Construction Cost Analysts.

This is the transitional position to the journeyman l=vel for all profes-
sional positions in a regional Technical Sesction. Assignments are not as
broad in scope as those mrde to the journeymen. Usuelly, is assigned
smaller phaszs of an assignment made to o journeyman. Typical tasks would
include reviewing plans and specifications for smoll projects not presenting
great ¢ifficulty or parts of plans for large orojscts; also detailed
drafting, maizing take-offs of materials from blueprints, cost estimates,
compiling critical material lists, the reviewing of change orders. Some
outside contaect work is required.

Assignments are usually accompanied by specific instructions and work is
reviewed for t echnical adequacy and volicy conformity.

P-2, Assistant Architrct, Ingineer

RS This position in a regional Techrical Section may usually be choracterized
Y: - as a technical office assi-tant. Assignments are accompanied by specific

: and detailed instructions snd usually involve the performance of such duties
as maxing detalled final drawings from sietches suprnlied by nigher-graded
architects or engineers, preparing detail=d calculations of utility costs,
technical charte and tables. Usunlly the incumbent is not responsible for
specific phases of the Section's program but performs work as an aid to
journeyman arcinitects and engineers.

'
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i

Pe=l, Junior Architect, Zngineer,

This is the trainee level and the incumbent performs routine engineering
calculations and computations, makes simnle drawings and compiles data in
accordance with specific and detailed instructions and under continuous
close supervision.

REMARKS
Not included in the levels mentionad above wag the position of Assistant
Chief of tne Technical Section. This position is classified at P-5 and is
usually occupied by a Senior Architect because of the overall responsibility
for coordinating and reviewing the work of the Section.

In the Central Office resides the responsibility for formulating the
policies and orocedures to be followed by tae Regions; for evaluating re-
gional performance in terms of consist-ncy and conformity; for serving the
Regions with basic materials, manuals, stendards and otaer aids, and for
investigating troublesoms situations in the field. The position resnonsidble
for the conduct of these functions is classified at P-7,

In connection with Central Office responsibility, it should be noted that
that office is responsible for tne issuance of standard plens, designs and
specifications. On the basis of these standerds avproval for construction
is rec~ived from the WPB. The changes, therefore, that are allowable

in order to obtain oriorities, must by necessity be minor. Usually these
are required only to adjust standard plans to local situntions.

It should bec noted further tnat prior to the advent of war housing the

highest level for p rformance Civil, Mechanical and EZlectrical Enginser
positions in the regions was P-4, The new program introduced difficulties

in connection with the construction of projects away from available utilities
which justified, in our opinion, the ecstablishment of specialist positions

at Grade P-5 in these fields. ’

Characteristics of such difficulties are:

Electrical Zngineerirg—--Due to the temporary nature of projects, the utility
‘ work has increased and it is now n=cessary ito review and revise designs of

L power substations and the highly complex equipment thereon including trans-—
formers, disconnecting switches, metering equipment, etc.; also the designs
for high tension lines on the vroject sites and the elsctrical installations
for sewerage and water pumping substations and other innovations. The
limitations on amounts and types of material which mav be used in electrical
distribution systems require completely new methods of design. The dormi-
tory program brings about problems of much higher concentrations of el=actrical
loads to be dealt with, Because of thess problems of design nf substations
and distributions systems, the performance clactrical engincer position

has been established at Grade P-5,

i3
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NHA

Mecharical Engineerirg: It is now necesscry for the mechanical engineer to
review and revise the design of central heating systems of much larger
buildings and groups of buildings. The use of prooane gas due to fuel
shortages presents completely new problems of design; and similerly with

: the wide-soread conversion from oil to coal fuel, existing systems must be
k- completely redesigned. The establishment of dormitory and trailer projects
E: has neceossitated the review of designs of oreviously—~ineacountersd com-
munity kitchens, infirmarics, baths and sanitary facilities. Vitn the
limitations on materials it is impossible to coanform to anrmal legal
requirements, and new designs to eliminate or reduce the use of critical
materials in plumbing and heating sysisms are necsssary. Because, in
summary, of the gensral incresse in rcsponsibility of the r2:ional mechan-
ical engineerirgz positions, and becnus: of the comnlotely new nroblems
encountered in connection with central neacting ond plumbing facilities and
the conversion of existing facilities, the performancs mechanical engineer
position has been established at Grade P-5,

Civil Engineering: Duz to the outlying noture of many projects, it is
impossible to tie project utility requirements into available facilities.
It is necessary to review designs of important facilities such as water
supply works, sewernge treatment plans, pumping and pressure systems and
the like. As a result of limitations on critieal mrtarials, new methods,
procedures and specifications must b2 devised for such improvements as
paving, and the site =ngineer must cooverate with the site vlanning
architect in the layout of buildings so that a ninimum of restricted
materials cen still sarve the project ndequately. Research into the
chemistry of wator and specific localities is necessary in the design

of wntor supply systems since non-corrosive mnterials are more difficult
to obtain. More complex problems of groding are encountered becnruce less
suitable sites, topographically speaking, are boirz used. 7ith the marked
increase in thc scopc of work performed by the civil enginears and with
emphasis on the necessity for reviewing the designs of complete cormunity
facilities, the allocation of a perfornance Civil Zngineer position at
Grade P-~5 is warranted.

The problems of War Fousing have not so naterinlly affected the positions

of Architects, Architectural Znginenrs, Site Plenuers, Landscape Architects,
or Construction Cost Annlysts; at least sufficiently to warrant Grade P-5
allorations for thnese nositinas except on thc basis of supervisory resoasi-
bility. In fnct some of those mentioned have been definitely weakened owing
N to the oxtensive usz of wond and the extremcly minor use of structural

P steel. Characteristics of the present duti=e involved are:

Site Plarni~g:

Due to the shortages of materials for utilities, it is necressary for the

site planning erchitect to coopercte with electrical, mechanical and civil
engineasrs in laying out projects so that A ninimum of restricted materials
can still serve the project adequataly.. Becruse unsuitable sites are used,
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the emphasis now is on placing units in relation to topogravhy, rather than
to each other, and the accent on landscaving is now on the use of temporary
ground coverings which become effective rapidly and waich reguire only
limited maintenance and upkesp. Increased resvonsibility recognized in .
the above factors strengthens thess positions. The new problens introduced
however are limited in scope and difficulty, and do not justify Grade P-5
as journeymen level.

Structural Engineering:

The limitations of materials require carsful review of plans and specifi-
cations with respect to tae design of foundations and the adequacy of

- = q '
supports. Undesirable sites and the curtnilment of aveidable grading call
for the redesign of foundations to conform to site reguirements. However,
the operations and ovrohlems iavolved do not call for foundations for heavy,

L _

permanent structures and therefore the parformance grade remains at P-4,

7

Construction Cost Analysis:

Letters of intent wnich were innerited along with prefabricated housing
units have occasionnd a grest deal of cost worz in transforming them to
suitable centracts. Ths =2xclusive usa of substitute meterials has also
tonded to enlarge the scope of the positiorn. Neither of these factors,
however, apnear to warrrnt classifying the journeyman level at better
than Grade P-4.

Arenitecture:

Problems in connoction with dormitory projects nre lorgely solved by the
fact th-t the Central Office issues standerd working drawings for them.
However, adjustments of these drawings to the local topography and the
purposa for which the dormitories are to Te -ised, are necess~ry. With
respect to prefabricat~d housing, usunl changes which must be made by the
architects in direct dealings with the prefabricator include adjustments
of details, such as wiadows of sntrances, to permit combinntions of units
and the adjusiments of spaceto take care of fuel changes or charnges in
internal fixtures such as bath tubs. This requires an intimate knowledge
of the programs of prefaobricators, —ithout the benefit of the usunl
intermediary arcnitect and positions in this series are strengthensd
somevhat by their direct contacts arnd nesotiations with orefabricators.
Homwever, ia large par , their work has not increased materially, either
in scove or difficulty, and Grade P-4 has been egtablisned for the
journeyman position.

Architectural Engineering:

This group is now dealing with completely naw types of specifications. How-
ever, a great deal of specification work is reserved for the Central Office
and while these positinns have been strengthened somewhat, it is felt that
the allocation nf the performence position should continue at Grade P-4.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIES: FILE CL=RX

KIND OR VORK

Concerns the verformance of filing duties in a Regional Office, iunvolving
the sorting, classifying, indexing, checking, cross~referencing, searching
and filing of correspondence, reports, documents and other materials by
decimal, alphabetical and numerical arrangement; the maintenance of a
control and follow-up svstem for borrowed flle material.

GRADE LEVALS

CAF-4, File Clerk

Responsibls for the prover operation of the central file unit of the Regional
Office and for tne supervision of antroximately eight employees ranging in
grades from CAF-1 to CAT-3, engazed in classifying, indexing, cross—
referencing, searching and filing of a variety of material including corres—
pondence, reports, documents, plans, specifications, etc. Responsible for
the accuracy of the fil-s and the maintenance or revision of a complex
classification system. Irains new employees directly, or through sub-
ordinnrtes, in ths filing procadures and work metiiods. Advises persons
throughout the regional office on the filing procsdures; formulates and
rocommends new filing procedures snd mnthods ~nd coordinates them with the
requiremcnts of the Region. Advises on or resolves the mors difficult

problems of classificntion and searching.

The pertinent allecation factors ars the supervision »f aporoximetaly eight
employees and ths ability to resolve the more comolex problams in clasci-
fying and searching for file mdterials of 2 varisd snd techuaical nature;
also, the rosponsibility for studving regionnl requirements and adjusting
the filing system to meet these needs.

CAF-3, Assistant File Clerk (Searcher)

Searches in various tymes of files ond records for requested correspondence,
reports, documents, plans ¢nd specifications, etc. either not in the files
or misfiled. Compilcs material from the filns with only general indications
as to subject matter. The incumbent of this positicn will need to visit the
various offices throughout the reginnal office to moke searcines for file
material loanad.

Alloenting factor of this position is the responsibility for difficult
searches for mnterinl rolating to 211 aspects of the FPHA program. 1is
requires a comprenhensive knowledge'of the filing syetem ~nd the functions
of various offices ~nd individuals.
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Agssistant File Clerk (Classifier)

Wnere a complex Dewey Decimal System of filing is involved, receives, reads,
and analyzes the contents of incoming mail, documents, memoranda, etc., and
classifies them on the basis of subject matter in terms of the major and
minor breakdowns of the code system; in addition extracts informetion and
prepares index cards containiag such information as names, titles and topics
of secondary impértance to serve as aids in locating requested data; main-
tains the file for these cards.

The primary allocation factor of this position is the classifying of material
by major and minor breakdowns in accordanc~ with a complex varintion of the
Dewey Decimal System. A good knowledge of the subject matter is required.

CA¥-2, Junior File Clerk

Sorts and arranges fils waterial in accordance with ta2 Dawey Decimal System;
files and withdrows matorial; files cnarge~out reczipts; checks folders for
errors; arrangcs materinl in folders and binds for vermanent records; checks
returned files agninst charge-out cards before filing; prepares folders and
rearranges woterial in cabinets vhen expansion is necsssary; classifies into
primary categoriss; indexes mnterial not requiring extensive familiarity
with the subjoet matter.

CAF-1, Under File Clerk

Sorts and arranges file materinl in 2 simple nlphebetical or numerical filing
system; files and withdraws material; filos cherge-out receipts and checks
returned files against charge-~out before filing; prepares labels nnd types
cards.,

REMARKS

The establishment of cepnrate Grade CAF-3 positions for classifiers and
searchers snould depend on the worklcad. In many cascs these dutiss may be
combined in one position. Available information indic-tes thnt a Grade CAF-3
File Clerk should be able to classify approximately 400 pieces of varied
material daily.

A Senior Mail, File and Record Clerk, CAF-5, is justifiable only when the
Mnil and File Unit consicts of twenty-five’employees, of vhich tweaty are in
the Clerical, Administrative and Fiscal Service. Such a position will be
responsible for coordinating the work of the Unit, for oppraising Regional
Office nceds and revising the Mail and File procedures to me2t those needs

- when required,
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POSITIONNCLASSIFICATION STANDARDS FOR REGIONAL CFFICES

o

S

=l

SZRIES: FISCAL ACCOUNT CLERX

.
ik

X

KIND CF WOHK ’ ’5

A Concerns the performance of all bookkeeping oneration of a Regional Office ‘@
%}‘ designed to insure an accurate and adequate recording o»f all receipts, "%
'%j obligatinns and expenditures of the Region; the preparation and maintenance P
-id of all income and expenditure records; the keeping of a general ledger, ﬁ
e . adrinistrative exnense ledger, construction cost ledger, management allotment ﬁ
7. ' ledg=r, cash ledgor and a ledger on miscellanecus obligetions as incurred; ;%
g

g the oreparation of special and periodic reports and statements required by
the Regional Director, the Central Office and the General Accounting Office
and Tressury Department.

-

e

I

GRAD= LEVILS

O

CAF-8, Associate Fiscal Accountant

Actes as Chief of the Accounting Unit and is responsible for directing,
coordinating and supervising the activities of the Bookkeeping Unit.
Directs the maintenance of the general ledger and the reconciliation of the
subsidiary ledgers with the general ledger. Directs and participates in
the annual closing of the general ledger and in the preparation of all
special and periodic r2ports and statements as may be r-quired by the
Central Office, Generasl Accounting Office, and the Treasury Department.

e T e

e

i

2

Lt

EHReS

4 Acts, on a full time basis, as the assistant to the Associate Fiscal

' Accountant with responsibility for the distribution of work to subordinates, ;
the expediting, and the coordination of the flow of work among employsees, i
and in such capacity acts as consultant on any unusual or complex problems A
that moy arise. Responsible for the introduction and training of new v
emplovees. Is directly responsible for the preparation of 2ll major
financial reports of tho Unit, and is also directly responsible for main- -
taining the general ledger of all financial activities of the Regional )
Office. Detects discrepancies that may arise between the general ledger
and subsidiary ledgers, and instructs the ledger clerks to make the
proper reconcilistions. Prepares trial balances, rcconciliations and
monthly reports covering all accounting activities pertaining to the ‘
projects, a1d neriodically prepares statements and summaries required AR
by the Central Office. . o

Confers with the EKegional Accountant and Assistant Regional Accountant with i

regard to accounting procedures, and recommends new or improved methods for £

the expeditious handling of vouchers, contracts, schedulss of receipt and Lo %
disbursement, involces and other financial documents. N

i‘ CAF-B8, Principal Fiscel Account Clerk g
'
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~ Managemont Allotment Ledger and the Miscellaneous Obligations Ledger, the

Bulletin No. 12~
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The allocation factors to be considered in classifying to this level are:
the responsibility for serving as full-time assictant to the Associate
Fiscal Accountant, and the direct responsibility for the preparation of
all major reports and the maintenance of the Géneral Ledger. '

CAF-5, Senior Fiscal Account Clerk

Is responsible for maintaining the construction allotment ledger and the
administrative expense ledger. Posts in appropriate construction sub-
sidiary ledgers, each obligation incurred, analyzed according to seven
types of expenditures. Maintains the encumbrance and liquidation ledger

of administrative expenses, posting in detail all administrative obligations
incurred by the Regional Office. Prepares montahly summaries of trans-
actions to show the statusof books of account.

The primary allocation factor determing this level is the responsibility
for the maintenance of two basic accounting ledgers. Thz knowledge
required, and the greater variety and scope of work parformed areelements
warranting the allocation of this position at one grade higher than the
journeyman Fiscal Account Clerk.

CAF-4, Fiscal Account Clerk

This is the journsyman level for the account clerk series in a Regional
Office where rcsponsibility is vested in the incumbent for the maintenance
of one of the several accounting ledgers kept by the Bookkeeping Unit.
Normally the ledgers maintained at this level arc the Cash Ledger, the

remaining two basic ledgers, i.e. Constructi on and Administrative Expense,
being jointly placed under the responsibility of the Senior Fiscal Account
Clerk discussed above. The incumbent of a position at this level performs
such duties as posting schedules of disbursements and collections, posting
obligations incurred and voucher payments and liquidations, and preparing
periodic and special statements showing the cash position of the Regional
Office, the status of obligations occurred and liquidated against any
construction, management or administrative allotment.

The incumbent of this position has full respomnsibility for the maintenance

f an jnte et of ts for. the Regional Offjce and must haye a complet
ﬁno%le&ée %%a&oﬁblegen%g§o%goﬁkegpingeangg%ge proce&ure governing the P

processing of public fisecal documents. :

CAF-3, Assistant Fiscal Account Clerk

Serves as general assistant in the Bookkeeping Unit, rendering aid to the
account clerks of higher gradc in the posting data from allotment, incum-.
brance and liquidation media to the control system of accounts. The incumbent
computes daily totals of disbursements and collections; makes trial balances
as requested: prepares schedules and, where the occasion requires, sub-
stitutes for Fiscal Account Clerks of higher grade in the direct maintenance
of ledgers.
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The incumbent of 2 position at this level usually performs bookkeeping
duties similiar to the CAF-4 Account Clerk, but receives more detailed
instructions and more immedinte supervision and does not have full responsi-
bility for a particular sat of books. The position represents the
transition level between the basic typing and minor clerical duties
performed by Junior Clerk-Typists of the Unit and the full-grade Fiscal
Account Clerks. ‘

REMARKS

When the Account Section positions were first established it was the
opinion of the Finanée and Accounts Division of the Central Office that the
ledger broakdown indicated in the above standards was the most feasible
arrangement for the full utilization of man power. For exampls, the Cone-
struction and Administrative Expense Ledgers were combined intp the responsi-
bility of one position primarily because it was felt that the workload in-
volved in the mmintenance of either one of these ledgers would not occupy -
the full time of Account Clerk. It was the opihion of the accountants

and of the Classification Section that such a combination imposed upon the
incumbent a greater degree of responsibility than rested with the Account
Clerks.keoping only a single set of books. Hence Grade CAF-5 was assigned
to this position. Whether or not, in actual operation, this opinion has
been justified is not clear at the present time, In the only region where
a check has been made, the proposed functional distributions for the
Bookkeeping Unit has proven to be sound.

Also in the regional setup direct responsibility for the maintenance of

the General Ledger for the Regional Office was placed in the position

of the Principal Fiscal Account Clerk, CAF-8. The General Ledger re—
sponsibility itself properly carries only grade CAF-5, and a position

could be setup to do this work at that grade. This, however, could not

be done without affecting the grade of the Principal Account Clskk unless

(1) the responsibility of the Principal Account Clerk for serving as full
time assistant head of the unit really amounts to something in terms of
actual performence, and unless (2) this responsibility, combined with the
responsibility for assembling, preparing and consolidating all fiscal reports.
and statements of the unit requires highly technical and administrative
ability commensurate with the grade CAF-6. Narmally, it seems that such a
position, minus the general ledger responsibility, would be warranted only
upon an expansion of the bookkeeping staff to the number of approximately 15.

- The grade for the Associate Fiscal Accountant appears at the present time

to be sound; this, in spite of requests which have been received from one or
two Regions to effect the reallocation upward of the position. The job is
essential one of an administrative nature involving supervisory respon-
8ibility of not too difficult a nature. This responsibility alone, that is
for supervising the activities of the unit, would not, on the bases of
existing staffing, justify allocation &f the position at highet than grade
CAF~7, The position was established, however, ons grade higher because

of the stated responsibility of the position for participating
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\

in meetiagzs and confercnces on the geoneral subject matter of Fiscal Accountir
and for mokirg reco-mondatisns affecting general regional financial policy

end procedure. To thz extent that this latter responsibility involves

the application »f professioral aceountarcy, tngether with the measurable
influance »f racommendatinong made by the incumbent, the positinn may
warrant all-acation ot = higher grade.




4 o
PRI ]




Bulletin No. 12
. 3-1-43
POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

_another authorized certifying officer, the certification of payment of approvec
vouchers., Participates in conferences and meetings on matturs concerning the

.

SFRIES: FISCAL AUDIT CLERK

KIIID OF WORK

Concerns the administrative examination, prior to certification for payment, of
all types of public vouchers submitted to a Regional Office, including vouchers
for regional office administrative expenditures, vouchers for lump-sum con-
struction payments, vouchers for construction payments under cost-plus-a~fixed-
fee contracts, and vouchers incidental to the operation of directly and indir-
ectly managed federal projects; the deterwining of the accuracy, propriety and
validity of all payments made by the region, requirins reference to and the
application of all pertinent laws and regulations of the Central Office and
General Accounting Office as well as decisions of the Comptroller General; the
recommendation to an authorized certifying officer of certifications for pay-
ment of approved vouchers, or the recommendation for administrative disappro-
val wherc necessary; the examination of all contracts entered into by the
regional officc to determine their completeness as to form and thelr adequacy
from a fiscal viewpoint; and the prcparation of all necessary briefs, resorts
and correspondence, citin, discrepancies and irregularities, and justifying
payments made to which the General Accounting Ofiice has taken exception.

GRADE LEVELS

CAF-8, Chief Fiscal Audit Clerk

As head of the Administrative Audit Unit of a regional officec, is responsible
for planning, coordinating and directing the activities of aspproximately 15
Fiscal Audit Clerks and additional clerical and typing nersonnel engaged in
examining all public vouchers submitted to the regional office for payment .
Assigns and rcevicws all work aud personally performs thc audit ard revicew for
adequacy and propriety of the most difficult vouchers and contract documents.
Is directly responsible for recommending to thc Regional Accountant, or to

payment of vouchers and the disburscment of administrative funds, making re-
recommendat ions affueting fiscal policics and proccdures of the regional offict
Prepares periodic and special reports and correspondence on the work of the
unit and on irregularities end non-compliances with cstablished rules and rogu-
lations governing public cxponditures, and, where necessary, prepires compre=
hensive replies to General Accounting Office suspensions for appropriate
action to be taken by the Central Office.

Grade CAF-8 for the position of Head of the Administrative Audit Unit df a
regional office is dependent upon the volume of construction vouchers both
lump-sum and cost-plus flowing into the regionol office for paymunt; or more
accyrately upon the variety of contrncts involved in the review of such
vouchers. The scope of the devclopment progran of o regional office is there-
forc the determining f ictor ih establishing the grade of the Head of the
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Administrative Audit Unit. For allocation purposes the crbitrery figure of
$85,000,000 has been set up as the dividing linc between the Grade CAF-7 and
Gradc CAF-8 responsibility. This figure has been confirmcd by the Civil
Scervice Commission as being sound.

CAF~7, Head Fiscal Audit Clerk

As hcad of the Administrative Audit Unit of a rcgional officc, is responsible
for nlanning, coordinating and directing the activitics of =pproximately 8
Fiscal Audit Clerks and additional clerical and typing porsonncl ungaged in
exrmining all public vouchers submitted to the regional office for payment.
Assigns and rcviews a2ll work and ocrsonally performs the audit and review for
adequacy and propricty of the most difficult vouchers and contract documents.
Is dircetly responsible for recommending to the Regional Acccuntant or to
anothcr authorized certifying officer the certification of payment of approved
vouchcrs, Participates in confcerences and mectings on mattcrs concerning the
payment of vouchers and the disburscment of administrative funds making recom~.
mendations affecting fisczl policies and procedures of the regicnal office.

repares pericdic and special reports and correspondence on the work of the
unit and-on irregularities and non-compliances with established rules and regu-
lations governing public expenditures, and, whure nccessary, prepares com—
prehensive replies to Generel Accounting Officer suspension for appropriate
action to be taken by the Central Office.

This gradc represcnts the top level for the position of head of the Administra
tive Audit Unit in thosc rogions where the development program does not approx
imate the figure of $85,000,000, for the reasons indicatced in the discussion
of the CAF-8 position. It is felt that the supervisory responsibilities and
tcchnical problems faced by the incumbent of a position at this level arc :
considerably less.,

CAF-6, Principal Fiscal Audit Clork

Ls full-tims assistant to the hecad of the Administrative Audit Unit, assigns
work to clerks of lower grade and reviews their work for general adequacy
with counsiderable authority for making finnl docisions, subject only to the
cursory review of the head of the unit. The incumbent of this position has
direct roesponsibility for the fiscal examination of all contracts cntered intc
by the regional office tu determine their complctencss es to form and thoir
general canpliance with regulations of the Tronsury and General Accounting
Office; and is directly responsible for the conduct of 211 nceosssary carres-
pondence in ccnncction with irregularitics uond non-compliances in such con-
tracts. Similarily, is in immediatc change of all training activities under-
taken by the unit to provide  compstent tvoucher examiners in 2 time of diffi-
cult recruitment, -As operating assistant chief, is rcfoerrsd to for decisions
on difficult vouchers and contrict 1nterprctatlon, end in the atsence of the
hedd of -the unit discharges the responsibilities of his office with full and
final authority.

48
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The essential factors detcrmining the allocation «f a ocsition to this level |,
are the respensibilities for serving in the line activity as a full-time
assistent head of the unit and the dirceet responsibility for the review for
fiscal adejuacy of 21l contracts entered into by the regional office,

CAF-5; Senior Fiscal Audit Clerk

The primary responsibility of a position allocated at this level is for the
administretive audit of mmine-run construction cost-plus vouchers. The
responsibility for determining which are legitimate charges for reimburse-
ment under a cost-plus contract can be regarded as a task more difficult
and calling for nore judgment and discretion than any comparable responsi-
bility for lunp-sum contract voucliers or for the rogular miscellaneous
“expense public vouchers. The incusibent of this position is required to be,
in terms of experience and ability, more capable than the journeyman CAF-4
Voucher Audit Clerk.

‘The CAF-5 allocation for 2 Voucher Audit Clerk mey also be based upon re-—
sponsibility for exercising full-time supervision over at least three
voucher examiners engaged in the audit of all types of public vouchers
exclusive of contriction cost—plus vouchers. In this instance, the grade
rests upon the supervisory responsibility alone.

CAF—4, Fiscal Audit Clork

This is the journeyman of 1ull—grdde performance level for veucher nudit .
work. Under general supervision, this position is responsible for either

the audit of all types of trav:l vouchers, including the most difficult;

or the audit of project management vouchers, including the examination of
tenant refund requests and fund transfers; or the audit <f all mine-run
miscellaneous purchase vouchers, excluding tnose for management and those

for construction; or for the cudit of any combinrtion of such vcuchers.,

CAF-3, Assistant Fiscal Audit Cle

Is responsible for the administrative a2udit of any one of the following
types of vouchers, or any combination of them: civil payrolls, reimbursement
vouchers of the ordinary k¥ind, oasscnger, freight and expross vouchers nd
advertising vouchers. The incumbent of a position at this level normally
does not participate in the audit of mere difficult public vouchers, such

as travel end miscclloncouus purchase; or, if he does, it is only in the

way of training for mere responsible worlk, without journcyrinn responsibility
for rcsults. This grade is usually theentrance lovel for work in the

subject matter field of voucher examinztion, requiring little or nol.
familiarity vith existing rules, reguletions cond decisions governing the
expenditure of public monies. )
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REMARKS

The number of Grade CAF-5 positions in an Administrative Audit Unit of a
region is closely and necessarily related to the volume of construction
cost-plus vouchers received by the regional office. It is expected that,
with the trend to the cost-plus form of contract, the need for additional
CAF-5 audit clerk positions will make itself felt. This factor will vary
again with the number of cost-plus vouchers that can be processed by one
examiner and still insure adequate production. Another cautionary note is,
that the audit referred to in mentioning the examination of construction
cost-plus vouchers is the full and complete examination of the vouchers,
not the audit of certain phases involved. In one region, for example, a
cost-plus voucher moves progressively from examiners of lower grade to the

head of the unit himself, each examiner in the process auditingor checting onl

certain items onthe voucher. Obviously, in such a procedure, where the simple
is segregated from the difficult, there would be no justification for
allocating all o the examiner positions at Grade CAF-5.

One significant point in connection with the establishuaent of Grade CAF-5
and CAF-4 positions is the standard adhered to by the Civil Service Comnis-
sion, which holds that the audit by one person of all tyses of CAF-4 vouc-
hers does not warrant, on the basis of variety, the allocttion of that
person's position at Grade CAF-5.

In general, the factors determining the level of audit clerx positions are
three: (1) the number and variety of legzl and administrative rules,
regulations and reguirements which must be applied in the audit function;
(2) the number of appropriations involved and the numbsr of restrictions
and limitations existing as to the use of such appropristions; and (3) the
independence with which the audit clerk performs his duties and the general
finality of his work.

There are certain items to be checked and verified which are coumon to the
audit of all types of vouchers. Thesc are: the name and address of the
payec, the signature of the payee, approprintion and projcct numbers, re—
quired supporting papers, the verification of computations o d statements,
approved amounts, authorizations for wxpenditure and dates. It is the
extent to which other factors are added to those, and the difficulty of
these additional factors, which determine whether an audit clerk position
should be cllocated at Grade CAF-3, 4, or 5. Above thesc levels the
allocation must rest primarily upon supervisory rcsponsibility.

“
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Bulletin No. 12

3-1-43
POSITION CLASSIFICATION STANDARDS FOR REGIONAL GEFFICES
[
SERIES: HOUSING MANAGE'ENT ADVISER
KIND OF WORK
}ﬁr Administrative management work in the development and supervision of project -

management programs involving administrative organization and functioning with
particular reference to efficiency and economy and conformity to Federal Publi
Housing Authority policy and standards; the inspeciion of project operation,
the advising of housing mana,ement personnel and the initiation of actions to
insure compliance; participation in management phases such a» tenant selection,
relocation, and preparation of rent schedules; the preparation of contract
awards, inspecting work, and reviewing mansgeinent reports; the development of
procurement and personriel standards; and the preparation of comparative analy-
sis anc administrative cost controls,

GRADE LEVELS

CAF-12, Senior Housing Manageuent Adviser

Acts as head of a syuad of Housing ranegement Advisers responsible for super-
vising housin management activities on projects within an area of the region.
Assigns, directs, and reviews the work of the syuad personnel, giving general
instructions as to policy and procedure and specific instructions in problem
situations. Personally supervises or participates in the wuore important and
difficult phases of project management, making field trips as necessary and
rendering decisions on matters of too great lmportance ifor handling by louer
grade personnel. Reviews documents prepared by Local Housing Authorities and
confers with them on matters involving deviations from esteblished policy,
being authorized to determine the acceptance or rejection of their recommen-
dations. Confers with the Regional Director and the Assistant Regilonal
Director for Project ilanagement on matters of iuportancc to the regional
managemcnt program, and recommnends the establ ishment ol nev or revisions to
old policies and procedures.

B - CAF-11, Housing ilansgement Adviser

This is the journeyman grade in this series with responsibility for performing
the genceral duty reviewing, advising, and expediting on thec gamut of menage-
ment problems in the field. Acts as principzl lirison buetween Housing ilanagers
Local Housing Authorities, and the FPHA during the mansgement staze of proj-
ects to which he 1s assigned., Conducts confercnces with Local Housing
Authority representitives and rogional staff members to cstablish working
agreements and to clarify points at issuc. Advises housing minagement person—
nel on the various phases of project munagement, coordinates and cxpedites
progress on the project to which he is nssigned, investigates delays, and

mekes recommendaticns on action to be taken., \
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Positions in this level operate 1ith indepcndence of decision on matters of
consistency, conformity to standards, policics nnd procedures, and technical
soundness. lMatters requirin. major decisions are roferred to the Senior
Housing Management Adviser for action. Work is reviered primarily for conform-
ity to est<blished policy and procedurc ~nd for soundncss of professional,
Jjudgment on technicnl phuscs.

CAF-9, Associete Housing lManagement Adviser

Is responsible for rendering ficld und of fice nssistance to Housing Managers
and Local Housing Authoritics in the oper~tion and maintcnancc of war housing
projects; advises in the various phases of projecct mancgement, =nd confers
with locel reoresentstives and with privete and public org-nizationz ~nd offi-
cials. )
Position in this level handle 2 limited scepe of the cntire mansgement program
and worls under the close giidance of the Senior Housing Manngement Adviser.
They have responsibility, however, for accuracy, thoroughness, and the appli-
cation of technical !nowledge where stundards arc established, ond arce subject
to roview for conformity to sstablished policy and procudurc, for general
technical soundncss wnd adeguacy, ~nd for conformity to strndards. Reference
to others is mzde on dissgreements and major discrepencics. This is the
trainee level for field advisory worl..

CAF-7, Assistant Housing Manageacnt Adviser

Acts as a Senior Office Assistant porforming such funetions rs the following:
reviews rcports and recommendtions, nnd lorn applic-tions in r.eg.xrd to proj-
ect administrotion; preparcs project avernge annual estimates; reviews mator-
ials and documcnts on o production besis; sronares corrusondence and various
supporting matcrials.,

Positions in tinis grade level have responsibility for epplying established cri-
teria, policies, and prbcedures with general. revicw except as it is deemed-nec-
esiinytorefer to personnel of Mhigher grade on matters of more than average im-
partance,

CAF-5, Junior Housing Management Adviscr

This is a traincc position operating in the Reugion-l Office as a Junior Office
Assistant. Assists Housing lian~gement Adviscrs of higher rank in the revicw

of mon gement rosolutions, rcports, and recommondntions, and checking of
records and 2ccounts. Revieus and makes comments on dr-fts for proposed bulle-
tins and other litcraturc ond conducts correspondence with Locnl Housing
Authoritics,

Incumbents of positions at this level oporate «:ith conciderobly more guid=ance
and supurvision in 211 ohases of the vor: that do incumbonts of CAF-7 positionsa
Principal rosponsibility is for tho accuracy of rosultsand the carrying out of
directions.
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REMARKS

Prior to the establishmint of the new regional organizeation, squads of Housing- -
Mrntgement Adviscrs reported through their squad leaders, Senior Housing -
Management Adviscr, P-5, to a Regional Management Adviser, P-6, in which posi-
tion vns vested respensibility for the monagement program of the region.

“ith the vstoblishment of an fAssistant Regional Director for Project Managemser
P~7, squad lcnders reported directly to this position, a2nd the P-6, Regional
tlen~pement Adviser position 'ens =bolished.,

Shortlv after the now reg.onsd orgaenizations were approved, several regions
roquestec the resllocation of the Senior Housing Monegement Advissr, P-5,
position. te P=6, because of the increrse of scoupe of the rogilonal programs,

and 2 subseguent inecressc in the proploas ~nd difficulty of vork of these

syuad leader positicns. These reguests were administratively epproved with :
the result thit, =although the stendards for this series shou squad supervisore: /7
in the P-5 gr.de level, the positions zre =ctually cllocated at P-6. The

paradox was made necessary by the lacy, ot the prescnt time, of established
strodards for the P-6 level and by the not-yct-enswercd question of how the
remaining levels of the sceries hive becen offocted by the rcallocation of the

top grade fruwm P-5 to P-6. It is recoumendod thot the regional Clessification
Sections anilyze the serics as it now exists with the following preblems in

mind:

1. Dces tho establishmont of the P-6 level mean that the entire series has
been raiscd one grade? If su, 1s thé performonce level now P-5 and is the
training ond cntrance level now P-27 ‘

2. Does thu cstiblishuentof the P-6 lovel mercly affect the suad leader
position mcaning that there no longer is o~ P-5 grade?
3. If the establishment of the P-6 grade adds a new level tc the seriss, what
arc the relaticnships betieen thie six levels and hat are the new scries
standurds?

flthough positions in thoe reg.on”l Housing tirnagement Adviser serics have here
tofore becn in the Profussional and Sciontific service, since pusitions in
conn~rable Centrel Office serics (Divisions of Local Authority Manngement and
Dircct Manngement) have been =llcested in the Clcerical, Administrative, and
Fiscal service by the Civil Service Commission, the service of Housing Manage=

" ment Adviser positicns in the regional organization is hererrith being chonged
fron P to CAF,
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FPHA :
POSITION CLASSIFICATION STANDARDS FUR REGIONAL OFFICES

SERIES: REGIOITAL INSURANCE ADVISER

¥InD OF "IORK

Concerns the application of the FPHA Insurance progsiam in a regional office so
that FPHA-aided projects are covered by adequate and proper insurance at the
lowest po.sible cost.

GRADE LEVELS

CAF-11, Regional Insurance Adviser

Is responsible for the .nsurance activitics of 2 re.icnel office; interprets
and adapts the policies estabiished in the Centrel Cffice to the needs of the
region. Ixamines insurance contracts entered into bv Local Housing Authorities,
and detsrmines that the propsr types anc asount of covera.e are provided; aids
Local Housing Authorities in negotiatioms .:ith iusurance coupanies; approves
insurance for cost-plus-fixed-fee jobs; prepares insurance orovisions to be
inserted in contracts; zad recomrien's chen,es in projsct nlans to eliminate
hazards, thereby reducing 1nsurance costs.

The 1ncumbent of this position is under tne acministrative control of the
Assistant Director for Administration. ‘lork is reviewed in the 'fshin, ton
Office for conforwity to poliicy. 1In the performance ol his dutlies the incu.—
bent uses his own Jjudesment and initiative and r:fers to tae “ashinzton Office
only when he is unable to solve problens involving cdeviations from established
policy and procedure.

RIIARAKC
ekl

In the Central Office resides the responsibility for formulating thie pelicies
and procedures to be followed by the Regions; for evalucting Regional perfor-
mance for consistency and conformity; and for negoticting troublesome situa-

tions in the ficld ancd for serving the Re:ions with basic matcrials, manuals

and other aids. The position responsible for the conduct of th.sc functions

is classified ot CAF-12.

It should be noted th<t oniy one level has hocen establishad in this scories. No
information is available 2s to the need for pesitivns ot Jorer levols or what
duties 2mnd responsibvilitics co.ld »e performed at lo er levels., Tiis does not
imply theat should the need manifest itsel{ such positions could rot bo estab-
lished.
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POSITION CLASSIFICATION STANTARDS FOR REGIONAL OFFICES

SZRIES: LAND APPRAISER

XIND OF WORK

Concerns tile appraisal of and negotiation for parcels of land, primarily in
o' urban areas, within sites selected for housing project locstions, involving
b approval, instruction, direction, and review of work of local appraisers; the

> . advising of Local Housing Authorities and other rezional officers on land

B matters including values, as of acquisition, problems of cost, availability anc
jiﬁ proximity to employment, transportation, utilities, services, schools and

- churches, the conduct of negotiations and determination of satisfactory pur-

cnase prices.

GRADE LEVELS

Pi5, Ragioual Land Adviser

Is resporsible for the administrative expedition and clesrance of all regional
land worlk, for the interpretation of poliéies and standards, for the approval
of contracts for appraisal services, and for persorally performing = substan-
tinl amount of field appralsing and negotinting. Advises Local Housing
Authorities on all land matters; assigns work to thc Senior Land Appraisers;
reviews reports and recommendations of appraisers to keep aware of progress on
all projects for tne submission of informntion to the Regional Director and
the Central Office, but not as to technical adequacy. Supcrvision excrcised
by the Regional Land Adviser over other appraisers of the P-5 level is entirely
adninistrative.

OR:

Senioer land Appraisar

\\
Has full rcsponsibility for performing land appraisel work, determines value,
advises Local Housing Autnorities on land matters, approves the selection of
and advises and instructs appraisers and negotintors of Local Housing Authorit-
ies, reviewing ~nd approving purchase prices, and negotiates for options,.

The allocetion of full-grade land appraissl and negotiating work at this level
is based upon the incumbent's h-ving exf{ensive professionnl experience in real
estate activities and opernting with a degree of authority and functional inde-
pendence equivalent to thnt of tac Regional Land Agviser. No technical review
is made of thc work of Senior Land Appraisers by the Regional Land Adviser nor
docs the lntter take ony responsibility whotsoever for the work of the other
appralscrs.
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P-4, Land Appraiser

Has independent responsibility for mine-run field appraising and negotiating,
directs the work of local apnraisers on a production basis, and advises gener-
ally on land acquisition programs. Receives assistance and guidance from the
Regional Land Adviser in the establishment of relations and in the treatment
of difficult problems arising in the course of the work.

7 Since it is believed that full-grade appraisal and negotiating work can be done
only by experts with extensive experience (Senior Land Appraisers, P-5), under
normal circumstances there is no promotional line to the P-5 level. P-4 may be
considered a training level, therefore, in which may be allocated positions

A whose incumbents are given limited authority until such time as they are

El considered sufficiently experienced to perform the full appraisal job.

8 REMARKS

Prior to the classification survey of 1941, the performance level for Land
Appraisers in the Reglons was grade P-4, with responsibility for functional
review of the work, in addition to administrative supervision, being vested
in the position of Regional Land Adviser, P-5. During the survey, by agree~
ment with the Civil Service Commission, independent field work was evaluated
at P-5, with the understanding that the functional independence was equivalent
to that of the Regional Land Adviser. The latter position remained at the P-5
level since it was believed that the amount of administrative supervision ex~
ercised by the Regional Land Adviser was not suffieient to justify the re-
allocation of this position to P-6.

Requests have been made by various regions since that time for the reallocation
of the Regional Land Adviser pesition from P-5 to P-6. Although position de-
sceriptions and other supnorting material which were submitted in connection
with these requests have not shown that this position exercises other than
administrative review or supervision of other Senior Land Appraisers, it was
administratively determined very recently that the reallocation should be ap~
proved. The approval of this action has resulted in a classification problem
‘ that is not as yet solved. Standards for the Senjor Land Appraiser, P-5,

a position are based upon the complete independence with which incumbents of

& this position operate in land appraisal and negotiating work. The allocation
B of the Regional Land Adviser at P-6 can be justified only on the basis of

. supervision of positions at lower grade and having final authority in ap~—

g5 proving their recommendations. Since these two factors are in direct conflict,
however, the question is raised as to whether the establishment of the P-6
grade does not lower the performance level once more to P-4, Since standards
for the new P—-6 and P-b grade levels have not been defined, it is still
necessary for standards to be presented here on the old basis. It is sug-
gested that the classification sections of the Regional Offices study the
positions in this series so that clarification of this situation can be made
and standards for the series can be restated hased upon actual operating
conditions.

7-0393-P117-NOBU-COS-PUN-WP
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Due to the extensive experience required for incumbent of land appraisal posi-’
tions according to accepted standards, and due to the degree of independence
with which they operate, the P-4 level is considered the equivalent of a
training position. P-3 and lower grade positions in this series are not valic .
since no classification standards exist for sucn levels in land appraisal worl

In considering the land appraisal standards reference should be made to three
clerical positions, which, although of different service and scries, are so
closely related to the land appraisal position as to warrant mention here.

CAF~7, Junior Administrative .ssistant {(Land)

Is responsible for executing in the fiecld all administrative details in connec
tion with the acquisition of lands. This position operates entircly in a
fiecld capacity under supervision of a Senior Lend Appraiser, performing such
"leg work" for him as checking titles in court houses and wit: titles com-
panies, preparing parcel meps, end handling th. gencral clorical work in
connection with the professionnl duties of the appraissr. ZIExcont for the
omission of professional duties this position may “e considered a substitute
for land appraisal:positions of lower grades.

CA¥F-5, Senior Clerk

Maintains in the Regional Office complete records showing the status of land
acquisition activities, including the compiling of acquisition data, =nd
checking and verifying appraisal reports. This position has responsibility
for processing field material in the office and for rslieving tic professional
land appralsers of all office detail., .

CAF-2, Junior Clerk-Stencgrapher

Performs generzl clerical nnd stenograpnic work in the Regional Office for tig
Regional Land Adviser. 3Becnuse of the existence of the Senior Clerk, CAF-5,
position which handles the important semi-technicel and clerical processing
work connected with land appraisal in the Regional Office, the absence of all
but minor clerical nad stenogravhic functions in this position limits it to -
the CAF-2 level. This relationship, however, is not inflexable, nnd a CAF=3
Assistant Clerk Sgenogravher position is possible. Nevertheless, the duties
of such a position call for careful scrutiny.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIES: LEASING AND OCCUPANCY ADVISER

KIND OF WORK

Concerns the study and analysis of Leasing and Occupancy probdlems in a
regional office and the rendering of professional advice and assistance
to Local Housing Authorities and directly operated projects on tenant
selection activities, involving consideration of the eligibility of war
workers to be housed, the racial and cultural patterns of the comrunity,
the type and amount of housing available witn relation to the need; the
determination of factors governing eligibility, relocation of tenants,
and methods of stimulating, verifying and certifying applications, recoum-
mendation of tenant eligibility and turnover; and the recommending of
changes in policy to meet local situations.

GRADE LEVELS

P-4, Leasing and Occupancy Adviser

As Chief of the Leasing and Occupancy Section is responsible for the
Leasing and Occupancy activities within the region and for interpreting
Central Office policies and procedures and adapting them to the needs of
the Region. Formulates and establishes the basic procedures and standards

4 governing the eligibility and conditions of occupancy on Federal Public

: Housing Authority projects and plans, coordinates and directs the work of
the professional and clerical employees of the section. Renders assistance
to Local Housing Authorities, Project Managers end Industrial Plant
Monagers on all aspects of the tenant selection program.

The incumbent of this positidn is specifically responsible for the dis~ .
position of those problem situations which are new and for which procedure
has not been esteblished, and wanich may affect established policy. Waere
several housing agencies operate within an area, for instance, the Local
Housing Authority and directly-operated projects, the incumbent assists

them in coordlnatlng and pooling the housing available and in establishing
procedures and standards for the selection of tenants. He makes on-the~spot
decisions in situations where the acuteness of the housing need requires
immediate action.

P-3, Associate Leasing and Occupancy Adviser

o This is the journeyman or full performance level and embraces all aspects

of the leasing and occupancy function in a regional office. The incumbent
spends considerable part of nis time in the field, applies policies and
procedures, advises Local Housing Authorities and directly-operated projects
on problems, makes contacts with industrial plants, sets up procedures for

7-0393-P121-NOBU-COS -PUN-P
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tenant seclection on the projects, and trains the project or Local Housing
Authority personnel in tenant selection methods. Evaluates project per-

formance in the ficld of Jeasing and occupancy and recormended changes to
improve methods in use.

The incumbent is responsible for the technical adequacy of his work, and
review is for conformity to podicy. This position is distirguisned from
the P-4 in that the incumbent does not establish basic procedures or
policies, nor is he responsible for making decisions on matters affecting
policy. ‘

«

P-2, Assistant Leasing and Occupancy Adviser

This is the transitional position between the entrance and journeyman
levels, and assignuents are received, with specific instruction as to
objectives, metaods to be applied, and nolicies to tae maintained.
Conducts re~erxamination of tenant eligibility to determine compliance
with prescribed policy; accompanies nigner grade members of tae staff on
field trips, and after they have set up the basic procedurecs for t enant
selection remains on the project to assist the project personnel in the
application of the procedures established. .At War Housing Centers aids
in setting up standerd forms, retirg and verifying applications reccived

from in-migrant workers. Also acts as senior office assistant and reviews

and analyzes reports, assembles rsference matzrial and conduct correspondence.
Work is performed within well described liaits and is subject to close
review for technical adequacy and policy corformity, At t:is level tae

incumbent spends only a minor portion of nis time in tae field.

P~1, Junior Leasing & Occupancy Adviser

This is a technical trairee Jo%, in which the incumbent acts as a junior
office assistant, checks reports of a routine natvre, assembles material,
maintains records, and performs other office work of such a nature as %o
provide, technicsl development tarough tne use and avplicetion of leasing and
occupancy terminology and concepts, techniques and stenderds, with gradually
increasing responsibility to the next nigner level in the series.

REMARKS

In the Central Office resides the responsibility for formulating the
policies and procedures to be followed by the Regions; for evalunting
Regional performance in terms of consistency and conformity; for invest-
igating troublesome situstions in the field; and for serving the Regions
with basic materials, manuals and other aids. The position responsible
for the conduct of these functions is classified st P—6.

11362 50
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It should be noted that under tne USHA slum-clearance program the leasing
and occupancy functlion was performed by the Associate Housing Sociologist

' P-3, who also performed project services functions. The new War Housing
Program has affected the leasing and occupancy function to the extent that
full-time performance in this field is required. Furthermore the greater
need for housing has caused problems to arise which must be solved promptly.
On the basis of the greater decision required therefor, the position has
been established at » grade P-4.

It should be noted that the Central Office through its field representative
participates directly in the adjustment and solution of the more difficult
and delicate problems. It is believel therefore, that the leasing and
occupancy position on the basis of the more direct supervision and aid
rendered by the Central Office and the fact, also, that the function is

not as varied, and complex as for example, the project services functions,
warrants allocation at no higher than Grnde P-4.
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POSITION CLASSIFICATION STANDARDS FOR REGIOMNAL OFFICES

MATL CLERK
SERIES: MESSELGER
: - CHAUFFEUR

XIND OF WCRK

Concerns the administrztion of the mall procedures in receiving, carding,
briefing, controlling and distributing incoridng mail; the processing and
distributing inter-office comrmunications; the receiving, separating, enve-
loping and dispatching outgoing mail; the rendering regular and special
messenger service to the various offices; and the arraa.in. transportation for
regional office employees in official automobiles.

GRADE LEVILS

Caf-4, Mail Clerl.

Responsinle for the proper operation of the central nail unit, including the
messenger service and the supervisiou of tihe clerical and messengzer staff
consisting of ajproximately 15 employees in .:races CAF-. and lower engaged in
examinin,, recording, routing and dispatchins incoming and outgoing mail and
rerouting inter-office menorands and other cocuments; advises persons through-
out the regional oftice on mail procedures; forrulates and recommends new

mail procedures and changes in workin_ mct 1ods to insure a rmore efficient
operation of the mail and messenger functions; trains and instructs hew em-—
ployees in their duties and the functions of the unit; advises on and resolves
the most diificult problems arising in the mail and messenz er service.

The allocation factors are the responsibilities for the supervision of aporoxi-
mately 15 subordinatc employees and the knowledge of wail proccdures and the
functions of thc various divisions and scctions of the regional office, as

well as, the opserating functions of individuals located in thesc divisions and
sections. )

CAF-5, Assistant tiail Clerk

The incumbent of this position is reyuired to have a thorough hnowlcdge of
8y mail procedures and geroral knowledze of functions and jurisdictions of &ll
units and many individuals in thc regional office. Responsible, as a full-
time assistent to act in the absence of the Chief; receives, reads and routes
the more complex incoming muil; acts as advisor to subordinate employess on
mail procedurcs and rosolves difficualt problems encountered in the briefing,
routing end dispatching of inco.ing and outgoing mail; responsible for main-
taining the follow-up system on unanswered mail.

The pertinent alloc:tion factors of this position zre the knowledge of the
operating functions of all the divisions and sections and the iork functions
of many individuals or the regionul offices; also for functioning as the
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full-time assistant unit chief, as well as being advisor to the employces in
lower-gradc positions. This position riay not be duplicated.

CAP-2, Junior i.ail Clerk

This is the porformance level which requires kno ledge of the functions of the
various divisions snd sections in the rcgionel office; rcads and routes
wndusignated incoming mail; exomines outgoing mail for dates, proper signa-
tures, indorsemcnts, number of copiles, enclosurvs, arrangciaent of correspon-
-dence, and duetackes file coplis’ routwes incorin.: m 11 in rccordance dth the
routing systun to the proper offices throigh the messcnger sorvices; reroutes
correspondunce anc inter-office memoranda to the vrious offices; maint=ins
records of dnlly wall counts of incowir. nd outgoinz mcil, and prep.res .-
periodic reports on this information.

CAF-2, Junior Clerx-Typist (iinil)

Types brizf digests of incoming corrcsnonduenice on crréde; heeps records of all
receipts ol special mail, rcgistered mnil, and :ir weel. Types reccipt forms
to be attached to all incomin:. checks, bids -nd smili-r meteri 1l to be signed

and returncd by the reccilving officc.
Pert.nont lloc ting factor of this osositica is the digest o the contents of
inca.dng w il, involwviig the cbisity to undorstond the contents and to

scvlect the oirtinent information.

CAF-1, Undir ;.~il Clork

Reeccives, opuns, time stamps, =nd checks incowing el cxauines outgpoing mail
for dites, proper sign ture and proscnce of enclosurcs; folds and seals out-
going muil; »rupc securcly, ties, wol hs and attoches proper wiount of ir

: meil or specl i delivery stowups on pucikascs «nd bulic wnteri-d; %ecops records

P of weight wnd cuwount of postage; sinleos out roecelpts for rogistered and insured
8 meily welivs d dly il count of the number of picces of u+il roeceived in the

3 mail unit.

CPC-3, Senior Lwssungor

Delivers incoodng wnil snd osicls uo outgoiiyy mnil frow vorious offices to be

returned to wmnil roow tor dispatching; assists on occasions in oponing, sort-
ing, time stwping, recording, mnd routing mnil -nd fole rams; makes special

trips to officcs outside the region-l office when requir.d.

CPC-2, HMcssenger

Collcets nnd delivers correcspondence, memorznd:s: and oth .r mit >ri- 1l within the
regionn]l officcs; sicks un and dillivers meil at tac Post Gffice. Delivers
and picks up spceinl mussagus 'nd parcels from other of fices outside the
regional office.
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The diffcerence bctween messenger positions in grade CPC-3 ~nd those in grade
CPC-2 is that the former is reguired to porform cloric:zl duties a subst ntial
portion of the time in addition to the norm2l messcnger functions.

CPC-3, Chauffeur

Drives of icial passenger automobile or light delivery truck or motorcycle.
Drives passenger automobilc in the trunsportation of varicus rogionnl office
officisls tou end from =poointments or to deliver specinl lotters cnd packa,es

3 to virious destinsticns in the city; checiws wechanicsl coundition of the
‘«L‘ m?tor vehicle and mrkes sure it is in proper conaition for operntion; mokes
4 minor mecnunicai repairs.,

7-0393-P131-1H0BU~CUS-PUN-.TP
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIE HOUS LG [LAN AGEMENT TRAINING ADVISER

=
93]

KIND OF WORK

Concerns the development cof in-service and pre—employiuent training prograus

in a Regional Office; the stimulation and advisin, of project manaiers regard-
ing managenent training programs and.problens; and the iwprovement of skills
and attitudes of all types of housing management employees, including managers,
assistant managors, custodial employees, maintenance help, bookiheepers, com-
munity relations aides and all other classifications ol management employees.

GRLDE LEVELS

CAF-11, Housing Manageuent, Training Adviser

In charge of and resoousible lor advice on all Housing llanagement Training
activities, including in-service trainin, programs, on-the-joo training,
apprenticeshiy, seninars, round table discussions and refresher courses
within a region (kerional Office, directly-operated projscts, Local Housing
Authorities) intcrpreting Central Office policies and adepting them to the
needs of the region. Formaulates and estiblishes regional management troining
procedures -ithin the frawevork of bhroaa pro, rams; directs and coordinates
the work of the profecsional and clericzl eaployecs in the Housins Management
Training JSection.

-y

.The incumbent is a speciulist in Housin, nLianagement Tralning with a .nowledge
of the ficld of housing munasement, the technigucs of troining, and ability to
develop procedures for effectively carrying out successiul traluing programs,
both formal and infornal.

Tt 7 S

i

. CAF -9, Associatc Housin;ﬁhqxgggypai.Auviugz é
- This is the journeyian ena full performance level, The rusponsibility vested ﬁ
iﬁ in this position if for developiny specific traininz prograus for specific ‘é
i needs, reking uss of tio wost modern nnd offective treining techniyues and ;i
‘ aids; conducts in-scrvics training prograns, includin. on-the-job training, o
seminare, round-tab.. discussions =nd refresher courses. Visits and counsels ¢

local housing authorities on the dovelopument and corduct of their training 3

-+ programs involving a study of such factors as 1.bor relations, reaclal relations 'f
f” tenant sclection, project scrvices, commercial facilitics, trxstion, main- %
' tenonce and recrocotionsl freiliitics for iiproving the skills 2and 2ttitudes :
' of present cuployecs; prevarcs nintorials for training new aanloyecs. Yorx is ﬂ
revicewed for conformance with policy and spot-checwed for technicazl adeguacy. E

The incumbont will spend a considersble portion ol his btime in the ficld, é

either in evaluatine the effectivencss of the trainin. prosrom or in deter—
mining the nced for specific treining programs, and for rendering advice to ,
loczl housing authorities mnd man~zers of directly-oporated projucts with re- S
gard to thelr training progriums,

11342 x 7-0373-P133-NUBU-COS~PUN-IP




A i | '
Sl St ool g S
bl il AT

T A e T b, "{ 5 v "L 7 b g 1 B g
T T L ' AT AL A
; it &

¢ 34

Rty S K
SIS IL A kv
l"“

S haatll
5 i .4"' .

VT oL B

T

W

o ,;%15

R7Ten
7

SR

S M e
Tty TR
-

=5

' |

b

N v
R a1, . . T TS RO
L b ot PN PRI S P P st ek 07 o By 3 e
S S B T e s ety e it o e g fos 1@ R LR




k- w
e
7 -
.
i
¢
B 5
hit

a

¥

R -
\ 1
k|

P )

Bulletin Mo, 172
3=-1-43

CAF-7, Assistent Housing lanagement Training Adviser

This is a transitional position between the entrance and full operformance
levels. Field work and agency contacts are performed at this level only to
& relabtively minor degree, and for the pursoce of observation and analysis
of the training programs. The major portion of the incubent's time is
spent in the regional oflice, editing and organizing training material, ob-
tainin: and anaiyzing matcrial in connection with problems referred by higher-
grade employees. He conducts considerable research and investigations for
training matcrial, writes instruction manuals fron material furnished or
sources indicated oy higher g¢rade employees, and acsists in the presentation
or conuuct of assigned phases of braining programs, especially in the deve-
lopiient o1 visual alds such as niovies, graphs, charts, posters, etc.

CAF-5, Junior Housing Lansgerent Trainin  Adviser

o) oy

This is the cntrance level position involving such technical responsipilities
as coliecting basic data necescary for the efficient carrying out of training
prorraws, setting-up and Laintaining records on data necessary for the deter-
mination of trainin. nceds, collectin, and maintaining mat-rials on training
technigues and procedures. Incumbent is also resoonsible for setting up the
technical material [iles to> service the profcssioncl staff. The -hardiine of
the more ,oncral correspondence will also occuoy part of the incurbent's time.
Should any training oi cl.rical steff be necessary, the incumbent mav assume
thesc duties.

Performance of the dutiecs of this position requirc a background of training
and a pood knowled ¢ of training methods end techniques., Housing cxpericnce
not essentizl but preforred.

[
"

RELARLS

The Civil Scrvice Jommission has alloceted the Housliig lanascument Traiining
positions in th. CAF Service becansc of the viaricty of subject matter invol-
ved. Therefore, tihv prolcssional grades previously cotabliched for the

regional of fices are now wodificd to reflect the change made by the Comuission.

In the Central Offic:. rusides the responsibility for formulating thu policies
and procedurss to be i'olloued by the Regions; for cviduativg rcgiondd per-
formance in torms of consistuncy and conforwity; for sorving the Regzlons uith
basic matirials, mwnunls, and other aids. The position rospornsiple for the
conuuct of thoese functions 1s clessificd abt Crade CAR-12.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES
SERIES: OPELATING STATISTICS AMALYS
KIND Of WORK
¢ Concerns the epplication of professional statistic:l methods in a regional

office to the measurement of progress and accorplishments of project develop-
ment and nentgement operitions; the analysis nnd interpactation of progress,
cost, tenuncy and other operating statistics from an ~dninistretive point of
view for thou managerial use of regional opercting officials, calling atteamtion
to specinl operating probluns requiring administrenative action; the organizatior
N and maintenonce of the system of recording -nd reportiny of oncrating statis-
tics on all nhases of the regionsl program needed to provide the regiona
. office z2nd the Central Officc mith periocdic and special statisticsl reports;
L the analysis of spuocizl sdministrative problems prosentcd by regional opersting
officials to detcrmine the ertont to vhich statisticsl (nnlyses of progress,
cost, tenancy anud other statisticel dota will nssist in mecting such problenms,
determining thoe sources and tyocs of dats réquired, the essential classifica-
tiors, the methods of collection, and maliing roports on findings; the deter-
mination, by an<lysis of the regioncl housing prograouw, of thc types of statis-
tic~l det not provided for by the nntion 1l reporting system nd required
currcntly for ourposcs of admirdistr:tave plonnirg, direction, ~nd cortrol by
project nd housing minig.ers, sna by rcgionnl of fice opersting officials.

GitADE LiVELS

P-5, Sr. Operating-Statistics Analyst (Regional Statistician)

As the Chief of the Statistics Section in a regional office is responsiole with
in the policies, standards and procedures established by the Central Office, .
for providing current and significant statistical dats to be used for manager-
ial purposes by the regional operating officials. Furnishes periodic and
special statistical and interpretive reports to the Central or Re;ional Office
on progress, cost, tenancy and other operating data. Installs, maintaing, and
and devises systens for compiliig recording, reporting statistical data;
analyzes special administrative problems presented by regional operating
officials to determin- the extent to which statistical analvslis of progress,
cost, tenancy and othur data 11111 assist in meeting such problems. Develops
methods of collecting daba dnd supervises the meking of analyses and prepara-
tion of reports. Formulates regional policies, standards, and procedures

as needed to supplement those issued by the Central Office to govern statisti-
cal recordin  and ruporting operations in tiie region.

The duties of' this position require considerable experience in the planning,
collection and analysis of primary data involving the use of prof essional
statistical techniques and methods and the ability to prepsre comprehensive
interpretative rcports on all phases of the FPHA program.

7-0393-P1 37-1Li0BU-CUOS-PUN~WE
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FPHA

P-4, Operating-Statistics Analyst

Recelves the most difficult assignments +iith only the broadest and most gener-
al instructions; responsible for plaaninz the approach, method to bhe used,
sources to consult, form of presentation and interpretation of datz, A domi-
nant aspect oi the position is consideravle field wori at sites of construc—
tion or operation, examining reporting systens, suggesting adaptations
therein, or installing on the busis of obscervation and anclvsis, new systeus;
advises and confers 'dth Local Housin: Authorities for ilmproving resorting
systems. Determines aia recoumends needs for studies and collaborates with
the Chief of the Section in planning the details or such studies.

In the absence ol tune Cunief serves in his piace wi'h full responsicility for
the work of the section. This is ai. advisory and sussrvisory position inelud-

ing &lso the oot ditficult =and responsisie statistic-]l analysis assignuencs.

P-3, Associste OQper=ting—-Statistics Analyst

This is the journeyman or full performance level. Field duties do not nor-
mally include reosponsioiiity for installation or adanvation of reporting and
stati-tigal record systems, but should inciude responsivility [lor observing
systesis 1n ooeravion ana for advis.ng Project lianagers and Local Hcusing
Authorities on oroper nethods of maintaining the systeng should also suservise
collectiou of data in the field and othcr ise acsist Project tane_ers in
making tenanCJ survseys and other statistical studies invelving tnoroubh Lnow-
ledge of scmpling technigues, survey methods, and =»ility to camplle, analyze,
and report on large masses of raw primary data. Responsibilitsy in tne Reglonal
Central Office will be for maiking statistical wnelvses wd interorctive report:
with considerable responsibility for sources, method an.iysis and interpre-
tation.

. e o ) 5 4
At this level the stalf cen he expanded to meet the ors-load. Review of work
performed should usually be for policy contormity . ith orly sn indicental

check for technical adeyuacy.

P-2, Assistant Opereting- titistics lnilyct.

At this level thors visl oe 3ittls field vor: exceot on -58i; mment 12th a
hi her-grade 3tatistic:]. Ans 1ya Ecsponsibilitv of the incumpent ~hile in

the Heglonil Central ‘fflce nill bu for niin: =n-lyses ol proparing reports
on assigned shases of loipv studics reguiring enslysis, cov-luation and testing
of the validity of uutw, élso plannin; and developing th v or¢ for himself.

In the main, the cidef civference botwoen the P-2 and the P-3 lovels lics in
the scope -nd noture of eccsignuents. The 2-3 is responsioie for all aspects
of 1 major study; the F-2 for svlected ohascs or th.t study.

11362 67
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P-1, Junior Qporating-Statistics Analyst

This is the trainee level. Assignments arc made specifically, sources are indi-
catcd and responsibility is for preliminary analysis of statistical data. On
assi:nment, works out deteils for pcriodic and special an~lyscs of statistical
data, also plans tables, graphs, and other statistical devices, superviscs the

K detalled activities of Statisticual Clerls, supervises review of statistical

g reports recuived from Local Housing Authoritivs, project and housing mencgers
pe - as to campleteness, accuracy and statistical consistency, requiring a mnowledge
gﬁ of statistical theory.

g Professional training is cosential for the sorformance of the dutiocs reyuired
- in this position. - Assignments on the whole arc rither soccific and accompanied
gg ’ by comolete dircctions. Tt is uxpocted that the incumbont +ill redeive assign-
N ments ol increasing tochnicality and difficaity so 2s to prepsre hinm for .
- advancement to 4 hivher grade in the scrics.

REMARKS

The levels described asove do not ropresunt o starfing schedule. It is not
considercd likcly that 21l regional offices will reguire vositions at all the
levels described.  The P-5 should be established only in those rczions operat-
ing a strong statistical progran for the provision of signiiicant data to
opvrating officirls for .mznogerial dur oscs. ’

The P-4 in addition to a P-5, only whurs the scops of the program and the work
load miko the position necessery.

It should bu noted that a considerable portion of the fieglonzl Statisticians!
ectivity is conccrned .ith supplying information required by the Contrel Office
in accordance with instructions =nd prescribed proccduracs,

ég
7-0393-1 14,1-NUBU=COS—PUN- P




e
w2 ; S T
e ot e S

o ERNGEE PO Sk F R Y
- LN . e r e T TR . B

5 Pk . o

ps

g B

e R




LY

0" ¥t ““ £
Bulletiz s, 12
3~-1-43

POSITION GLABSIFIGATIOﬁ STANDARDS FOR REGIONAL OFFICES

s

SERIES: PAYROLL, LEAVE AND 30ND DETDUCTION

: KIND OF WORK

Concerns the preparation of regular and supplementel payroll vouchers, in-
volving the making of adjustments for overdrawn leave, the payrolling of
new employees, the determination of correct azppropriation citations and
schedule numbers; the audit of annual, sick and leave without pay records
for previous years, and the preparation of new records showing leave
carried over; the compilation of leave due persons terminated, resigned,
and furlouvgned; the preparation of leave reports for employzes located in
the Regional Office and on war housing projects as requested by the Regional
Director and Project llanagers; the maintenance of voluntary payroll deduct-
ion records for the War Savings Plan end rccords of all issued war-bonds;
and the preparation of necessary correcspondence, forms snd reports.

GRADEZ LIVELS

PAYROLL

GAF-4. Clerk '

Responsible for tne supervision of at least three employees in grades CAF-3
and CAF-2 engaged in the preparation and arrangement of various groups of
payrolls: assigns work to tiae payroll clerks, including the figuring of pay-
roll totals for payrolls prepared by appropriation and/or sub-allotments;
reviews work of payroll clerks for conformity to payroll procecdurcs and
methods; supervises the preparation of piriodic reports; investigates all
payroll exceptions and suspensions; supervises the preparation of schedules
of cancelled checks, collections, and voucher deductions; advises both opers-
ting versonnel and payroll clerks of lower grades on tihe more technical
problems arising in tne Payroll Unit and explains procedurcs and work methods.

CAF~3, Assistant Clerk=Tvnist (Payroll)

i\

This is tne perforizance level. Prepares payrolls involving the making of
adjustments and determines correct aprropriation citation and schedule
numbers; prepares and keeps current, by posting to the payroll earning cards,
for each employee, from nersonnel orders, leave and bond deduction statements;
prepares and types on th> payrolls concise explanations for the refcrence of
the Treasury Department and General Accounting Office on adjustments to the
payrolls; prcpares supplemental payrolls and schedules, for the Treasury
Department, of the disbursements, collections, refunds and voucners; pre—
pares monthly report on form 3257B for the Civil Service Commission that re-
flects the number of permanent, temporary, war service and part time employees
in the Regional Office or at the war housing projects.
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The incumbent of this position is required to have full knowledge of payroll
procedures, rules and regulations.

CAF-2 - Jr, Clerk-Typist (Payroll)

Receives repctitive assigmments of work to be performed in accordance with
prescribed procedures, Types mail forms for the purpose of mailing salary
checks; types supplemental payrolls, back sheets and Treasury schedules; types
reports from rough drafts; prepares and maintains lists of employees amalary
checks going to various banks; records changes of addresses to insure cor-
rectness of mailing list; maintains a complete filing system of general
co?respondence, reports, copies of payrolls and personnel orders.

LEAVE

CAF-3, Assistant Lnavas Clerk

Responsible for auditing »nd maintaining of all Regional Office leave records,
requiring a thorough knowledge of nall leavec regulations. Audits annual, sick,
and leave without-pay records and preparcs new leave record cards; notifies
payroll clerks of any changss affecting current payrolls; computes leave for
persons terminnted, rosigned and furloughed; prepares lenve reports of cmploy-
ees at the request of the Division or Sectinn Heads or the Housing Project
Managers; prepares statements of accrued leave for employees being trans—
ferred to other Government Agencies. Responsidle for answering all inguiries
either by correspondence or in person on leave problems, involvingfull ap-
plication of the many technicalities of the leave computing system, and gives
instructions and interprets leave regulations and procedures,

The pertinent allocating factors of this position are the knowledge and ep-
plication of all leave regulations and laws. Supervision of a small staff of

' Grade CAF-2 vositions is expccted at this level but is not essential to main—

tain the grade,

CAF-2, Jr, Clerk-T mist

Posts leave to permanent card records from approved leave slips; files leave
cards; contacts various divisions and sections and obtains information as to
leave taken y employees; keeps léave records current from personnel orders;
computes, manually, the leave of employees in the Regional Cffice and on the
housing projects aad detzrnines the extent to which accrued leave will carry
a separated employee on the payroll. Prepares and types forms reporting

- leave information affecting current payrolls; enters on leave ypecord cards

advance sick, annual, leave without pay and military leave.

For a position at this level the knowledge and application of leave regula-
tions and laws is not required.

70
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BOND DEDUCTION

CAF~4, Account Clerk

g Responsible for supervising, instructing, assigning and reviewing work of at
B least three clerks at Grade CAF-3, and for maintaining a complete record sys-
1 tem for the woluntary War Savings plan. Supervises the maintenance of indivi-
Q dual authorization cards executed by the employees, and the preparation of

< ¢ forms and reports necessary in the operation of the War Savings plan; the

: preparation of bond issuance schedules and the recording of bonds issued;
g preparcs correspondence particularly concerned with the operation of the War
& savings plan; provides inforration and advice in regard to the employees
account records; consults with and discusses the details of the voluntary
War Savings plan with Section Chiefs, Group lenders, and employees in doubt
as to the provisions of the law or as to the orivileges extended to employees
on matters of refunds, changes of beneficiaries or co-owner,

The pertinent factor in the allocation of this position is the supervision of
at least three employees, with thorough knowledge of the War Savings plan
regulations and the bookkeoeping system that was promulgated in the United
States Treasury Department.

CAF-3, Assistant Clerk-Twvpist

s LB e T o R A oD

This is the performance grade that requires great accuracy and thorough
knowledge of the voluntary War Savings plan, procedures and regulations, pay-
roll procedures and the necessary forms for the receipt, transfer, and ex~
penditures of savings funis. Posts to reverse side of the individual Author-
ization cards, and computes these entries at appropriate intervals; reviews i
and checks bonds received against disbursements, schedules and the deducted .
amount shown on the Authorization card; records bond serial number on the
back of Authorization cards, prepares and types on own initiative routine )
correspondence; tynes schedules of voucher deductions, schedules of purchase .
of bonds, and bond issuaznce schedules; maintains a complete file of all re-
lated material of the voluntary pamroll savings plan.

The pertinent allocation factors of this position are the full knowledge re-

I quired in the aprlication of rules, regulations and procedures governing the
% , voluntary War Savings plan, the advising and furnishing of information to

' employees, and t e resolving of problems arising through the War Savings plan.

REMARKS

-~ The Central Office Payroll, Leave, Retirement and Bond Deduction Section is

j under the supervision of a Principal Clerk, in Grade CAF-6, who is responsible
for the payrolling of some 1800 employees and the maintenance of the leave
records for these employzes. The position is also responsible for the main-
tenance of the Retirement Records for the Central Office, Regional Offices
~and War Housing Project employees numbering about 6000, and for the mainten-—
ance of the War Savings plan records for about 95 percent of the employees

7-0393-F147-10BU-C0S-PUN~WP
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employed in the Central Office. The position is also responsible for ad-
vising Regional Offices in the installation of payroll, Leave and War
Savings plan records and in the resolution of the most difficult problems
arising in the Regional Offices; this occasionally requiring the 1ncumbent
of the position to make visits to the field.

2 The Assistant Chief of the Payroll, Leave Retirement and Bond Deduction

- Section, Grade CAF-5, onerates as full time assistant and acts for the

k- Chief of the Section in her absence. The incumbent of this position is

g to have full knowledge of all rules, regulations and proecedures and work
methods of the payroll, leave Retirement, and bond deduction functions,-

~ particularly the payroll, for which the incumbent has direct responsibility

for operation.

K In all the Regional Offices, at the present time, tane payroll, Leave and

2 Bond deduction functions are under the responsibility of one clerk in Grade
b CAF-4. As indicated in tho scries standards above, the performance level
E. . for payroll, leove and Bond deduction is Grade CAF-3, It is felt, however,
3 by the Centrnl Office Classification Section that the combination of the
important responsibilities of the CAF-3 positions into one position, warrants
the allocation of the latter position, one grade higher, or CAF-4,

In some regions tuere have been established two positions in Grade CAF-3
under the CAF-4, one to preparc and maintain payroll records, the other to
maintain records for both leave and Var Savings plan. There have also besn
established one or more positions in Grade CAF-2 to perform duties incidental
to the payroll preparantion and to the maintenance of lenve and bond deduc—
tion records. Such subcrdinatc positions nt CAF-2 may be added indefinitely,
as the work load requires.

72 2 .
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POSITIOF CLASSIFICATIOL STANDARDS FOR KEGIONAL OFFICES

SERTES: PZRSOMMEL CLASSIFICATION TECHWICIAN

KIND OF WORK

Concerns the conduct of technical vublic personnel work in position classifi-
cation, involving the analysis anc the evaluation of duties and responsibili-
ties of positions in a regional office, the conduct of investigations, the
writing of class specifications and other technical statei:ents, the study of
functional and organizational relationships, the prepar:tion of charts and
analytical reports, and the makting of recommendatiors on distributions of
responsibility and organizational structure.

GZADE LEVE'.C .

CAF-9, Personnel Classification Technician

This is the journeyman level for the norition classification series. Incwnbent
of this position usually acts as Head of the Classification Unit and in this
capacity plens anc directs the work cf the unit, sets u> procedures for its
proper functioning, gives assigntents and instructions to one or more classi-
fication technicians of loer grade and reviews their -or< for technical ade-
quacy. As a workiny supervisor, initiates and conducis clessification studies
and Investizations; approves allocation of gil nev rezionel positions; .
cooperates with the Central Office in submitting pacition descrintions for all
positions approved in the region; advises and consuits wilh pervonnel of
Budget and Plarning Sections on organizationsl studies; and, in the absence of
the Regional Personnel ({ficer, may act in his ctead.

CAr-7, Assistant Personnei Classification Technician

Anglyzes and .lakes investigations of various resional posibions the audits and
surveys inciuding arl but the most important and cauplicsted ones. Recomuends
alloceations based on his findin s. Stuaics and anulyzes the organization,
staffing, and division of responsibility to work units and small organizations
for the purpose of recomnending allocations, usin: techaigues and procedures
establiched by tie Clasei’ication Section in the Cuutrel Cffice of FPHA.
Assists the Chief in carrying out mejor clnssilicution studies and investiga= .
tions.

Recelves general directions regarding tecihniques and osrocedures to be followred

! & < o] P
in carrying out assirnuents. Ecerclices 2 conslderstle amcunt of independent
Jud yuent and initiative in the corryin:~ out of assi:nments, only the fore
complex an- difficult oroblems being brourht to the . ttention of the Chief
for advice. 'or. is reviered for completencss ord clority of position

< r

an2lysis and soundacss of judgment used.
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CAFP-5, Junior Tlsscirication Tcchnician

On specific assignaent, assists classification technicians of higher grade

in reviewing organizationcl, functionazl, and Tlow charts, ~dministrative
orders, bulletins, and nenoranda to deturmine the runctions and division

of work in units in which positions being investigzted ¢re locoted.
Independently cenducts routine desk sudite ond iavestizotions chiefly in
clerical and cuctoaisl positions and direcls thu organizational relrntionsnips
of thusu positions with supervisory authcrity. cOrep.res organiz-tion:d
charts of divisions, units and sections in order te facilitete classiricction
activitics,

This is the cntrance level position of the scries. hecuives assinments with
both spec1f1c and ¢ cnernl instructiono, deocndilng upon the coiplL"“ty of the
function. “or.. is closzly reviewsd for conpletsness of staterment, accuracy
of content and technic 1 adewuacy.

REIARES

Althouch the top position in this series, Personac ! Classification Technician,
is at the jourieyman level and could ke duolicated becruse of workload, it
has bcen found most setisi.ctory to estoblish but onc Hosition at this gride
in each region with the rosponsipility being vested in it of 2cting as head
of the unit and supcrvising technicins of lower grode,

This position resorts to » Rezionel Perconnel Officer 2t Grade CAF-12; which
position has the resoonsipiiity for the administrst.on of the personnel
program of the RLSLOL involving the opolication of policv developed in the
Central Office, tic rendering of advice and assist wice to vesionsl officinls
and omployeus, ond t codrdin:tion of the activities of the Classification,
fmployment, Appointments, and Personnel Tr-ining and Ewplovec xeletions Units.
The Porsonn.l Officer acts as liaison officer betieen the regions and the
Centrcl Office PUTSOHHGJ Division and with tho District Cffice of the Civil
Service Comaission, wnd inverprets persornncl policics to the regional officinls
and rccommends chinges in policiss to the Central Gffice Porsonnel Division..

In regions in which 'n ircreasc in program :nd workload nocessitates full-—time
assistancu for th. Re;ional Porsonnel Officer in pl muin:, orgrnizing, coor-
dinating, and cup rvisin. the osersonncl prosram of ths rogyion, an Assistant
Reglonal Persouncl Cfficer position has oven est:iblishod ot tirade CAF-11.
Where the need for 2 full-vime nssisteont hos not boen folb, the Chief of one
of the units is authorized to sct in the - bsenece of the R:gioncl Porsonnel
Officer, -
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FOR REGICNAL OFFICES

SERIES: PERSONNEL TRAINING AND EMPLOYEE RELATIONS ADVISZR

KIND OF WORK

Concerns tine directing and developing of a personnel training program in a
Regional Office, including the development of in-service traluing and other
types of training methods and techniques; the establishiment and operation of
programs for improving employee relations and maintaining morale; the stima-
lating, aiding, advising, organizing and administration of in-service train-
ing programs.

GRADE LEVELS

1

CAF~9, Porsonnel Training and Zmployee Relations Adviser

This is the jourmeyman level for this series. Incumbent also acts as head of
the Personnel Training and Employee Relations Unit, witl responsibility for
planning, organizing and executing a program of training and personnel rela~
tions, and Jor supervising technicians of lower grades.. Reviews proposed
disciplinary personnel actions and develops training and organizational pro-
grams for all new employees, Oonducts research in the development of train-
ing methods and techniques cooperates with the Employment Unit in replacement
problems, and witn the Classificavion Unit on position classification matters,
Makes recommendations for changes in policy and procedure to be submitted to
the Central Office Personnel Division.

CAF-7, Assistant fersonnel Training and Employee Relations Adviser

Conducts training programs, following established procedures in policies.
Intepviews new employees upon entrance on duty, and upon tineir request in
order to discuss employee grievances, and provides satisfactory solutions to
the problems presented. Performs research and prepares material to be
included in revisions of the FPEA employees! handbook.

Positions in this level receive assignments and instructions of a cenaral
ngture, work independently, and receive review for technical adequagcy of work '
and: its conformity to established policy and procedure. ,

CAF-35, Junior Personnel Training and Employce Relations Adviser

This is the entrance level in this series, Assist personnel of hisher grades
in the preparation of organization training bullotins, outline periodicals,
and other materials for the guidance and information of employees in the
Regional Office. Conducts short range research projects designed to develop
important training standards, methods and policies.

Receives instructions as to objectives and work metliods, performs duties under
general supervision, and work is reviewed for completeness and technical
adequacye




Lol ¢

N Ty W
A L‘. }
RINEARARRRG S0 b

AT
.

<ad




Bulietin No. 12 '
3-1-43 ‘

REMARKS

Although the top position in this series is at the journeyman level and
could be duplicated because of workload, it has beenfound most satisfactory
¥o establis but one positicnat this grade in each region with the respon-
sibility being vested in it of acting as head of the unit and supervising
technicians of lower grade.

This position reports to a Regional Personnel Cfficer at Grade CAF-12; waich
position has the responsibility for the conduct of all personnel administra—
tion activities of the region, involving the application of policy developed
in the Central Office, rendering advice and assistanée to regional officials
and employees, and coordinating tne activities .of the Classification,
Employment, Appointments, and Personnel Training and Zmployee Relations Units.
The Personnel Officer acts as liaison officer between the Regions and the v .
Central Office Personnel Division andwith the District Office of tue Civil
Service Commission, and interprets vpersonnel policies to the regional officials
and recommends changes in policies to the Central Office Personnel Division.

In regions in which an increase in program anc¢ work]oad nocessitates full~time
assistance for the Regional Personnel Officer in planning, organizing,
coordinating, and supervising the personnel program of the region, and
fssistant Regional Personnel OUfficer position has been established at Grade
CAP-11. VWhere the need for a full-time assistant has not beer felt, the

Chief of one of the units is authorized to act.in the absence of the Regional
Personnel Officer.

7-0393-P157-NUOBU~COS~PUH-«P
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

7

SERIES: PRIORITIES ANALYST

KIND OF WORK

Concerns the handling or priorities matters for a regional office in-
cluding the interpretation and explanation of priority regulations and
procedures to contractors, members of the regional staff, and project
development personnel; the preparation and preliminary review of critical
material lists and applications for priorities for submission through the
Central Office to the War Production Board; the submission of supporting
material to justify requests for priority ratings; the conduct of corres-
pondence with the Central Office Priority Section in order to coordinate \ -
and expedit® tne obtaining of priorities so that materials ecssential for
the construction of war housing projects may be obtained in the shortest
possible time. .

GRADE LEVELS

P-4, Priorities Analyst

This is the highest grade level in this series and has respongibility for
the priorities activities of the regional office. Informs regional develop-
ment personnel, contractors, and local housing authorities on priority
matters according to material disseminated by the Central Office. Reviews
priority applications submitted from projects under comstruction, deter—
mines the merit of the applications based upon construction necessity, and
prepares such material for transmittal to the Central Office for processing
through the War Production Board. Preparcs explanatory material to be used
as justifications for priority requests and answers ingquiries of Central
Office Priority Section as to necessity for certain criticsl materials.
Prepares lists of critical materials for Central Office submission to the
War Production Board in connection with their material allocation system.

Positions in this grade level have responsibility for the priority function
in a region. Engineering or similar professional background is necessary
in order to be able to read plans and specifications and be familar with
materials, equipment and terminology used in the building industry. Tne
principal allocating factors are the interpretation of regulations to
reglonal and field personnel, and the preparation of priority requests and
supporting material for submission to the Central Office.

P=3, Associate Priorities Analyst

This s the performance level in this series at which grade Positions in
this grade perform full-grade priority functions, their work being reviewed
by the Priorities Analyst only as regards conformance with established
policy and procedure,
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In the Central Office the Priorities Section is located in the Projects
Division, since it has been deemed most efficient to have priority ap-
plications analyzed, reviewed, and processed in the same division waich
controls the flow and processing of the various doruments and actions
that relate to the development program. Priorities-positions in the re-
gional offices have usually been located in the Construction Section due
to the functions having been delegated in many cases to personnel already
attached to that section. Two or three regions have suggested establishe
ing a separate Priorities Section, in the Development Branch, however,
since the flow of documents and correspondence directly from these positions
to the Central Office may be expedited thereby.

The necessity for all applications for priorities being submitted to the
Central Office for processing through the War Production Board is caused

by WPB having its various materials and construction divisions centraligzed.
This means that all regional requests flow to the Central Office where final
review and clarifications are made before submission to WPB. Actual con-
tacts, negotiations, presentation of justifications and expediting of
action through WPB are made by the Central Office Priorities Section. These
Central Office functions necessarily limit the authority -and responsibility
wnich can be vested in the regional positions.

Although the nced for positions in lower grade levels has not yet been felt,

it is feasible that such positions can exist. Standards for these levels
are nol being included, however, until such time as the actual functions to
be performed are determined.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICZS

PROCUREMENT OFFICER
SERIES: PROCUREMENT CLERK
TRAFFIC CLERK

XIND OF WORK

Concerns such duties in a Regional Office as the reviewing of requisitions,
the preparation or review of specifications, the analysis of bids and pre~
paration of abstracts, the recommendation or awards, and tae preparation

of contracts and the routing of shipments, inspection work in connection
with the purchase or lease of materials, supplies and equipment, services
(excluding personnel services) and space not purchased or leased by the
Central Offige; specifically, concerns the purchase or lease of the following
items, not to exceed $2500 in any one contract, or $2500 per year in any one
lease:

le Office equipment, furniture, and furnishings for the regional and
project offices,

2. Project management and maintenance equipment, furniture asnd furnishings.
3« Replacements of equipment, furniture, and furnishinzs,

4. Construction equipment on cost plus contracts not purcinased or leased by.
the contractor.

5. In special instances, those items ordinarily purchased by the Central
Office which the Central Office has determined may be purchasecd by a
Regional Office,

GRADZ LEVELS

CAF-9, Procurement Officer (Regzional Procurement Officer)

As the chief of the Procurement Unit and as Rsgional Procurement Cfficer, is
responsible for the interpretation and application of Central Cffice and
established governmental policies and procedures to the needs of the Region,
Formulates and recommends regional brocurement policies and plans and directs
the work of his staff. The incumbent is responsible within the jurisdiction .
assigned to the Region, for tae purchase or lease of all equipment, furniture,
furnishings materials, service (excluding personnel service) space including
review and preparation of requisitions and specifications the recommending

of awards and the routine of shipments, handling of claims arising and of
contracts and answering exceptions taken by the Genersl Accounting Cfficey
.also for the recommending of substitutes or alterations. This position re-
quires considerable contact with nmanufacturegys and transportation agencies,

A major responsibility is the development of sources of supply through studies
of markets, and the contimuing function of appraising the regional needgs so
that required equipment, materials, etce, will be available wnen and where
needed.

7-0393-P163-110BU-COS-PUN-P
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CAF-7, Assistant Procurement Officer

As a full-time assistant to the chief of the Section is responsible for the
conduct of the detail work of the Section, More specifically the incumbent
is responsible for preparing or supervising the preparation or review of
requisitions of bids, contracts, routing instructions, etc., recommends
acceptance of bids, changes in specifications, use of alternations. Donducts
negotiations and prepares reports on claims arising out of contacts. Zstab-
lishes and maintains contacts with suppliers and transportation agenciess,
Arranges for the movement of employees household effects.

Performance of duties requires a knowledge of supply sources, government pro-
curement regulations and procedures and the ability to understand technical
specifications and to suggest changes to meet market conditions. This is

a supervisory position and cannot be duplicated in a Regional Office, Work
load requirements should be met at lower levels.

CEF-5, Sr. Frocurcment Clerk

Responsible, in connection with open-market formal bidding purchases for the
preparation of invitations to bid, involving review and clarification of
specifications, assembling of all data required by law to be included in the
bids, such as wages to be paid, employment of convict labor, etc., also such
conditions as delivery dates, delivery points, bidding dates. Maintains
records of bids received, propares abstracts, checks comditions with specifi--
cations, recommends acceptable bids after considering type of service to be
rendered, transportation costs, discounts offered, etc., notifies the success~
ful bidder and propares or directs the preparation of contracts. This involves
inclusion of all necessary bonds, conditions, applicable government régulations
Conducts correspondence with manufacturers and other Sections of the Region,

This position differs from the CAF-7, Assistant Procurement Officer, first in
the supervisory responsibility, and second, in the lesser degree of respon-
sibility for reviewing and preparing the most difficult specificationse

This position may be regarded as the Jjourneyman level only if the work load
required full time performance of the duties mentioned above,

CAF—4, Procurement Clerk

Responsible, in connection with schedule purchases (contractors listed in the
general schcdule of supplies used by the Procurement Division of the Treasury
Department) for the review and preparation of requisitions for Clarity; '
compares specifications with those on file and suggests changes whén necessary
to conform with similar articles which may be purchased from the gensral
schedule; prepares contracts and assembles necessary conditions and shipping
instructions, It should be noted that in this position there is usually no
problem as to sources of supply and no bids to tabulate and to approve, This
is journeyman level and may be duplicated, ‘
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CAF-4, Traffic Clerk

Responéible for the routing of all shipments in the most economical and rapid |
mannere Determines the cost of packing, crating, drayage, and shipment of
empioyees household effects, and interprets and applies pertinent government
regulations concerning the movement of goods. Prepares bid proposals, opens
bids and recommends awards, and reviews and approves carriers' bills. Ad~
vises on the preparation of Bills of lading. This position may be duplicated 2
to meet work—load requirements.

CAF-3, Assistant Frocurement Clerk

Chief responsibility in this position is for the soliciting of bids and
recommending approval of purchase of low cost expendable items in the open
market and without formal bidding. Such purchases may not excesd $100 per
item, and usually amount to less. Bids are solicited mainly by telephone . ;
contactse Checks requisitions and prepares purchase orders., Follows up to
expedite delivery. May also assist higher-graded procurement checks by tabu-
lating bids, maintaining records of suppliers, reviewing requisitions, etc.

This position may be duplicated to meet workload requirements.
REMARKS

At the present time the location of the procurement responsibility is not con-—

" 'sistent from Region to Region. In many cases part of the responsibility
appears to be lodged in the Office Service Section and part in the PBroject
Planning or Technical Sections. Any tendency so to sproad the responsibility
should be carefully analyzed with respect to the efrect upon the positions in
the Procurement Unit of the Office Service Section. These positions were
allocated on the basis of full responsibility for the procurement function in
the Region, with one exception - the Housing Managers procurement function. It
should be further noted that the major procurement responsibility resides with
the Central Office in Washington, as pointed out in "Kinds of Work,"

In most instances the Frocurement Officer is regarded as the Assistant Chief
of the regional Office Service Section, with full responsibility for acting as
the Chief during his absence or on his behalf. '

The Chief of Office Service has been established at CAF-11 or CAF-12, depending
on the regional workload, with particular reference to the mumber of cost-plus
and directly-operated projects in the region, Where the workload requires a
full-time Assistant Chief of Office Service, this position may be established
with responsibility for coordinating the work of the Section. The grade will
depend upon tne degree of participation in the specific actvivities of the
Sectione .
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3~1-43
PCSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICIES
SERIES: PROJECT PLANNER
KIND OF WOiK

f?ﬁ Concerns the coordination and expedition of all work, technicel and other-
}j wise, relating to the development of housing projects, requiring basic

. training in architecture or engineering in order to draw and understend
fg{A sketches and plans and to evaluate, coordinate and reconcile technical

. recommendations; the expedition and clearance of 2ll project development
A work; the selection of sites; the establisiment and maintenance of re-
lationships with Local Housing Authority officials and staffs.

GRADE LEVELS

P~6, Principsl Project Plannér

il
S G Sl R

Acts as Regiocnal Project Adviser, Chief of the Project Planning Section,
with responsibility for all phases of project development which are under-
the jurisdiction of the Project Planning Scction. Is responsible for the
expedition and clearance of project develcpment documents and approves ap-—
plications and authorizaticns Tor thas Rerional Director. Supervises a
staff of Project Plannérs of lower grades, usually consisting of several
squads with a P-5, P-4 and P-Z position in each. Coordinates the work and
integrates the recommerndations of severnl squad heads and makes elimina-
tions in the case of conflicting recommaadntions.

This position requires a thorough Xmowledge of the elements of large-scale
housing project development, and complete frmiliarity with the thedry and
practice of city or town planning.

B P-5, Senior Project Planner

Acts as a squad leader supervising Project Planners af grad s P-4, and P-3
and occasionally, lower grades. Is responsible for the initiation, direction,
- and coordination of all project planning ectivities within an establisned

k- ares in the Region, subject to the aprnroval of tne Regional Project Adviser.
Manages the Project Plenning program within the area with responsibility for
the production and prosress of project development, the recommendation of
budgetary end personnel needs, the solving of problems of unusual difficulty,
and the coordination of the work of the several Project Planners in the squad.
Recommends to the Section Chief the establishment of ~ll changes in major
regional policies. Makes field trips within the area to investignte or to
expedite project development, on such occasions conducting important con-
fernences and being authorized to act for the Regional Director, including
the making of spot decisions and determinations. '

7--0393- P169-NOBU-COS--PUN-WP
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The principal allocating factors of positions at this level are the com- .
plete responsibility vested in them for the operation of the development
program on all projects within a prescrlbed area, and the resp0ﬁ31b111ty
for supervising a squad of project planning personnel in connection with
this function. Incumbents of positions at this level are considered ex-
perts in the field, and their reports and recommendations receive only
cursory review for general conformance to overall policy.

P-4, Project Planner

This is the journeyman level in this series. Is responsible for provid-
ing assistance to contractors and Local Housing Authorities in initiating,
planning and devcloping war housing projcects to waich he is assigned.
This includes responsibility for the conducting of conferences with such
groups and membere of the resional staff to esteblish work agrcements,

to clarify points at issue, ~nd to integrate all technical recommendations
relating to wroject develormont. Is responsible for the completeness

and adeguacy of data and documents submitted in connection with the de-
velopment of projects and makes recommendations to the sguad leader on
such phases as site selection, city planning and zoning, earmarkings,
loan applications, and budgetary matters.

Positions in this level receive general ity field and office assignments
from a Senior Projesct Planner. Only general instructions are given as

to policy and procedure except in the most difficult cases in which un-
precedented problems are presented. This position is expected to handle
all except the most immortant conferences in which the assistance of the
Senior Project Planner is required, and has full responsibility for proj-
ect planning activities 6n the particular projects to which he is assigned.
Work is reviewed by the Senior Project Planner primarily for conformity to
established policy and procedure and for soundness of professional judg-
ment as regards technical work under his supervision. Tne incumbent spénds
a considerable portion of his time in the field in an expediting and ad-
visory capacity. Contact abllity is a major acquisite of the position.

P-2, Associate Project Planner

Acts as a liaison between contractors and Local Eousing Authorities and
tne Regional Office on development matters for the projects to which he

is assigned. Participate in conferences, advises Locel Housing Authority
personnel on project development matters, coordinates and expedites pro-
gress on the assigned projects, and recommends measures for adepting FPHA
standards to local needs.

Allocation factors irnclude the following: receives specific field and
office assignments including technical and administrative instructioms

and works under the close guidance of the Senior Project Planner with
readily available assistance on problem situations, dut with responsibility
for the application of established policy and procedure, for the complete-
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ness of data and material, and for carrying on ordinary dealings. Work
i1s reviewed carefully in esch stage of the planning program operations and
thorough cnecking of forms and docunents prepared and recommendations made
for soundness of judgment and couformity to policy and procedure. This is
the trainee level for field duty worl.

R R T NI Al

P-2, Assistant Project Planner

AT e

1 Reviews documents in the Regional Office for completeness and conformity
3 with estoblished precedent. Conducts research and prepares reports and A
g . recormendations on various development subjects such as unit and site

. plans, types of architecture, and estimates of development and operating
- costs. Occasionally contacts contractors of Local Eousing Authorities, .
g coordinating tecinical assistence on smaller projects and assisting g
3 Project Planners of righer grades on the larger or more difricult projects.,

R

Positions in this level receive definite work assignments with specific
instruction as to performance, but have responsibility for completing
assignments, carrying out investigations and making recommendations in
compliance with FPHA policies and procedures. The incumbent is rsgarded
as a Senlor Office Assistant, with little or no field contact.

P=-1, Junior Project Planner

This is a trainee position and the incumbent operates entirely in the
Regional Office. Upon assignment, re conducts research on specific phases
of the project planning program, preparing reports and being of general
assistance to Project Planners of higher grades.

E Detailed instructions and assignments are given, and on all except the

3 simplest type of assignment, close review is made of work performed. The
- incumbent performs essentially the same tasks as the P-2 Project Planner,
A but with considerably less independence and responsibility for results.

REMARKS

During tae classification survey of 1941, it wes found that the organi-
zatlon of the work of Project Planning Section differed greatly from
region to region, creating a situation leading to the tentative allocation
downward of a considersnble number of P-5 and P-4 positions. In order to
alleviate this condition, arrangemcnts were made with the Civil Service
Commission whereby the project planning work of the regions was reorgan-
ized so that the staffs could be set up on a squad basis. Zach region

k| war divided on an area basis, with s squad of Project Planners, usually
consisting of a P-5, P-4, and P-3, being responsible for the development :
program in a particular area, and reporting to a Principal Project Planner,
P-6, who has complete responsibility for the project planning function of
the region. The P-5 squad leader has responsibility for tne progress of
the development program on all projects within the area, made assignments,

gave general supervision to the P-4 positions and fairly close supervision
to the P-3!sg,

11362 8l 7-0393-P173-NORU-COS-PUN-WP



TS TN KT N WL A T N IO U ST ST 5 R T R e T T R T T P
. T 1 Y . § . . A L 1 B ‘ N ! ’

' i




B‘lﬂle‘bin NO. 12
3-1-473

FPEA

After the recent“esbablishment of the new FPHA regional organizations,
several regions made formal requests for the reallocation of the positions
of squad leaders from P-B to P=5, believing that the problems encountered
and difficulty of work had increased to a degree comparable with those of
the Housing Management Adviser squad leader positions, which had been ad-
ministratively reallocated upward from the P-5 level to P-6. These request®
were administratively approved, so that at the present time the squad leader
S prositions in the Project Planner series are allocated at Grade P-6.

This situatién has resulted in the existence of several classification
problems that as yet have not been solved:

S

e .

ﬁd 1. ZThe status of the Princinal Project Planner, P-6, position acting as
[P - . -~

3" Secoion Cnvei. The establishment of P~6 squad 1eader positions ralses a
48 questior of their relationship with this position.

Will squad leaders still report to the Section Chief, and if so, what type
of supervision and review will be given?

Will squad lesders now report to the Assistant Regional Director for
%evelopment and is so, what functions are to be performed by the Section
hief?

If supervision is exercised directly by the Asst. Regional Director, does
that position also still have direct supervision over the Chiefs of the
Land, Technical, and Construction Sec:ions?

2+ The rcesteblishment of stendards for the Project Planner series. Does
the reallocation of the P-5 position to P-6 mean that each of the remnining
grade levels should also be reallocated upward one grade? -If so, the en-
trance level is raised to P-2 eliminating the P-1 level from the series
pattern,.

Does the reallocation of the P-5 position to P-6 mean that there is no
) longer a P-5 grade level? If so, the series is broken at its most crucial
. level,

~

Does the reallocation of the P-5 positior to P-6 mean that a P-5 position

is also valid and thereby increase the series from five grade levels to six?
If so, wnst are the allocation factors for these six levels and what are
their relationships to one another?

Until such time es these questions can be answered satisfactorily, standards
for the Project Planner series cannot be definitely prescribed on the new

. basis. It is hoped thot the Classification sections of the Regional Offices
will moke studies of this series so that a clarification of the situation
nay be obtained.
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POSITION CLASSIFICATION STANDARDS FCR REGIONAL OFFICES

SZEIZS: PROJECT SERVICZS ADVISER

X1¥D O0F WORK

Concérns the provision of educational, health, sanitatibn, recreational,
day care, cafeteria and other facilities and services, the stimulation

of project maintenance by tenants, and generally, the providing for the
livability of War Housing and Slum Clearance public housing projects;
involving, more specifically: the stimulation of the support and cooper-
ation of existing community welfare and social agencies, both private

and public, in the most effective utilization of project space for active
and passive recreational aétivities, involving the development of pro-
grans of comaunity activities and the choice and arrangement of space,
facilities and equipment; the preparation of designs and specifications
for community equipment, and the making of arrangements for thae provision
of materials and equipment hy various otxer agencies; the stimulation of
interest on the part of tenants in performing general maintenance work,
except that requiring skill or involving danger, for the purpose of
reducing maintenzsnce costs and rents and to inculcate feelings of home
ownershin; tne stimulation of Civilian Defense and other War morale
building activitiss; the preparation of suggested site and dwelling unit
plans; tae planring and development, in cooperation with the United States
Public Health Service, local health departments and visiting nursc assoc—
iations, of urogrems of hedl th, safety and sanitation which are based

on accepted principles and mractices of public health administration and
includc the provision of clinics, nurseries and gcneral medical services:
the rendering of acvice to architects and other specialigsts of the Regional
Office engaged in the (esign of space layouts for housing nrojects, pre—
senting recommendations Yased on expericnce data obtained from intensive in—
vestigations of operating projects; and the planning and development of re-
cre:tional and related programs, including adult and pre-school education,
through the organization of tenant associations and the cooperation of such
outside agencies as the Work Pro jects Administration, the National Youth
Adnministretion, the Office of Defense Hzalth, Welfare and Recreation, and
the local YHCAs.

GRADE LEVELS

P-5, Senior Pm ject Seryices Agviser

As caief of the Project Services Section, is in charge of and responsible
for all nroject services activities within the region, interpreting Central
Office policies and procedures and adapting them to the needs of the region.
Formulates and established regional policies for Pro ject Service activities
and plans, coordinates and directs the work of the professional and clerical
employees of the Section. The incumbent of this position is a specialist in
the field of recreational activities, with a comprenensive knowledge of
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social and economic factors affecting the gmips housed and the physical
facilities and equipment reguired for recreational, health and education
programs.

A primary factor in the allocation of a position to this class is the num-
ber of isolated communities within thc r egion. This is true because of
nunber of complex problems traceable to this situation alone, such as the
necessity for creating independent community systems of government and for

the dovelopment of methods and techniques to effeét the integration of these

isolated communities into existing governmental jurisdictions and for 4adjus$-
ing community nceds to existing county, state, and federal resources in the
ficlds of fire protection, police protectinn, dar care, education, ctce. The
presance of o lerge number of clinics, cafeterias and other facilities with—
in the recion does not, in itself, warrant the allocation of the top region-
al positina at grade P-5. On the other hand, another important allocating
factor in detcrmining the P-5 level is the presence in the region of "over-
burdered" communities, i.e. communities whers the influx of War workers has
been so great that existing facilities are unable to accommodate the in-
creascd population. <Lhs presence of such communities adds materially to the
adninistrative and technical problesm of the regional projects services
adviser. It should be said that no arbitrary number of isolated and over—
burdened communities within a region can be set up as the dividing line be-
tween P-4 and P-5. If, however, it cen be shown that a major portion of the
time of the Regional Projects Services Adviser is occuvied with problems
directly caused by the cxistence of such communities, the P-5 level for his
position may be justified.

P_4, Project Services Adviser

Serves as Chief of the Project Services Section in those regions where the
workload is lighter, and where the number of isolated and over-burdened
communities is less and problems they present less complex. In this capacity,
interprets Central Office policy and procedure, adapting it to the region, '
and formulates regional project services policy; plans, directs, and co-
ordinates the activities of the Section. In those cases where the top
regional position is allocated at P-5, the P-4 position is the second
position in the office, the incumbent acting as a full-time Assistant and
possessing the same professional qualifications as the Cnief. He has im-
mediate responsibility for supervising a squad of lower grade Technicians

of the Section. ZThe position also involves extensive contacts with other
public and private agencies, Local Housing Authorities, Project Managers,

and members of the Technical Operating Sections of the Region, OCOonfers with
and advises the Chief of the Section on policy matters and major problems.
The work of this position is reviewed almost soley for conformity to policy,
technical recommendations being accepted without change.

P-3, Associate Project Services Adviser

H

This is the journeyman or full performance level and embraces all aspects of
the Pro ject Services funtion. Most of the time of an Adviser at this grade

11362 87 7-0393-P179~NOBU-COS~PUN-wF
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is spent in field travel, reviewing the project services programs of Local
Housing Authorities and of directly-operated projects, analyzing such pro-
grams, rendering technical advice and recommending desirable changes.
Recommendations, as made through reports to the chief or assistant caief
of the section, are usually accepted. However, work is reviewed for tech-
nical adequacy and for the sound application of established policy and
procedures.

P-2, Assistant Project Services Adviser

At this level, the Tecnnician works in restricted or special fields; for
example, day care, health activities, and recreational progrems. As a
member of the office staff, he analvges, moderately difficult problems
referred to him by nigner-grade Advisers, follows up on important questions,
conducts correspordenca; and generally acts as an cxpediter. The incumbent
serves as a Junior field Adviser, accompan&ing “igher—-grade Technicians on
field trips, but rendering assistance urnder supcryis_on and without the

-. authority or responsibility for making final rocommcndrtions or corments.

P-1, Junior Project Services Adviser

Serves as n trninee in the profession, performing office work of such

a nature as to provide technical develormont through the use nad npplication
" of project services terminology, concepts, tecaniques, and standards, with

gradually incrensing responsibility to the next hnigher level in the series,

REARKS

Under the former USZA program the regional oroject services functions, in

a lesser sense, vhere performed by Associate Housing Sociologists, P-3F,

who were responsible as well, for all tenant selection functions. Under the
FPEA orgenization, tenant selcction (or, Leasing and Occupancy) and Project
Services activities have been separated and cmbodied in two different series
of positions. In neit:er case, nowever, was it considered that the divorce
of the two major fislds weekened or reduced the importance of the positions
involved. With respect to the Projcct Services function, the broadening of
the housing program to include dormitories, and other temporary shelter
préjects, trailers, and the neecessity for the provisidn of cafeterias,
recreation space, egquioment and facilities for all tywes of projects, has
more than compensated for the loss of the tenant selection responsibility,
and, in fact, has warranted the allocation of the top regioncl position at
grade P-4 or P-£,

The Project Services Section in the Centrol Office headed by a P~B, ‘sets
policies and procedures for such activities for the entife country. It
is the responsibility of the regional office to interpret and adapt such
policies and to supplement them with additional policy material where
nbcessary. The Central Cffice will only post audit anc advise on the
activities of the regional offices.
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It should be noted that President Roosevelt has attached great importance
to the provision of welfare and recreational opportunities for defense
workers, ‘and, by an executive order in September, 1941, created the Office
O0f Defense, Eealth and Welfare in the Federal Security Agency. This

Office is responsible for coordinating all welfare functions within the
United States for the benefit of war workers, and, to this end works
closely with both our Central and Regional offices. The importance thus
attached to the Project Services function has helped to strengthen the
grade of the positions i this series. At the samc time, the very existence
of the Office of Defense, Health and Welfare nas imposed a ceiling upon

the grade structure for Projects Services positions in the FPHA. This

dusl influence, i.e., toward strengthening the function, but delimiting the
authority for its independent mperformance, hes been recognized in the
allocation of all Project Services Adviser positions, both Central Office
and Regional.

' 89 7-0393-1183-N0BU~COS-FUN-VJP
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POSITICN CLASSIFICATICK STANDARDS FCR REIGIOUNAL CFFICES

ssrZs; FPROPERTY AND SUEPLY (FFICER
PROFERTY AND SUPPLY CLERK

KIND OF #iORK

Concerns the establishment and maintenance of property control and account-
ability of all Government-owned property in the custody of a Regional Office.
The purpose of sucu control and accountabilisy is to insure that an account-
ing is made for all public property and tuat such property is safezuarded,
preserved dnd used for the purpose o wiica it was acquired. To accomplish
this purpose it is necessary tnat (1) definite location of accountability
and responsibili ; for all property be fixed (2) Accurate records of all
property transacticns be maintained (3) periodical audits and determinations
of responsibility for loss, destruction, or demagze to »ublic property be ‘
made, and (4) periodical inventories be taken an® chec.ed against the records
to insure that propert, carried on thwe records is actually on hand. .

GRADS LEVELS

CAF-7, Junior Property and Supply Officer (Rezional Property and Supply Offiocen:

As Regional Froperty and Supply Officer is rasponsible for tle conduct of all
activities mertaining to the establishment and maintenance of property control
and accountavility of all Govermaent-owned property in the custody of the
Regional Cfrice, Interprets and installs procedures to provide for property
control and accountability. Directs reporting, recording, warehousing and
control ang disposition and maintenance of property. Guides the members of
his staff and the field offices in the classification and identification,
movemont and recording of property. Determines when expendable property is

to be recorded and insures accounting of all property. Reviews reports of
surplus property, property lost b, fire, theft or damage and property expended
through wear; prepares recommendations to the Central Office on disposition

of propcerty. OCarries out decisions of Central Office Board of Survey.

Serves as secrotary to the Regional Board of Survey. Accumulates all necess
sary information required by the Board and prepared reports for its consider-
ation,

The incumbent of this position sliould be well versed in modern methods of
property accountability and record kceping. He will be required to make
frequent field trips to the project sites in order to check field operations
for conformity with ostablished policies and procedures.

CAF-5, Senior Property and Supply Slerk

Serves as assistant to the Junior Property and Supply Officer and acts in his
abscnce with full responsibility for property control and accountability in a
Regional Office. Makes field trips in order to take physical inventory of

90 7-0393-I 185-NOBU-CO3-"UN—TF
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property. Notes irregularities regarding use of property or absence of proper-
tys DPrepares reports and recommendations on necessary steps to be taken,
Reviews methods of keeping records in the field and suggests .changes to

improve the system. Takes investories of property in the Regional office to
determine missing, unduly depreciated, surplus or unusable equipment as well

as unrecorded transfers of property from one office to another., Recommends
disposition of all such property in accordance with prescribed procedures.

The incumbent of this position should supervise a considerable number of
property and supply clerks of lower grades engazed in the detail work of

taking inventories, posting to and maintaining records of property of consider-
able value including a large variety of technical expendsble or non-expendable
itemse Reosponsibility for such items alone as stationery, office supplies and
other similar items does not warrant allocation to CAT-5, This is a position
which cennot be duplicated.

CAP-4, Property and Supnly Clerk

Responsible for the maintenance of property records and the proparation of
property reports by individual items. UsuallJ supervises several employees

in lower grades. Receives reports from the field on existence of surplus
property and determines nced elsewhere and submits recommendations for dis-
posale Reviews request for supplies and ecuipment and approves or dlsapproves.
Computes depreciation in accordance with ostsblished tables. Conducts
correspondence with project offices concerning discrepancies in records, dis—
position of property, etc.

Complete resnonsibility resides in this poidition for the maintenance of proj-
ect records of expendable and non-expcndable equipment, However, additional
positions at this level may be established wherc the system of record-keeping
requires a sub-unit form of organization. In other works a sub-unit may be
established to control warehouse property accountability; another for project
property accountability. Where tais is the case the CAF-4 Property and Supply
Clerk will be thne responsible head of the sub-unit. Of coursc, such organi-
zations will depend on the worx load. It should be emphesized that record—
keeping of expendable itoms is not regarded as CA¥-4 work,

CAF~Z, Assistant Property and Supply Clerk

Either:

Maintains property records of expendable and non-oxpendable items as a member
of a squad under a Property and Supply Clerk, and in such capacity is respon-
sible for a specific phase of the work. Characteristic duties are the record-
ing of such information as a description of the item, cost, scerial number, to
whom issued and reason for transfer., The incumbent is personally responsible
for accuracy of records. Determines classification of property; refers the
more complicated questions to the Property and Supply Clerk. Occasionally
conducts correspondence on discrepancies in the records, Often supervises a
small group of Junior and Under Property and Supply Clerks.

7-0393-I'187-NOBU-COS~TUN=-#F
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+Performance of this position-requires a good knowledge of the procedures and
"metiods followed in the Region for maintaining property control and account-
ability, familiaridy with the different kinds of equipment and supplies used
or stored in the Regional Office, and the ability to maintain accurately a
considerable variety of records.

.. Responsible for anticipating the needs of regional and project offices and

¥ for requisitioning supplies to meet these needs. Disburses supplies and forms
and maintains appropriate records. Charzes against appropriate accounts the
value of stock distributed. Maintains perpetual inventory records showing
status of all items at all times,

CAR-2, Junior Property and Supply Clerk
Either:

Responsible for performance of detail work in connaction with the maintenance
of records to reflsct property accountability in a Regional Office. Posts
detailed information from various sources requisitions, invoices, 2tce, to
the proper records.

The incumbent of this position is not respousible for tihe maintenance of
recordse

Or:

Under the supcrvision of an Assistant Property and Supply Clerk, checks
requests for supplies against general scacdule for correcthess of description,
signatures, item numbers, cost, and prepares requisitions, shippimg forms etc,
Pills requisitions and posts to records showing stock shipped und stock on ’
hande, Furnishes information on status of requisitions,

CAF-1, Junior froperty and Supply Clerk

; Performs routine dutics, such as copying or placing identification mumbers on
non—expendable equipment, maintaining simple files, assisting higher—~grade

g clerks in taking inventories, and preparing simple forma.
i

‘\1;

s PEMARKS

3N

£

The Regional Property and Supply Series, particularly the position of the
Regional Property and Supply Officer is affected by tne Central Office
responsibility for over-—-all control of all FPHA property. In this capacity
the Central Office establishes and provides for.the:

Rules and regulations for determining what property is to be included in
property accounts, '
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Procedures for the proper recording and control of property,

A standard classification of property,

Designation of forms for recording and control for each separate unit of
property and a file breakdown of such forms,

Standard procedure through which to acquire, transfer, and dispose of property.
A physical coutrol of property through the individual property cards and

The accounting for property through regular inventories, inventory audits and

property reports.
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PGSITION CLASSIFICATION STANDARDS FOR RZGIONAL OFFICES

SZRIES: RACIAL RELATIONS ADVISZ

KIND OF WORK

Concerns the effectuation in a regional office of the racial policy of the
FPHA in all phases of the War Housing Program; tie interpretation of the
public housing program to racial minority zroups and, generally, the ven—
dering o1r assistance in tae adjustment of all types of development and manage-
ment problems and controversies whicl involve racial issues.

P-4, Racial Relations Adviser

As tohe Racial Relations Adviser for a regional olfice, and under the admini-
strative supervision of the Assistant Director for Froject danagement, is
responsible for carrying out and interpretving the racinl policies of the FFHA
established in the Central Office. Recommends solutions to problems of
racial discrimination arising in connection wita tac Wer Eousing Programe
Advises on tae sclection of sites, involviis visits to sites under consider-
ation, the study of area maps, and the ap.lication of a Zensral knowledge of
the reciel pattern of the ares to tie 2nd taat future racial difficultics may
be avoided. Collaborates witlh Nutional Housing Agency representatives in
determinin: housing needs for minority sroups within the Rezion. Checks
payrclls for compliance with stipulated percentages of negro labor to be
hired in to constructicn of FPHA projects, and in the event of non-compliance,
analyzes tae situation =nd fixes responsitility for discrimination upon
either tie Local Housing Authority, concructor, or unions involved. In
obtaining compliance with the racial policy, the Recial Relations Adviser
worics clos2ly with the Labor Relations Advisers and tac Cuntral Cffice assists
the Housing Management Advisors and Local Fousing Authority's in executing
sound racial relations practices incid-nt to tensnt sclection, community
relations and otacr aspscts of tne managoment orogram, As a major duty, the
Racial Rclations Adviscer interprets tae vublic nousing program to racial
minority groups of the Region,

Factors in tuc allocation of this position io grade P-4 are tae wide scope of
activities covered, the comparavive independence of operation, the variety of
contacts involved thorouga knowledge of racial proclems :nd the racial pattern
of the Region are required in tac porformance of tue dubtics.

RELARKS
Only one grade level in a regional office seems fensidle in this series at
the prosent time, 2nd it has been established at P-4 only after coreful study

and investigation. Altaouga the racinl relations Tunction covers almost
every phase of housing, it does not involve the difficultics of final and

11862 . 94 7-0393-193-10BU~-CO3~ UN-iF
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on~the-spot decision that are included, for example, in the position of a
Senior Labor Relations Adviser CAF-12, The latter must make immediate
decisions to prevent work stoppages during tine construction of a project,

~and such decisions bear greater weisht upon the effectuations of the

Far Hovsing progrem than to the recommendations of the Racial Relations
Adviser upor a problemn of discrimination. It is also true, that the Labor
Relations Adviser adjusts through contacts and negotiations with the
International labor unions many cases of discrimination against negro labor
wnere tae Raclal Relations Adviser is unable to follow through on Lxis own
recor.tendations, thus removing some of the major difficulties from the posiw
tion,.

The Office of Racial Relavions in tine Central Office, headed by a P-6, sets
policies anw procednires for such activities in the country and determines the
percentages of negro labor to be hired in the construction of FEHA projects.
This Office also post-reviews carefully the work of ths Regional Racial
Relations Advisers, and is a ready reierence for advice and assistance in

the solution of problems arising in toe field.

11362 95
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‘ POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIES: RENTAL ADVISER

KIND O¥ WORK

Concerns the study and snalysis of housing needs in specific areas; the deter-
miration of rentals to be charged by the FFPHA involving consideration of
economic rent, rent charged for comparable housing, income levels to be
served; the development of graded rents to meet variations in income levels:
the evaluation of management programs for both FPHA-aided and War Housing
projects with respect to rents and market to be served and the recommendations
of modifications to reflect changing needs in rents and types of housing to
more fully satisfy local requirements,

P-5, Senior Rental Adviser

As caief of the section is responsible for the rental and market analysis
activities within the region, intérpreting Central Office policies and pro-
cedurcs and adapting them to the nseds of the region., Formulates and estab-
lishes regional policics Tor market and rental analysis activities and plans
and directs the work of the professional and clerical employees of the section
Plans, directs and analyzes thz results of market analysis studies within a
specific area, suca studies including datz on prevailing rents, vacancy ratios,
incomes, cmployment anéd production trends, existence of and rents paid for
comparable housing, family composition, etc. Prepares or supervises the
preparation of reports based on market studies setting forth the housing need *
by unit size and recommending rentals to be established for different types

of houging accommodstions and varying income levels, Reviews and evaluates
periodically the effectiveness of the management program, with respect to
market and rental aspects and recommends changes in the program to meet local
needss

The incumbent of this position should have a broad and progressive background
and experience in planning and developing advanced survey programs, making
analyses and interpretations of economic data relating to housing need,
considerable training in fields, preferably Housing, requiring the application
of proressional Statistics and Economics, and the ability to conduct effective-
ly important and delicate negotiations,

P-4, Rental Adviser

This is the journcyman or full performance level and embraces all aspects of
the Rental Analysis function in a regional office. The incumbent spends
considerable part of his time in the field making independent studies and
analyses of housing needs in specific localities and recommmends types of
housing accommnodations required and schedules of rentals to be established,

11362
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The incumbent is responsible for making his own contacts, determining methods
and sources and is respousivle for tae technical adequacy of his work. His
work is reviewed cihiefly for conformarce with policy.

REMARKS

In the Central Office resides the responsibility for for ulating the policies
and procedures to be followed by the Ragions; for evaluating Regional perfor-
mance in terms of consistency and conformity; and for investigating trouble-
some situations in the Tield and for serving the Regions with basic materials,
manuals and other aids. The position respomsible for the conduct of these
functions is clascsified at F-6.

It should be noted that only two levels have been established in this series.
No information is availatle as to the need for positions at lower levels or
what duties and responsivilities could be performed at lower levels, This
does not imply that shkould the need manifest itsclf such positions cannot be
established.

Where the work-load in terms of number of units and number of localities does
not require the fulls-time services of a regional Rental Adviser at P~5 the
position may be combined with the Tax Adviser as Regional Tax & Rental Adviser.
at P-5,- Subordinate positions in such instances may be established at P-4

in each fi:ld, Tax & Rental Analysis.
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T POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

, . ScRIES: STATISTICAL CLERK

2 KIND OF WO3K

Coacerns the performance of clerical work requiring a knowledge of statistical
metuods involved in collecting, compiling, verifying, analyzing statistical
data; the preparation of reports in tabular or graphic form involviang editing,
computation and tabulation. Mpore specifically, concerns tue verification of
statistical data on progress costs, tenancy, and other data submitted in
reports or questionnaires for adequacy, consistency, internal accuracy, con-
formity wits instructions, policies or procedures; the conduct of correspon-
dence with respect to inadequate submissions; the preparation of reports and
control records in tabular or graphic forms in accordance with instructions
received from memters qf the professional staff.

g

IBVELS

CaF-5, Senior Statistical Clerk

As o uvaitv head, such a unit consisting of atv least five statistical and
assistant statistical clerks, is responsible for Planning, assigning and coor—
dinating the work of the unit, and for reviewineg such work for accuracy and
conformity with procedures. Conducts correspondence on inadequate submission;
develops work sheets, graphs, charts, tables as required; verifies and analygzes
statistical dat~ to bs used by professional statisticians in preparing reports,
all requiring the application of a knowledge of statistical processces and for-
mul ace 1
There arc vory few individual non-supervisory positions at this grade, As a
performance worker, the statistical duties involved are advanced, bordering on
professional statistical work or work in economics, and may require, to a

high degree, a xnowledge of laws, regulations, accounting procedures, and
subject matter.

CAF—-4, Statistical Clerk

a4

This is the journeyman grade in the clerical statistical series and involves
responsibility for the processing of difficult data and the application of a
knowledge of statistical processes and techniques. ZIZxamples of duties include:
reviewing statistical reports to determine completeness and consistency of
data and compiling periodic or special statistical reports on progress, cost,
tenancy and other operating statistics, involving familiarity wita the data;
also answering the most difficult questions referred by CAF-3 Assistant
Statistical Clerks; and tae preparation of summary sheets and technical tabu-
lar m~terial.

98
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Responsibility in this position is usually final. Little review is made,
except perhaps occasional spot checks, for the accuracy of the computations
and tne completeness of the reports.

CAF-5, Assistant Statistical Clerk

Resnonsivle for computations, sucih as in preparing tables, weirhted averages,
or seasonal variations, but more essentially tliis level requires responsibi-~
lity for checking, verifying, computing and assembling originsl statistical
data pertaining to construction costs or progress, contract awards, tenancy
information, eic. for adequacy, sultabllity, discrepancies, compliance with
instructions and procedures. Mekes minor changes or corrections in material,
posts to and maintains records, and assists in the compilation of reports
and summaries.

At the CAF-3 level there 1s considerably more editing and verifying than at

the CAF-4 level. kore difficult schedules are handed to the JAF-4, who also
has full responsibility for ths preparation of raports, tables, correspondence.
The work of thoe CAT-3 position is reviewed for accuracy of computations.

CAT-2, Junior Statistical Clerk

Responsible for simple coding involving o linited number of symbolse Reviews
schedules for obvious crrors; verifies tue work of othars by arithmetical
processes; posts data to records; transcribes rcvorts and data from ficld:
material to tabulation saeets; checks simple reports for arithmetical accuracy.

Ability to operats calculating machinos is usually required.

RolkarX
The grade to be most frequently found in this series is CAT-3. While CAF-4
was mentioned as the Journeyman level, positions at tais level require consid-
erablec individual responsibility for the analysis and editing of very difficult
schedules and questionnaires requiring a good knowledge of the subject matter,

99 "
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CAF-5, Senior Clerk-—Stenographer

Incumbents of positions at this level are secretaries to the Assistant
Regional Directors with responsibility for the following duties:

Serves as focal point for information regarding the activities of the

g Branch. Supervises the work of stenographers of lower grade; takes and

' transcribes long-distance telephone calls verbatim, conferences, confi-
dential dictation; interviews applicants for clerical positions; suggests
procedures for the improvement of the operations of the office; receives
and routes mail, prepares communications of a confidential and technical
nature for the Assistant Regional Director; compiles and assembles data
from very general or minor instructions into reports; investigates the
status of assignments to the staff; follows up on personnel actions;
initiates and maintains contucts with other divisions and sections of the
Regional Office, Centrsl Office, and public and piivate h using agencies.

The incumbent of tais position has complete responsibility for initiating
and maintaining contacts with high officials of the Regio al office, local
officials, private industry. The position requires specifically an individ-
ual with ability to understnnd and devise work methods, to establish and
maintain working reletionships as well as aaving a good knowledge of the
operations of the Regional Office, with marticular kaowledge of methods and
procedures of either the Mansgement, Development or Administration Branch,
as assigned. "

CAF-4. Cler-~Stenographer

Positions at this level are usually, but not always, fofind in the office
of the Chief of a major Section, wrere the work is of a wider scope and of
greater variety than in a smaller office. ‘he major responsibility is for
serving as a focal point for information concerning the activities of the
Section. The incumbent of this position is responsible for assembling
material from broadly indicated sources involving the weighing of importance
of different types of material., Reads and extracts, or calls attention to,
material pertinent to the section, and determines presentstion of reports,
with responsibility for excluding unnecessary details. Maintains contacts
with officials, of both public and private agencies. May be responsible
for establishing contacts with libraries, institutions, or government
“ agencles as directed in order to gather material or for other purposes.
b May have general or direct supervision over the work of three to ten
- stenograpners of lower grade; in this connection, planning, assigns and
reviews completed work for grammatical accuracy, proper form and set-up,
and advises clerical personnel when problems arise. Makes statistical or
narrative reports from files and otker sources; makes computations; supplies
information of a non-~technical nature; reviews, examines and processes Tre-
ports and documents. Supervises the maintenance of the files, receives
' and routes mail, takes and transcribes tedhnical dictation, notes of long-
" distance telephone calls and conferences, using discretion as to inclusion
or exclusion of material, and arranges conferences and appointments.

o
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The presence of the reporting function with determination as to the proper’
presentation of the report, ard the responsibility of acting as a source

of information concerning activities of the Section, are imporiant allocat-
ing factors in this position; other factors are the composition of more
than routine correspondence, the review and processing of documents, and
the maintenance of contacty with regional officials.

4

OR:

CAF-4, Clerk-Stenographer (Pool Supervisor)

The incumbent of this position has responsidility for making assignments of
stenographers to the various ofrices upon request. Checks completed work
for grammatical accuracy end form and gives instructions to the stenographers
relative to the proper set—up of the work. ERecords amount of work done;
supervises the mointennace of the files on gencral orders and regulations,
and keeps record of and approves leave. As supervisor, is also responsible
for orientation training of all new employees.

In allocating to C&F-4 level, if the number of CAF-3 stenosraprers in the
pool negligible, the pool should contain about 25 stenographers. <This
grade may be valid in smaller pools prov.ded the supsrvisor is responsible
for continuous formal training as well as orientation training. In such
instances, however, thne pool should contain aprroximately 15 employees.

Where, the nool supervisor has responsibility not only for the above men—
tioned dutles, but also for the conduct of a formal training program
(drilling for speed and accuracy), and the supervision of about 50 employees,
Grade CAF-5 is valid.

OR:

CA¥—4, Principal Stencgrapher

Dictation taken by a stenograpner at this level involves subject matter in
a considerable number of professional fields and the constant use of
technical, or unusual works and phrases.

For o substantial portion of the time, reports verbatim the proceedings of
conferences attended by regicnal and other government officials, contractors
and Central Office as well as local officials, without the privileges of
requesting repetition; transcribes and makes a preliminary edit of the
reports; in the more informal conferences, decides what is important and
takes in shorthand the salient points of the proceedings. In addition to
the foregoing, takes and transcribes sucn dictation as legal briefs,
opinions, memoranda, economic analyses, financial reports, and special
informational reports; occasionally substitutes for CAF-4 and CAF-5 secre-
taries and, as required, types involved statistical tabulations and
manuscripts from rough draft or plain copy.

11362 102
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GAF-SLfAésistqpt Clerk-Stenographer \

The incumbent of a position allocated at this level acts as secretary to a
Section head where the functions are not broad and tomplex, or a Unit head
engaged in performing a responsible and difficult phase of a Section's act-
ivities. Takes and transcribes dictation from one or more employees in the
Section or Unit. Takes verbatim reports of long-distance telepnone calls,
draws from them information for her office records, and submits typewritten
copy to superior for his action on matters mentioned therein. Takes out-
line notes of confercnces and supvlies the nhead of the office and others
with copies of instructions given therein. Composes routine correspondence
of a non-technical nature without instructions. Performs minor research
and checks and gathers information of the status of projects or locations
of men in the field. Receives all visitors to the office and makes appoint-—
ments. Gives out information on general, established office procedures.
Classifies material for filing, receives records, and routes mail.

The important allocating factors in this position are: the application of
a knowledge of policy and procedure to the activities of the Section or

Unit, generally managing the administrative details, obtaining and giving
out information and maintaining contacts. »

OR:

CAF-3, Senior Stenographer

The incumbent of this position may be assigned to a stenographic pool and
perform the following functions:

In the absence of Grade CAF-3 or CAF-4 secretaries in various offices of
the region assumes their responsibilities, such as dictation of more than
average difficulty. Incumbent arranges and types tabulations and charts
requiring independent dedision as to arrangement, spacing, codes, etc., and
performs clericsl duties pertoining to the work of the Section. The in-
cumbent of this position may be permancntly assigned to an office in the
region and for a major portion of the time, may take and transcribe dictation
of difficult techrical materinl where the terminology varies éonstantly.
Only a very minor portion of the time is spent in clerical functions.

Dictation performed at this level is of more than average difficulty, in—
volving thorotich knowledge of the technical terminology in general use in
the regional office. This distinguishes this position from that of Junior
Stenographer.

CAF~2, Junior Clerk-Stenographer

The incumbent of this position is responsible for taking and transcribing
dictation, involving a vocabulary which can be learned with a reasonable
training period. Tgkes and transcribes correspoandence, memoranda, reports,
and other dictation; composes and types form let¥ers of acknowledgment;

11362 | 103 7-0393-1 211-NOBU=COS~1 Ul—uT
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{ A
files, memoranda, bulletins, and administrative orders; upon inquiry gives..
out information which has been generally distributed. Does not make any
"interpretations or Mdiscussion" contacts. Answers the telephone and relays
calls to the employee in question: maintains alphabetical or chronological.
files; files material already classified; classifies some of the simpler ..
material; types reports from rough draft and finished copy.

This is the beginning level position for the Clerk-Stenographer series.
The incumbent of this position receives definite and specific instructions
as to work performance. A recognition of words used for spelling purposes
is necessary. In such a position, clerical responsibility exists f or the
more routine phases of a Section's activities.

CGAF-2, Junior Stcnographer

Under immediate or general supervision, transcribes dictntion, of not more -
than average difficulty, or technical dictation, where the terminology '
used recurs constantly; does miscellaneous typing as required, performs
clerical work of o simple and routine nature for a minor portion of the

time and performs other work incidentally as assigned. :

"In addition to stenographic work, a Junior Stenographer frequently does
typing of either Senior or Junior Typist level, and for a minor portion
of the time, not in excess of 25 per cent, pay perform clerical work of
either Junior or Under Clerk level.

As a member of a stenographic pool, takes and transcribes dictation of
correspondence, memoranda and reports from a variety of people located
in the various sections of the regional office, such as legal, engineering,
architectural, accounting, budget, planning, etc. When assigned to various,-
offices, will type reports and memoranda as required. Will also assist in
the maintenance of the files.

Dictation taken by a Junior Stenographer ranges from simple routine to
,continually varying non-technical matter or technical material where the
terminology does not ofteh vary and relates to the many phases of general
administrative operations or functional activities of the organization.
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PCSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICEZS

SERIES: STOREKEEFER

KIND OF WORK

Concerns the filling of approved requisitions for materials, supplies and.
equipment from stock supplies in storerooms, and warehouses; tae physical

receipt, storage, custody, maintenance, issue and shipment of supplies and
equipment; tae requisitioning of stock for replenishment; tiae care of the

quarters occupied and other incidental work'as assigned.

GRADS LEVELS

CAF-5, Senior Storekeeper

Has complete responsibility for the operation of a lar e warnouse stocking
a variety of materials such as maintenance and operating supplies, materials
and equipment, including electrical, plumbing and buildine meterial, paints,
electric wire, cables, office and cleaning supplies and squipment, etc,, the
value of which should be at least $250,000; supervises work incident to the
requisitioning, receiving, s torage, maintenance and issuance of goods stored:
traces shipments delayed or lost in transit; checks incoming suipments and
inspects the goods for conformity to specifications and compliance with pur-
chage orders; takes r-gular inventories making certain taat stocks do not be-
come depleted; keeps records of requisitions ana supplies receivad and issued;
, supervises approximately 15 omployeces of lower grades.
The need for this position has not yet been found in regional offices since
stock carried at all times should be valued at $250,000, the numbor of items
should be approximately 7500, the size of the warshouse should be approxi-
mately 30,000 square feet and there should be considersble turnover within
a year, say, 300%,

CAF-4, Storekeeper

Has charge of a moderately large warehouse; supérvises approximately 10
employees; and performs dutics similar to thosc mentionced above for the Senior
Storekeeper, CAF-5,

The primary allocating factors of this position are: tac arca of the ware-
houses, should be about 10,000 square feet, tiae valus of the goods stored
should be at all times about $75,000, the number of items stored should be
aporoximately 35000, and a considerable turnover, about 3 times 2 LTSk
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CAP-3, Assistant Storekeeper

o Eithen:

Responsible for a small wareanouse; supervises a small group of lower-graded
storekeepers and laborers and performs duties similar to those of the store-
Keeper, CAF-4 mentioned sbove.

The primary allocating factors of this position are: the warehouse should
measure about 5000 square feet, the value of goods stored should be about
$50,000, the number of items stored should be about 1500 and the turnover
should be about 3 times a year.

Serves as a full-time assistant to a nigher-graded storekeeper. In this .
capacity shares the work load by supervising a squad of lower-graded store-
keepers and laborers responsible for receiving, inspecting, storing and ship-
ping a variety of materials, equipment, supplies, ctc. Assumes full charge N
of the warehouse ofi split-shift basis or during the absence of the Storekeeper.

CAF-2, Junior Storekeeper

"Either:

Responsible for the operation of a small warehouse; supervises a emall £roup
of under storekeepers and laborers; and performs duties similar to those of
the Assistant Storekeeper, CAF-3 mentioncd above,

The primary allocating factors of tiis position arc¢; the warchouse shovld -
measurs approximately 2500 square fest, the value of the goods stored sihould
be about $25,000, the number of items should be about 1000 and the turnover
should be about 3 times a year.

Serves as a full-time assistant to a higher-graced storekeeper. In this capa-— -
city shares the work load by supervising a squad of lower—graded storekeepers ‘
and laborere responsible for receiving, inspecting, storing and shipping a
variety of materials, equipment, supplies, etc. Assumes full charge of the
warshouse on a split-shift basis or during the absence of the Assistant Store-
keepar,

Or:

Maintains inventory records and records of supplics stored, with immediate re- °~ '
“ﬂl sponsibility for the accuracy of an assigned portion of such records; checks
supplies and equipment which have been assembled; fills requisitions; prepares
bills of lading; as required supervises store laborers in the preparation of
supplies and equipment for shipment.
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” CAF-1, Under Storekeeper

‘Pills approved requisitions for supplies and equipment; receives incoming ,
supplies and equipment opens and stores incoming stock equipment} assists
employees of nigner grades in tae taking of tue inventory; maintains simple
records of incoming and outgoing sdpplies; checks incoming zoods against in-
voices for correct quantity; supervises a small group of store laborers; and
performs related tasks as assigned..

Tais is the entrance grade position in this series and the incumbent performs
the basic tesks incident to the receipt, storage, and issue of supplies but
witnout any responsibility for the operation of the storeroom or wareaouse,
nor does the incumbent have the responsibility for recommending substitutions
or for reducing quantities requested in approved requisitions.

CPC~-3, Skilled Laborer

"In a warehouse performs the following duties: assembles, wraps and packs

goods to be shipped from the warehouse or storeroom; weighs shipments and ad-
dresses thom according to instructions; makes weight and date entry on requi-
sitions; assigns and marks numbers on cartons; keeps a record of weight, carton
mumbers, and pill of lading numbers; receives, inspects unpacks all incoming
shipments, and performs relatcd worg as assigned.

CPdnz,;Ehskilled Laborer

In a warehouse performs the following duties: assists in the moving, main-
tenance and upkeep of supplies and equipment; loadine and unloading furniture
and equipment going to and from the warehouse or storeroom; and performs re-
lated work as assigned. :
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SEZRI&S: TAX ADVISER

KIND OF #ORK

Concerns the determination of the anaual amount of payment in-lieu—of taxes orn
FPHA~owned projects based wupon the collection and analysis of data concerning
taxable valuation in accordance with local ad~valoren tax laws, customs and
practices; the application to such valuations of the tax rates prevailing in
those Jjurisdictions that would have the authority to levy an ad valorem tax
on Government property were thoat property not tax exempt; and the estimating
of costs of municipal services not provided by local taxing auvthorities,

GRADE LEVILS

P-5, Senior Tax Adviser

As Chief of the Section is responsible for the determination of payments to be

made in-lieu-of -taxes on all FFHA projects located within a region, interprew.
ting Central Office policies and procedures and adapting them to the regional

program. Formulates and 2stablishes regional policies and procedures with
espect to the compilation and analysis o assessment ratio and tax rate data.

Conducts difficult =znd delicate negotiations with local taxing authorities

to ad¢just end reconcile differences of opinion regarding assessment ratios

and texes to be paid by tae FPHA., Detcrmines costs of municipal services when

" these are not supplied locally

Where disputes with local officials cannot be reconciled the case is referred
to the Central Cffice for adjustment. The incumbent is regarded as the expert
on tax and assessment matters in a regional offics, He should have a thorough
knowledge and backsround in the economics of taxing and property valuation, a
complete und:rstanding of the basic legal principles involved and the compli~
cated relationships existing between local zovernmental bodies and the Federal
Government, and the ability to conduct important and difficult negotiations
with leading officials.

P-4, Tox Adviser

This is tae journeyman or full-performance lsvel and embraces all aspects of
the tax.functions in a regional office, The incumbent spends a considerable
part of his time in the field making independent studies and analyses of

local assessment practices, investigating values and determining on the appli-
cability of assessment ratios to FPHA properties.

Thc incumbent makes his studies and recommendations independently, Work is

usuﬁlly reviewed for policy conformance only, with occasional spot checks for
technical background required for the performance of this position is almost

11862 108 7-0893-1 221-HOBU-COS~TUN-HT
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the same as for the P-0 level and the incumbent should be qualified to act

in the absence of the Senior Tax Adviser., The latter will conduct the most
difficult contracts, negotiations and analyses of tax methods in connection .
wit.. the larger projects.

RAIMARKS

In the Central Office resides the responsibility for formulating the policies
and procedures to be followed by the Regionsj for evaluating Regional perfor-
mance in terms of consistence and conformity; for investigating and adjusting
trovblesome situations in the field; and for serving the Regions with basic
and specific materials, manuals and other aids. The position responsible for
; the conduct of these functions is classified at Grade P-6.

It should bc noted that only two levels have been described in this series.
No informotion isavailable as to the nsed for positions at lower levels or
what duties and responsibilities could be performed at lower levels. This
‘ does not inply that should the need manifest itsclf such positions cannot be
.7 established.

Yhere tho work-load in terms of units and number of localitics does not
require the full-time services of a Regional Tax Adviser at P-5, the position
may be combined with the Rental Adviscr as Regional Tax and Rental Agviser,
P"‘5.

Subordinate positions in such instances may be established at P-4 in each
field, Tax or Rental, as Tex or Rental Advisers, P-4, or in the combined
fields as Tax and Rentals Advisers, P-4,

7-0393-1 223-NOBU~COS-T UN-WF
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIES: TRAVEL CLERK

XIND OF WORK

Concerns the receiving and reviewing of travel requests for employees of
a Regional Office, and the reporting of violations or discrepancies con-
tained therein after examination for adherence to the standard rules and
regulations established for travel; the preparation of regional personnel
travel authorizations for review and approval; the evaluation of travel
requests of the Regional Office for budget control purposes; the mainten-
ance of contact with common carriers to arrange for transportation and
reservations; the advising of employees in the proper preparation of
travel vouchers, acting as central clearing point for travel information;
and the maintenance of permanent records of the travel activities of the
Regional Office.

GRATE LEVELS

LCAP-4, Travel Clerk

Is responsible for the clerical control of the travel activities of a
Regional Office and for the supervision of one or more clerks of lower
grade. Recommends new procedures and methods for the more efficient
operation and control of Regional Office travel. Interprets methods,
procedures, rules and regulations concerning travel; resolves the most
difficult travel problems; advises on the preparation of vouchers and
travel forms; is responsible for the efficient operation of the Travel
Office and the maintenance of records, the issuing of travel material
and the review of travel requests; contacts carriers in regard to travel
priorities reservations and mode of conveyance, and instructs field
offices on travel.

The essence of this position is its supervisory responsibility and the
necessity for resolving the more technical travel problems that arise in
the Regional Office, requiring complete knowledge of travel rules and
regulations.

CAF-3Z, Assistant Travel {lerk

Examines travel requests for adherence to standard rules and regulations;
audits travel orders for propriety and resolves irregularities in Regional
travel orders; issues travel orders, idéntification cards and transportation
books; gives out information to traverlers on travel regulations and the
proper instructions in filling out vouchers; maintains efficient files for
all travel materials.

This position is in the performance level requiring a full knowledge of
travel rules and regulations and the application of the same.

0
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~-CAF~2, Junior Clerk-Typist (Travel)

Types travel orders and other pertinent statements or reports regarding
travel; issues transportation books and identification cards to travelers
and maintains records of the issuance; makes reservations, orders tickets
and gives out transportation rates; maintains files and card records of
all travel material; examines travel orders for general details.

The incumbent of this position is required to kmow the general office
practices, but need not have other than a sketchy knowledge of travel
rules and regulations.

REMARKS

The highest grade travel position in the Central Office is allocated at
Grade CAF-5, on the basis of it's responsibility for supervising four
employees engaged in performing travel functions servicing about 1800
Central Office employees, and on the basis of its participation in the
formulation of travel procedures and instructions for the Central and’
Regional Offices. Thisg position has been consistently held by the
Civil Service Commission to warrant allocation at no higher than Grade
CAF-5.

In comparison with this established standard for the Central Cffice Travel
Clerk position, it is believed that the Regional Cffice position should be
allocated at Grade CAF-4, because the incumbent of this position hag -
ready reference to established travel procedures and instructions pro-
mulgated by the Central Office, becouse the size of the stoff for whom
travel services are rendered is considerably smaller, and because of the
lesser degree of supervisory responsibility.

7~0393~1"227-NOBU~COS~I UN~AF
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POSITION CLASSIFICATIQIT STANDARDS FOR REGIOWAL OFFICES

SERIES: TYPIST
CLERK-TYPIST

KIND OF WORK

Concerns the typing of various kinds of material from rough draft, plain,
printed or corrected copy; the performance of general clerical duties such
as; maintaining files and records, answering telephones, and other
incidental work as assigned. ’

GEADE LEVELS

CA¥-Z, Agssistant Clerk-Typist

Maintains records of various rinds, such as mail, personrel, records,
vouchers, etc.; preparcs repo.sss of a routine nsture relating to the work
performed in the particular office; maintains office files including charts,
bulletins, correspondence, position descriptions, etc.; tyves memoranda,
reports and letters a minor part of the tine; receives *telephone calls and
visitors to the office, and gives out inforiztion of a routine nature;
assigns work, reviews finished work and serves as supervisor of from 3 to
10 employees of Grade CAP-2; acts as an assistant to the head of a small
office with more or less independent responsibility for its clerical
operations; performs other clerical duties as assigned. Positions of this.
grade level require the exercise of greatcur responsibility, judement, and
initiative in the performance of clerical duties than do those of the
grades CAF-2 level. Hore concrete additional allocation factors include
supervisory responsibility, the reguirement of a well-rounded knowledge

of the work performed in an office, or complete knowledge of a specific
phase of the work.

CAT-2 Junior Clerk-Tvpist

Types from rough draft or plain copy memorands, letters or reports pertain-
ing to the phases of the FPHA program handled in the office; maintains the
files of the office, including personnel s2nd other office records; receives
telepnone calls and visitors, giving out routine information; files pre-
viously classified materials, or removes from the file such material as
required; performs other typing and clerical duties as assigned.

The incumbent performs the more routine clerical work of the office, there-
fore does not exercise initiative or judgment to any great degree in the
performance of duties. Vork is reviewed by clerical personnel of higher
grades, or other immediate supervisors, for conformance to standards and
procedures as outlined in the Stenographic lManual, etc.
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OR:

Seniqr Tvpist

Types stencils, duplimats, ditto master sheets and duplex tin plates,

v tabular reports, etc., involving the basic planning and arranging of threse
stencils, plates, or reports; gathers, arranges and types statistical in-
formation, vouchers, bills of lading and reports of various kinds.

The primary allocation factor of this position is the responsibility for
the coliection, arrangement and basic planning of reports, charts and
tabular material, to be typed.

CAF-1, Under Clerk-Tspist

Sorts and files papers numerically or alpnabetically; stamps in, routes,
pap ] ]

and dispatcres mail; answers the telepnone; sorts and arranges file cards,

papers and correspondence which have been previously classified and in-

dexed; types copies of letters and telegrams ond other miscellaneous

forms; performs other typing duties os ossigned for a minor portion of

the work.

This is the entrarce grcode level of this series. The duties performed
are of a repetitive, routine nature, specific assignments and close
supervision being given, with careful review of final results.

Junior Typist

Types reports, memorands, correspondence, file cards and sinple tables
from printed or plain written copy; tynmes lists, circular and form letters,
P I : by; vyp
folders, labels, etc., where the information is of a very routine nature;
) ’ J
performs incidentel clerical duties for a small portisn of the time as
assigned.

This is the entrance grade position in this series and the duties are of
a routine nature, with specific instructions and a close review of the
work when completed.

113
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Senior Typist

Types stencils, duplimats, ditto master sheets and duplex tin plates,
tabular reports, etc., involving the basic planning and arranging of these
stencils, plates, or reports; gathers, arranges and types statistical in-
formation, vouchers, bills of lading and reports of various kinds. )

. The primary allocation factor of this position is the responsibility For’
" the collection, arrangement and basic planning of reports, charts and
tabular material, to be typed.

GAF—i, Under Clerk-Typist

Sorts and files papers numerically or alpnabetically; stamps in, routes,
and dispatcres mail; answers *the telepnone; sorts and arranges file cards,
oy« papers and correspondence which have been previously classified and in-
dexed; types copies of letters and telegrams and other miscellaneous
forms; performs other typing duties ss assizned for a minor portion of
the work,

This is the entrarce grode level of tais series. The duties performed
are of a repetitive, routine nature, specific assignments and close
supervision being given, with careful review of final results.

OR:

Junior Tyvist

Types reports, memorandsa, correspondence, file cards and sinple tables
from printed or plain written copy; tyvmes lists, circular and form letters,
. folders, labels, etc., wnere the information is of a very routine nature;
' performs incidentel clerical duties for a small portion of the time as
assigned.

This is the entrance grade position in this series and the duties are of
e routine nature, with specific instructions and a close review of the
work when completed.

#

\ £

7-0392.1 231 -Final-NOBU-COS-: UN=T"

11362 13




i iR
s
AT A

T
YRRV

= R yn gl

o

L . ‘

i
;
14
&‘a.}

o ‘ L, Coa
= LS ' . . = O '
i A AT N o =, R v




-NHA | Bulletin No, 12
FPHA 5=26-45

POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

SERIES: UTILITIES ADVISER

KIND OF WORK

Concerns the analysis and provision of advice and assistance on all phases of the
utility operations of housing projects, and contract negotiation and appraisal
and a continuing review of rates, cost, consumption and conditions of service;
collaboration with the Development Division on the selection of the wost desir-
able utility combinations and the design of system to take advantage of the best
available rates. '

The work relates to all types of utilities required by FPHA directly operated,
leased, and aided projects, including electricity, gas (natural, manufactured and
liquefied petroleum) water and telephone,

GRADE LEVEL

CAF-12, Utilities Adviger

As regional Utilities Adviser is responsible for conducting all utility contract
negotiations and renegotiations with privately and publicly owned utilities
industries serving FPHA operated and leased projects and provides advice and
assistance to local authorities in these matters in connection with their opera-
tion of aided projects and conducts such negotiations for aided projects only as
requested by local authorities. Reviews utilities contracts to ascertain the -
reasonableness and applicability of rates as compared with rate tariffs on file
and the reasonableness and effectiveness of contract service provisions, with
particular emphasis on the enforcement of special rate, service or maintenance
provisions of contracts., Initiates contract revisions to take advantage of
revised rate schedules,

Appraises operating needs and load characteristics of all types of projects and
makes regular reviews of the operating costs of utility services and of utility
consumption, including analyses of costs in relation to estimates and of the
volume of utility consumption to determine excessive use because of tenant waste
or system loss., Compares actual consumption with estimated conswiption, with
particular reference to the appllcablllty of the exlstlng contract rates,

Gives advice and assistance and prepares, on behalf of the assistant regional
director for management, written instructions for Housing Managers and Area Super-
visors regarding their administration of utility contracts, emphasizing the
checking of billing practices, the evaluation of the quality and composition of
the commodity delivered against the terms of the contract and their responsibility
for calling attention to rate revisions necessitated by changes in the status of
projects, changes in consumption patterns, etc.

Collaborates and consults with the Development Division in order that full con=-
gsideration may be given to the operating needs of projects with respect to such’
items as the most desirable combinations of utilities and the de31gn of systems
to take advantage of the best available rates.
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Fstablishes and maintains working relationships with state commissions, city
departments and utilities companies and, as required, appears before and gives
expert testimony at formal proceedings and before state regulatory bodies con-
cerning reductions in rates. and modifications of conditions of services.

May supervise the work of Utilities Advisers of lower grades comprising the
regional staff.,

REMARKS

This position will be responsible for all operating utilities functions formerly
carried out by regional Utilities Attorneys. The work of the legal staff in -
connection with utilities will be confined to advice and assistance of a legal

nature and the conduct of formal legal proceedings.

QUALIFICATIONS FOR REGIONAL UTILITIES ADVISER

Knowledge, skills and abilities

General understanding of the operations and practices pertaining to the various
utility services involved in the operation of projects, including the energles
and fuels utilized in connection with such services; thorough knowledge of the
principles, methods and techniques of conducting studies and making analyses,
preferably in fields relating to utility costs and utility rate structures;

good working knowledge of statistical methods; ability to acquire a thorough
knowledge of orders, regulations and rulings of state and local utility commis-
sions and agencies having jurisdiction over the regional area and of sources of .
rate tariff information; knowledge of the principles and methods by which rate
structures are established and ability to acquire a knowledge of those rate
structures applicable to FPHA operated and aided projects and to interpret their
availability clauses. '

Knowledge of the structural and equipment aspects of each utility function, or
combination of functions, in terms of their relationship to initial and operat-
ing costs and the consumption of energy and fuel,

Ability to assemble, analyze and interpret utility consumption and cost data;
ability to appraise operating needs of projects and to determine in the light of
available rates the most desirable combinations of utilities and types of systems;
ability to prepare clear and comprehensive statements and reports for administra-
tive use and to deliver expert testimony at formal hearings before state regula-
tory bodies; ability to establish and maintain pood working relationships and
carry out negotiations with state commissions, city departments and representa-
tives of privately and publicly owned utilities industries,

Experience and Training

Progressively successful and responsible experience in the field-of utility rate
analysis or negotiation, or mechanical or electrical engineering where the work
has emphasized the selection of utilities from the standpoint of relative cost

and availability,

Training equivalent to four years of study in a college or university is de’sirabl’ﬂ
with major work in such fields as, Economics, Statistics, Engineering and
Mathematics., ‘
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SERILS: REGIONAL ZCONOMIST

KIND OF WORK

Goncerns the conduct and analysis of social and economic studies affecting

the operations of the public housing program in a region, the evaluation of
the housing program from a social and economic viewpoint and the provision

of advice and assistance to the Regional Director, members of his staff and
ol local authorities.

- e e
. P T

GRADE IEVEL

P-6, Regional Economist

Serves as the adviser to the Regional Director on social and economic
problems and activities arising from or affecting the public housing rrogram
in the region, )

Reviews, analyzes from the standpoint of need and economic feasibility and
prepares reports (as part of submission to Central Office on Applications for
Allotment of Funds, and Applications for Financial Aid), on the proposals of
local authorities to acquire permanent public war housing for low rent use,

: Performance of this function includes an analysis and delimitation of the

' market for public housing, the determination of the rent paying capacitics
of families living in substandard housing, and also which portion of the
lowlrent market is to be served by the proposed program,

Furnishes technical assistance and advice upan request of a local housing
authority with respect to:

a. Evaluations of local public housing programs from a social and
economic point of view,

b. Social and cconomic studies leading to the development of local
public housing programs, including dcterminations of the need for public
housing and the reatal distribution of public housing programs on the basis
of the rent paying abilities of low-income families.

} Conducts studics required by the Central Office in order to cvaluate the
achievements of the Authority and to serve as a basis for the development of
new policics, Conducts social and economic studics and investigations in
connection with operating problems upon requests oi' the Assistant Regional
Directors or Regional Counsel, Maintains liaison -ith federal (outside of
Washington), state, and local governmental agencies, field officcs of the
Office of the Administrator, and of the constituent units of the Wational
Housing Ageney, and other agencices,with respeet to the cconomic and social
aspects of the regional public housing program,

4

STATEMENT OF DESIRABIE QUALIFICATIONS

. . L. Knowledges, skills, and abilitics:
. ’ Thorough knowledge of the principles, methods and techniques of conducting
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investigations and making analyses, prefcrably in fields rclating to economics .
or social rcsearch; good working kno:ledge of professional statistical

methods; good knowledge of the basic literature, sources of information and

a good understanding of the significancc and interrelationships of current

trends and developments with respect to economic and social probloms,

Ability to assemble, analyze, and intcrpret difficult and complex material
dealing with cconomic and social problems; ability to prepare clear and
comprehensive reports for administrative use; ability to cstablish and maintain
good working rclationships with FPHA officials, and represcntatives of other
government agencies, local housing authorities, financial institutions, etc;
ability to plan and supervise the work of others,

2. Expericnce and training:

Progressively successful and rcsponsible experience in cconomic and social
research preferably as an economist in housing markct analysis.

Training equivalent to four years of study in a college or university with

major work in such ficlds as Economics, Housing and Land Economics, Statistics,
Finance, Social Research,

- 117 -

6070



Bulletin Jo,12
2-11~46 1/

POSTIION CLASSIFICATION STAWDARDS FOR REGIONAL OFFICES

v maw e e rwe ot Am e me s mis cam sem mee e mm m e Rl e G ae me e me wme eem e e mn o aew

SERIES: REGIOUAL ECU0i:IST

KI3D OF woRK

- the conduct and anslysis of social and economic studies affecting
4 , rations of the public housing prograin in a region, the evaluation of
%é%: using program from a soclal and economic viewpoint and the provision
wvice and assistance to the Regional Dirwctor, members of his ctaff and

.1 authorities.

GRADE ILVEL

P-6, Regional Economist

Serves as the adviser to the Regional Director on sucial and econonic problems
and activities arising from or affecting the rublic housing program in the
region,

Reviews, analyzes from the standpoiat of need and ecoanomic feasibility and
prepares reports (as part of subaission to Central Off'ice on Applications for
Allotment of Funds, and Applications for Finaucisl Aid), on the 'roposals of
local authorities to acquire perwancnt public vwar housing for 1oy rent use.
Perfornance of this function includes an anelysis and delinitation of the
market for public housing, the doteraination of the rent paying capcciti
of fawilics living in substandsrd housing, antd also which poriion of ti
rent market 1s to Le served by the provised prosvaa,

Furnishes tuchnicul ussisic nee ond adviee upon request of & loe-l b

authority with r.spcet to:

ae. Ivaluations o1 locul pu.lic housin, »rograns fror
ceononie point of view,
i
he Social and ecoromic studics leading 1o the dev
public housing programs, iacluding determinations of the -
housing and thu rental distribution of pnublie housing pr
of thu rent puying abilitiis »f low-incom. famnilics,

Conducts studics requircd vy the Centred Office in &y Ly
achirvements of 1l Authority and to serve as a’ é{j
new poliei. s, Conducts socicl andl ceonomic siv éqb o?j
connuetion ™ith operuting rroblems upon rogue jbb'p@j
Dircetors or Region:l Counsel., Maintaing 17 OQQ@JQ$ s
Washington), stat., snd local goveramute’ ap Qk,QQfg?xw
Officc of the Administrutor, and af Ll S ot (s
Housing Adgcney, and otler ap ncice ity K@éQJQQ'Jéé’
aspucts of the regional public housine Qb-évs
Q’;~Jao
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STATE =0T O DESIRABLE QUALITICATIOLNS

l. Knovledges, skills, and abilitics:

Thorough knowledre of the princinles, uethods and teciniques of con
vestigations and makin: analyses, preferably in fields relating to econ

or social research; good vor:ins haoledpr of professional statistical melWE {
good knowledpc of the besie litersture, sources of inforastion and a good un- !
derstanding of the simificance ond interreletionshire of current trends and de !
velopmenis ith respect to economie ant social prollems, !
i
~

Ability to asnewrle, awlyze, and intcrpret difficnlt snd complex matirisl dealing

with economic and gﬂcial prablems; ahility to prepare O‘rar and cognrciensive re-
ports for administrative use; ability %o ¢steblish and msintain good » riring re-
lationships with FPHA officials and representatives of other governmeut agncics,
local hou51nb suthoriticvs, finaneial institutions, ¢te; a™ility to plan and
surervise the wort of others.

2+ Bxperience and training:

Progrcus1vc1y sucecssful and rospouncible oxpericnes in ceonouwic snd social re-
search proferably as un vCOAOhlSt in honsinr narct snolysis.

Training cquivelint to four yuoars o1 study in ¢ coll = or university —ith wajor
ork in such ficlds as Econouies, Houciny ¢1d Lead Eeonomics, Sietistics, Fincneo,
cial Rus arch,

Assistont Repgdionsl Econonist

s as the firsl csoistaut to the Repionul Econoinist and acts for lLim dnring
svnec, on ull matlors comins —ithin the seonc of Ll Regionsl FBeonmist's
sibilitirs, Exani les of dwli ¢ enl v a7 weihi i s cre:

b Anelvais

s o o S

1y arcas aseigned, assumes resvonsibility for conlvet of any h&using
L anelyses required for the FPHA progrem, rondoering advice and t chnical
ence to local communitd s end local housing suthoritics, particulsrly
acetion “ith the 1arket for loverent publie housing,  Such anulyscs,
(bly involving spocicl surveys to sup 1 ol Cunsus and other eompilcd
2la, include cxamine?ion of th. conlitions ond echurcetiris' i-s of the
sumeV' aoeney 1 tios: dcterains Lion of th distribution of fomilics
ndurd housing by iicom s, ront Lovels, reeco, tenuro, and i-0ily size;
tlﬁn of the Jo st wamttly ruvats ot vhich privete niceprize is pro=
ubstoaticl addition ]l suyply of stecndurd honsing (new or . xisting);
y real helo™ “hich ihe merlet for lou-rent pu.lic housins 1lii s, aftor
non-compctitive pup bolow the ront level achivvanle by private on-
cfinition of th. portion of the lov-rint market to bo surved by
lic housing. Conducts rssentiul ceononic backpround surveys of
to determine trends in population, economic developuent, and em-
to estimate future possibilitics in these respects. Collabor-
Raciul Relutions Adviser in orier to assist the achievement of
sl balance in housing programs consistent with the Community
bher ise Lo s g int »ith !zetusl inforestion the aim th.t publiec
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housing equitably sgrve & cross-section of the low-rent merket,

Developnent Progran

Contributes the market enclysis data and assistsauce shove deseribed and
renders other sid to locclitics in the formulation of development prograins,
the planning of the size and charscter of long-range public housing progr-ms,
and the number, charzcter, and sequence of development of the projects,
Reviews developneat programs for consistency —ith sound econonic and social
planning and "ith the fuels developed by merket wnalysis. Conducts survevs
end renders cdvice vith ruspect to the ceononic wnd socicl fretors involved
in site sclection, covering such elements us: uiirloyment creos scrving
projects; tronsport: tion costs for fomilios; comnctition with private
developers for sites; indusiri:l developucnt trends in site ncighborhoods;
offects on rociel patterns of ncighborhoods; relrtion to public service and
commereiel faeilitics. Renders wdvice bused on churseteristics of the
market in plenning the distribution of units according to fimily sizc.
Obtains any informc+ion required on overage privete building costs in the
locelity.

Manarement Policy and Progrem

Collaboratus with M neg.ment in the formulation of nancgoenent policies

for local housing authority programs to achicve consistiney bceteen rents,
rent grades, and income limits and the trets indiceted by mrlot anclysis,
Gives purticulir attention to the distribution of familics bt in tho
highest rent for rdmission to projects and the lovst ront cchicvahle.
Collahorotes with manugement in the d.te rainction of thrse rontrl limits

in the light of wver:ige cnmusl income and expense,  Revicrs mancgoment
programs for conformity with th- socircl and ceonomic policy of thc
Authority. Dovilops data ond adviscs o5 to the weessity for changes in
rents and income limits as ceonomic con’itions COrNnge .,

Disposition

Conducts surveys ss requested on the copreity of loesl authorities or the
communitics to nbsorb wwr housing; dctermince the offeet of th. zdditions1
supply of housing on the nrrkel; gives perticul - r considorstion to the
feasibility of prouccals for trensferring permanent war housing to low-rent
use., Also participstes in locsl consultations relative to formulations of
the disposition plan., Reviers applicstions for temporary housing, for
servicemen and veterans under Title V of the Lunhem Act s=s emended.

Reactivation of Deferred Froiects und Conversion of PL 671 Projects

Revievs and recomends as to the atvisability or poscibility of rezctivating
deferred low~rent projects and rrevares any inforration regquested for use

in connection with this activity and in the conversion of PL 671 projects

to low-rent use,

- 11701 -



Bulletin Wo,. 12 NHA
2-11- L6 ' T FPH&

6. Miscellaneous

Collaborates with other Federal Agrncies on econcmic aspects of wmajor

planning projects of a regioanal character involving public housing,

Prepare reports aad data on public housing reguiring economic analysis

as requesthd for the use of the Dircctor. LHA's, and other FPHA divisions
+ or in replies to ruguests from other agencies and the public.

Furnishcs cuicance to and collaborstes vilh local housing authoritics in
studiss, tuctiap or deteruing the socisl and economic effects of low-rant
hous®r: ¢: Zoesl comrunitics, including «ffucts upon local taxation and
pubilic conls.

In adiitiin Lo the scope and variety of fectors illustrated, mention must
also Le iace of the linited suﬂervisory control over this position as
eviicncld by the broad cheracter of assipgnnents, by frecdow in sclecting
worg :ihoss, dotermining the approsch te preblens, mecvting and dealing
with public end private croups. YHork is r viced only for conformance
vith the brosd roquircacuts of th. rogioncl program and ~ith the basic
principles of sound cconomic planaing,

The maj.r yﬂr“wob of the wosition i1s to 3 rve as arn slb.rnstc to the
Regionsl Beonouist snd to r licve him of major f£icld and office dutics
in such r.gions vhorc as-istince of this character 1s required,

REVARS

In addition to the classifications mentioned, the vorikload msy rcquire the
services of an Economist in P-3 functioning us a roscerch assistant and assuming
responsibilivy for come of the detail phascs of the major responsihilitics
discusscd shove, Such dutics night 1nuluJe the follovine:

1. In coun ction with cocial and cconomic surv.ys, aftor the initial contact
has boon mede by the Rogionul or Assistunt Reploncl Economist, assisting
groupz iavolved by advice and aprlicuation nf mcthods end teehniques.

2. Conpilc data from various sources to be ustd in formulatine rccomndations
and programs; vrites reports on liss complex assigny nts pertaining to
sorlel  and cconnnmle probloms and wssists the Regiondd Ecoaonist or his
assistant in the propuration of such roports on some of the more coarlex

ssignﬂcnts, Koups curr-nt the Vasic cecononic scrics and other vconomic
and scveicl dotea usc ful to the FPEA progrem in the region and to thoe
LffLClunt functioning of th. cconomist's office,

3. Assume completc rosponeibility for routine problims including all contacts
required, and follow throuph to counli tion of the projuct.

- ]_17l2




WHA Bulletin Ho. 12
FPHA 4-13-45
POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

e s e em b e e e e dme e Mt e e A e M e e e A e e e e Ee e e e b mee e e e e e et = e e e m—

SERIZS: REGIONAL COMPTROLLER
XIND OF TWORK

Concerns the initiation of regional policy with respect to and the planning,
direction, coordination-and contrcl of the Financial, Property, Procurement,
Insurance, Statistical and Administrative Services activities in a regional
office; tne mainternance of liaison with the Central Office; the provision of
advice, service and assistance to the Regional Director and to division heads
and other regional officials on financial, property matters, etc.

GRADE LEVEL

CAF-14, Regional Comptroller

" Acts as adviser to the Regional Director on the financial, property, procure-
ment, insurance, statistical, and administrative services programs of the
Regional Office. Gives overall direction to and coordinates and evaluates the
pérformance of: (1) the Finance and Accounts Section engaged in the installa—~
tion and aaintenance of accounts pertaining to financial activities of the
regional office and projects; the examination and certification for payment of
payroll and other vouchers, except those specifically reserved for review and
certification by the Central Office; and the periodic examination of accounts
and fiscal records of local housing authorities and of Federally administered
projects; (2) the Property and Procurement Section engaged in the preparation
and execution of invitations to bid, contracts, purchase orders, and leases;
the nnintenance of current records of surplus ¥PHA personal property, property
declared surplus by other Federal Agencies and existing applicable Federal
supply contracts; the determination of when personal property should he declared
surplus; the direction of all personal property custodians in the operation of
established procedures pertaining to receipt, inspection, storage, accountability,
use, and disposition of such property; (3) the Insurance Section engaged in the
review and approval of all insurance coverages, preparation of insurance pro-
visions for all contract documents, maintenance of complete insurance records,
and the negotiation for rates; (4) the Statistics Section engaged in the collec~
tion and summarization, within the framework .of an integrated and uniform FPHA
reporting system, of progress and operating statistical data on regional office,
local housing authority, and project activities; and the provision of all types
of operating statistics to regional officials in accordance with their special
operating needs; and (5) the administration of office services activities, in-
cluding those relating to mail, communications, files, library, travel, space,
stenograpiiic service, reproduction, messenger service, non—technical and non-~
statistical drafting, providing administrative supplies and equipment and main-
taining records of such property.

Integrates the activities mentionad above with the requirements of the other
divisions; initiates changes to meet the nceds of new or revised Programss
Serves as point of contact with the Central Office on financial, office
services, property, ete., activities.
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STATSZNT OF DESIRABLE QUALIFICATICHS ..

1. Knowledges, skills and abilities:

Knowlaedge of modern comrmercial and fiscal accounting principles and mcthods
including meciine accountivg svystens; undorstanding or working knowledge of
basic principles ond usés of statistics; good knowledge of the methods of
sunervision, administration, and managemont; ability to organize and direct
diverse programs of a type involving considerable detail and to understand
implications and effects won other prozrams; ability to deal satisfactorily
with individuals, groups, ond the public.

2. Zxperience end Training:

Progrossively sucerssful and extensive axperience in the fields of busincss

or adininistrative management, with responsibility for directing an industrial,
comnercial or governmeontal enterprise or major subdivision, or -for partici-
pating in the vlanniag direcction and coordination of the activitics in a large
organization composed of a nmber of distinct units performings variced specialized
fmetions, such as proporty management and control, accounting, statistics.

...1;]_9.-

6413



NHA Bulletin No. 12

FPHA ~1=
POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES omloas

SERIES: REAL ESTATE AND DISPOSITION

KIND OR WORK

Concerns the administration in a regional office of the real estate and dis-
position policies developed in the Central Office and involves appraisals or
the direction of appraisals of all types of property and improvements, market
studies, negotiations with purchasers, the presentation and execution of
specific plans of disposition approved by the Central Office; also, the direc-
tion and administration of the Conversion Management and the land acquisition
program,

GRADE LEVELS

CAF=-14, Assistant Regional Director for Real Estate and Disposition

Provides advice and assistance to the Regional Director on all nhases of the
Real Estate and Disposition program. Responsible for the develonment of mar-
kets, and the formulation and execution of specific plans for disposition of
FPHA war housing property based on valuations, markst conditions, use to be
made of the property, etc, Directs the establishment and conduct of relation-
ships with other federal establishments, state and local bodies, real estate
brokers, appraisers., Reviews offers to purchase, and bids, and makes specific
recommendations for acceptance or rejection, Maintains or directs the main-
tenance of liaison with regional officials and furnishes leadership on matters
related to the disposition and land program. Responsible for the administra-
tion of the Conversion Management program. Exerutes or directs the execution
of specific disposition plans approved or recommended by the Central Office,
Evaluates policies and recommends need for revision or for new policies,
Interprets and applies policies and procedures and directs the development of
internal procedures, control systems and records.

P-6, Appraiser (Chief of Appraisal and Land Section)

Responsible to the Assistant Director for Real Estate and Lisvnosition for
organizing and directing the activities of the Section. Recommends sclection
of fee appraisecrs and appraisal fees, makes assignments to fee appraisers, and
directs the review of appraisal reports for adequacy, reasonableness, and con-
formity with FPHA requirements. Investigates deviations between valuations;
appraises or directs the appraisal of properties and accessory facilities and
installations as required. Instructs fee appraisers, in specific instances,
of special considerations involved in appraising various tyres ol property.
Directs the development and establishment of forms, procedures, rocords nec-
essary for carrying out, maintaining control over, and preparing reports on
the activities of the Section. Handles land problems in connection with
disposition, Cooperates with the Development Division in the selection of
sites and negotiates or ai-ects the negotiations for the acquisition of land
and the amount to be deposited in court. Cooperates with the Legal Divisien
on problems of property ownership, legal phases of acquisition, etc. Furnishes
advice and assistance on all matters pertaining to real property values.

- 120 -
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CAF-13, Disposition Analyst (Chief of Marketing and Review Section)

Responsible to the Assistant Director for Real Estate and Disposition for
organizing and directing the activities of the Section. Recommends after
investigation the method of disposition to »e used for all terminated projects
or portions of projects declared surplus, Develops markets for disposing of
FPHA housing property, recommends the price or the conditions under which the
property should be offered for sale or transfer. Recommends sales prices in
relation to appraisals; establishes and maintains contacts with leading
officials of the region and other government agencies, local officials, oc-
cupants, investors, ete; directs the development and establishment of proce-
dures, forms, records, necessary for carrying out, maintaining control over,
and preparing reports on the activities of the Section. Consults with local
authorities and city councils on their interests in permanent projects.
Analyzes and recommends action with respect to pronosals to purchase projects
or portions of projects and accessory facilities and installations; recommends
in view of market conditions the withholding of property from the market,
Collaborates with the Regional Economist and other officials on all matters
pertaining to market conditions.
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES
SERIES: REAL ESTATE AND DISPOSITION 1/

KINMD OF WORK

Concerns the administration in a regional office of the real estate and dis-
position policies developed in the Central Office and involves appraisals or
the direction of appraisals of all types of property and improvements,
negotiations with purchasers, the presentation and execution of specific
plans of digposition approved by the Central Office; also, the direction and
administration of the Conversion Management and the land acquisition vprogram.

GRADE LEVELS

CAF-1l, assistant Regional Director. for Real Estate and Digpogition

Provides advice and assistance to the Regional Direetor on all phases of the

.Real Estate and Disposition program. Responsible for the development of mar—

kets, and the formulation, analysis and execution of specific plans for dis-

-position of housing property based on valuations, market conditions, use. to

be made of the property, etc. Directs the establishment and condpct of rele—

tionships with other federal establighments, state and local bodies, real
. estate brokers, appraisers, ctce Reviows offers to purchase, and bids, and

makes specific recommendations for acceptance or rejection, Maintains or

-directs the maintenance of liaigon with regional officialg and furnishes
.leadership on matters related to the disposition and land program. Respon-—

sible for the administration of the Conversion Management program. ZExecutes
or directs the execution of gpecific disposition plans approved or rccommended
by the Central Office. Evaluates policics and recommends need for revision

or for new policies., Interprets and applies policics and procedures and
directs the development of internal procedures, control systems and records.

P-6, Appraiser (Chief of Appraisal and Land Section)

Responsible to the Agsistant Director for Real Estate and Disposition for
organizing and directing the activitiog of the Section. Recommends selection
of fee appraisers and uppraisal fees; makes assignments to fee appraisers, and
directs the review of appraisal reports for adequacy, reasonzblencss, and con-
formity with FPHA requirements. Investigates devietions between valuatlons;
appralses or directs the appraisal of properties and accessory facilities and
installations as required. Instructs fee appraisers, in specific instances,
of special considerations, involved in appraising various types of property.
Directs the development and cstablighment of forms, procedures, records necCe—
essary for carrying out, maintaining control over, and preparing reports on

‘the activitics of' the Section., Handlcs land problems in connection with dis-
..position, Cooperates with the Development Division in the selection of sites

and negotiates or directs the ncgotiations for the acquisition of land and the

1] These pages 120 through 122 datcd 10-10-15, supersede pages 120 and 121,
_dated B=1rl5.
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amount to be deposited in court. Cooperates with the Legal Divigion on
problems of property ownership, legal phases of acquisition, ete. Furnishes
advice and assistance on all matters pertaining to real property values.

CAF-13, Disposition Coordinator

Serves as the full~time Assistant to and acts in behalf of the Assistant
Regional Director during his absence. Reprcsents the Agsistant Director in
important contacts with and advises local governments and other representative
bodics relative to the local digposition plan and the government's policies,
procedures and obligations. Maintaing liaison with the Office of the
Administrator's and FHA rerresentatives where the disposition of public housing
will affect other housing in the area, On the basis of the local community
plan and a thorough knowledge of Surplus Property Administration and FPHA dis-
position policy makes preliminary determinations as to the units of sale, need
for appraisals, necessity for and scope of advertising, and makes assignments
accordingly to the appraisal and Land, Sales Sections, or Development Divigion
for award of demolition contracts. Ropresents the Agsistant Director in con—
tacts with the Management Division regarding improvements necessary to increase
the salability of permanent units, and with other regional officials.

Approves, for the Assistant Dircetor, the employment of fee appraisers and
brokers. Agssists the Agsistant Director in planning for the overall admini-
stration of the division including the development of internal procedures,
control systems, records, and reporting., Advises with the Agsistant Director ‘
in conjunction with the Chiefs of the Appraisal and Lend, and Sales Sections

as to sales prices and acceotance of offers. In the absence of the Assistant
Director makes all detcrminations within his responsibility and authority.

REMARKS
This position 1s valid in CAF-13 only on the basis of operating as a full-time
assistent to the Assistant Dircctor. The nced may, therefore, vary from region
to region. This position is not intended to operate as czn Office Manager or

Adnministrative Agsistant,

CiF-1%, Chief of Sales Section

Responsible to the Agsistant Director of Real Estate and Digposition for
organizing and developing the rcgional sales program for the disposition of
surplus housing preperty of all typess

Maintains contacts with other governmcnt agencies, local officials, occupants,
realty companies and other potential purchasers. Develops markets and creates
.a denand for the use of surplus housing property. Carries out negotiationg
with potential buyers of large properties involving a knowledge of the bases
of real estate values, potential income and exnense, market conditions, poten-
tial uses of property, local tax structures and policies, local building codes,
zoning ordinances, etc. )

Plang and directs region-wide publicity programs designed to stimulate interes
in and promote the sale of surplus housing property; negotiates with represen~-
tatives of local newspapers, périodicals and radio corporations to obtaln the
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POSITION CLASSIFICATION STANDARDS FOR REGIONAL OFFICES

placement of advertising and the distribution of informative material; directs
the preparation of advertising copy and informational releases.

With respect to more difficult cases, analyzes and recomrends action with
respect to proposals to purchase projects or portions of projects and acces—
sory installations; recommends in view of market conditions, the withholding
of property from the market,

Reviews sales plans submitted by subordinate staff members of the Section;
advises the assigstant Director in the recomnmendation of sales prices and
acceptance of offers.

Directs the developrnent and establishment of procedures, forms, and records
necessary for carrying out and maintaining control over the activities of the
Section,

CAF-12, Field Representative (Sales)

As a journeymen with full responsibility for methods and techniques, assists
in the development of the regional sales plan and carries out specific seles
programs for the disposition of surplus real property, including housing and
structures exclusive of land and personal equiprent., Investigotes and deter-
nines potential uses for which the different types of property may be best
suited. Stinulates interest in the purchase of surplus housing property on
the part of federal, state, and local agencies, occupants and investors.
Makes recommoendations as to the desirability of the sub~division of property;
recommends the use of vrivete brokers for disposing of nroperty. Recormends
modification of specific digposition plans, including the revision of approved
sales prices, based on offers received, uses to be nade of the property and
narket conditions.

Arranges for proper advertiging and public announcement of disposition plans,
prepares advertising copy and informational releases.

Maintaing contacts with other divisions and offices of the region, including
Development, Legal, Managenent and the Regional Economist, on matters relating
to negotiations for the sale and disposition of housing oroperty. Maintains
liaison with federal agoncies and state and local govermnents, furnishing

them with full information concerning the regional disposition program, answer-
ing inquiries on tynes and locations of surplus housing property, both declared
and prospective, appraising their needs in the 1lirsht of the uses indicated.

As directed, consults with local officials on their attitudes or interests

with respect to contemplated digposition plans.

~- 122 -
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ESy - CONVERSION MANAGEMENT

. 'KIND OF WORK-

nahagement tﬁfougﬁ contract brokers of private properties
vwnment; involves the operation, maintenance, establishment,
~sents, taxation, fiscal activities, and all related problems

, 4525? dérty management, including selection and supervision of
‘ | &t ,
v’ & . GRADE LEVELS
Afp

5—12, Regional anversion Management Supervisor

le to the assistant director for real estate and disposition fo
t directing the program, and for recommending changes in policy,
procedure to improve operations either at the regional or nation
, responsible for preparing and submitting all regular and supple-
’s, surveys, or analyses on various phases of the operation,

Develops and maintains relations with real estate associations, labor
representatives, War Housing Center Managers, Chambers of Commerce, Housing
Committees and other organizations,.

Determines need for dwélling furniture, furnishings, and equipment,
Approves expenditures proposed by the brokers for amounts exceeding $500 per
‘ item, changes in rent schedules in excess of 10 percent or $5.00 per month
whichever erount is greater, and terminations of leases,

Confers with regional director and other regional officials on matters
requiring coordination with other branches of the regional organization,
involving gencral police and procedure; consults with specialists, such as
regional tax analyst, on propriety of tax assessments and methods of effecting
tax reductions, Selects brokers for contract with the Government to opercte
properties, Iliaintains close working relationship with regional representative
of the Office of the Administrator, National Housing Agency. Consults with
local housing authorities for the purposc of obtcining advice and keeping them
informed concerning various phases of manggement,

Reviews for adequacy the performance of the area office or offices and
the soundness of judgment of the area supervisors and compliance with policy
and procedures, Cooperates with regional finance officer in terminating
conversion development contracts and in expediting contractors' claims; attempt.
to hold to a minimum errors in the financial statements of contract brokers
which would cause exceptions by the regional finance officer, Supervises the
overall program and exercises contract powers with respect to operation, main-
tenance, repair, alteration, and improvement of conversion projects. Approves
the modification, extension, or re-execution of leascholds. Reviews the nego-
tiations for termination action on leaseholds, and recommends termination,

REMARKS

‘ The Grade CAP»13 positions are established in regions having above 5,000
eonversion management dwelling units, and CAF-12 positions in regions having
less,

- 123 -
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CAF-12, Agsistent Regional Conversion Management S\

Acts as full-time assistant o the regional s\l
of the above functions particularly in coordinating "2
Section, in contacts with local housing authorities, & o,
regional officials and specialists, serving as regional ‘fb 2
absence, Where organizationally practicable, the function. ?
are performed in conjunction with those of an‘area.superviso;grqg fé%%,

Vo) &,
CAF-12, Area Supervisor ' L 3;50;"‘,, < .
B . . o O :

Recommends selection of contract management brokers, and assig‘%é Yy
properties to brokers, Reviews contract managers' monthly operating ©.
financial reports in order to determine the propriety and reasonablene.
the contract manager's expenditures.in each category for the month in re.
to previous months and for cumulative period, efficiency in filling vacanc
and reducing turnover, speed in collecting rents from delinquent tenants, .,
propriety of proposed mejor repairs, alterations or improvements, reasonable
ness of rental charges, efficiency and workload of field representatives,
Reviews expenditures proposed by contrect managers for amounts requiring prior

approval of regional office,

Collaborates with the development and reutilization division in the
technical review of contract managers' proposals for repairs, replacements,
and improvements. Approves contracts for recurring services or deliveries
other than utilities, Approves expenditures in excess of field representa-
tives' authority i.,e, over $100 per item but not in excess of $500, and change
in rental schedules not to exceed 10 percent or $5.00 per month whichever is
greater, Makes an administrative pre-audit of cxpenses reported by the broker.
to insure necd on the particular property, consistency of prices with the mar—
ket, and absence of favoritism to specific contractors,

Makes comparative studics of the operating efficiency of individual broker .
in order to issue proper corrective instructions or in extreme cases to
rccommend change of broker,

Identifics from the brokers' monthly opcrating reports, properties showing
habitual losses, in order to take corrective measures or in some cases to
recommend to the regional supervisor in analyticsl reports, the cancellation
of the lcases on such propertics. Makes personal investigations and advises
field representatives and broksrs in connection with particular problems or
exceptional local situations,

Approves the settlement or compromise of claims of tenants or former
tenants, the incurring of court costs and counsel fees by contract managers in
connection with any claims against tenants, provided such counsel fees conform
to the FPHA established schedule,

CAF=11, Field Representative

Analyzes the performance of all conversion properties in the region, using
the yearly financial statement as basic source data, and advises the Regional
or Area Supervisor of properties which would be to the Government's advantage
to terminate the leasehold prior to the expiration of the lease period; analyzes‘
expenses to date and anticipated expenses, possible repairs, maintenance, and

- 12 -
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. replacements, and estimates the value of the leasehold, possibility of income
declines due to increased taxes, high operating costs, vacancy and collectior
losses, etc, which would prohibit satisfactory amortization within the seven
"year period of- the average lease, "

Appraises property selected for disposal to owner, estimates leas=hold
profit from operations before amortization, the net potential recovery under
continued operation by the Government on the basis of income and expense, and
the net market value of the leasehold based on a realistic evaluation of the
sales value of the property.

Negotiates with lessors to sell leasechold interests at a price favorable
to the Government in order to recover the maximum amount possible toward the
initiel cost of conversion, or at a minimum price not less than the net reven
to the Government for continued operation during the remainder of the lease
period; points out to the owner probable advantages without a Government lien
to the property such as sale on the existing favorable market, more economica
refinancing, and advantages under private operation not pcssible to the
Government, such as furnishing the units or managing for commercial or
transient use,

Prepares bases for agreement for termination with the owner including prc
vision for prorata credit for rent paid by the Government to the lessor for
current rental period, prepayment of taxes, insurance, and similar items, and
reimbursement for fuel or supplies remaining on premises, Submits complete
report of investigation and negotiations with recommsendcd action tc the
regional supervisor. DNegotiates for disposition to thc owner of any Governmer
owned personal property on the premises in conjunction with sale of leasc if
feasible and if concurred in by the regional property and procurement officer,
Conducts negotiations through contract manager if more econcmical and practica
In addition, where feasible and necessary, performs duties of CAF-9 Field
Representative described below not to exceed 50% of the employees time,

CA¥-9, Field Representative

Is responsible for brokers operations in the management of conversion
properties for a territory of from 500 to 1500 rental units by geographical
location,

Negotiates management service contract with brokers and recommends assign-
ment of property to brokers. Supervises contract management brokers in the
operation and management of converted properties, and provides advice and
assistance with respect to occupancy, income and expense and other fiscal
activities, procurement, property accountability, personnel, rents, taxation,
repairs, maintenance, replacements, improvements, fire prevention and safety,
sanitation, tenant relationms,etc,

Inspects premises periodically to observe whether property is maintsined
in a clean and attractive condition, whether essential services are provided,
such as hect, cleaning, trash removal and elevator service, and need for
repairs, decorating, alteration or improvements, Suggests improvements and
offers methods to stimulate occupancy and eliminate rental losses. Compares
rents with prevailing rents for comparable units in the arec to meintain pro-
portionate scale,
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Authorizes expenditures by Contract Manager up to $100 per item and sub-
mits recommendations in excess of that amount to the Area Supervisor, Arprou
necessary legal proceedings for collection of delinquent rents, Ascertains
that contrcet manager is following procedure for selection and servicing of
tenants, reporting, and conforming to OPA regulations, Maintains contact
with OPA on ceilings, Informs broker of and interprets new procedure,
Evaluates and reports efficiency and economy of brokers'! operstions,

REMARKS

Successful, practical real estate experience, particularly in the manaye
ment and sale of fairly large properties is regarded as & prime requisite for
the performance of the duties of the CAF-11 and 9 Field Representative posi-
tions. The number of years experience would vary progrcssively with the exte
of responsibility assigned. Ability to meet and deal with thc public and wit
trade and business groups is also an important factor,

CLERK, CA¥=5

Gathers detailed facts in the investigution of discrepancies or problems
disclosed by the arca sup.rvisor's reoview of brokers' monthly operating
reports, such as expenditures in excess of brokers! authority without prior
approval, propriety of ¢osts incurred and zppurent favoritism to paerticular
contractors, Makes inquirics to obtain date either in person or by corres-
pondence and assembles 2ll material into logical form,

Checks brokers! requests for authorizetion of expenditurcs in excess of
$100 to insurc completcness and consistency of documents, including the pres-
ence of justification for expenditurcs and procedural adequacy of specifica-
tions, Follows-up by tclephone and correspondence the brokers und field
representatives on actions required in accordance with area or regionsl super-
visorgs! docisions,

Sets up and maintains a property description summary card for cach
propcrty contuining basic data on lhase terms, conversion cxpenditures, and
a payment record of vouchcr disburscments covering capital improvements to
the property, currcent fixed charges for rent to owner, taxes, and interest
to lienors, Maintains a docket on each property containing «11 dodéuments
relating to the lease with the owner and the conversion of the property,

~ 126 -
2156



compd > v
recommends, vased n
Lu’c"nori ¥ of a0y pousine anoge
Approv s the §,ermse of gnle® nere o valus
30le execu’oion of anles of %o 0l »
I rroritieo® Opera’o'xng 1@5\7"’?{5"? \)‘J%o\)' G
D e Yo, @ I L % o
] > 0y 2 &, 0 o
OQ.ZOQ’ <5 % 45 & % % & &,
50, S 2550 Do % O 1,0 B 3
% %0 S op & @‘7-9 %
oxt 4 . X & ¥ Za, 90
S8 5.0 40 0 % 0
< X , 2







NHA Bulletin No. 12
FPHA Supplement No. 1 10-17-45

The performance of the duties of the Regional Property and Procurement Officer
position requires a thorough knowledge of the uses and capacities of equipment
in order to make procurcments and determinations of surplus, scrap and salvage,
of market conditions and prices in order to effect sales in the best interest
of the government, of government property regulations, of sources of supply;
also, the ability to organize and direct the activities of 2 moderately large
staf? and to meet and deal with representatives of government bodies, gquasi-
public agencies and private concerns.

CAF-11, Property and Procurement Advisers

Advises Housing Manngers nnd Local Housing Authorities on the interpretation
and opplication of policies, procedures, regulations and instructions issued by
the central and regional offices and by the Surplus Property Administration
pertaining to the procurement, accounting, use, trunsfer and disposition of
personal property. Scrves as representative of the Regional Property and Pro-—
curcment Officer in situntions presenting complex problems concerning the
determination, appraisal and sales of salvage and scrap, the declaration and
sale of small lots of usable personal property as surplus and the destruction
or abandonment of personnal property.

Reviews the determinations and recommendations made by Housing Managers, and
Local Housing Authorities concerning declarations of surplus and designation and
evaluntion of personal property as salvage or scrap. Post—reviews the sale
operations of Housing Maonagers and Local Authoritics s~nd makes appropriate
recommendations to the Regional Property and Procurement Officer. As authorized,
reviews and approves the terms proposed for sale of salvage or serap whose
original cost was in excess of 325,000,

Conducts or directs the conduct of surveys of personal property utilization and
disposition nctivities nt the project level to determine whether the various
operations and practices are in accordonce with regional and Central Office
policies and procedures and in confornity with tho regulations of the Surplus
Property Board and to Torestall, as ncarly as possible, violations and
irregularities, Prepares, or directs the preparation of reports setting forth
specific recommendations for affecting corrective nction.

Conducts or directs the conduct of swveys of project operations to determine
thot equipment is being Tully utilized, that all excess property has been
declared, that proper procurement practices are being followed, and that measures
have been taken to insure the proper care, maintenance, repair and warehousing
of equipment and supnlies. Recommends to Housing Manaszers and Local Authorities
changes and other appropriate action in the intercst of good property adminis~
tration, improved utilization, and conformance with established policies,
procedures and standards.

May direct the activities of a staff of Property and Procurement Advisers in
lower grade engaged in inspecting and appraising property, in reviewing
operations, and in furnishing advice and nssistance to Housing Managers and
Local Housing Authorities in connection with the full and proper utilization
of property, the interpretation of procurcment, property, accountability, and
disposition procedurcs and methods, the determination and sale of salvage and
scrap, and the investigation and adjustment of clains.
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- CAF~9, Property and Procurement Advisers

This is the full grade performance level for the Property and Procurement
Adviser series and carries major responsibilities for appraisal, review, and
field advisory work in connection with personal property activities and
operations at the project level. The incumbent of this position serves as an
adviser to Housing Managers, Local Housing Authorities and their staffs on
procurement, property accountability, utilization and disposition problems, and
interprets policies, procedures and regulations pertaining to these functions;
investigates and adjusts claims, aids in the installation and operation of
property accountability systems and records, including complete inventories

of all project property, determines the existence of excess property, and
serves in a2 liaison capacity between the regional office, Housing Managers and
Local Housing Authorities in coordinating transfer of property to insure prompt
and effective distribution of excess property and the disposition of surplus
property.

As outhorized, is responsible for declaring small lots of personal property as
surplus to the needs of the Authority, for determining as salvage or scrap
rersonal property at any onc place at any one time when the original cost is not
in excess of $25,000, for making a physical inspection oand establishing a minimum
sales price on all property to be sold as salvage or scrap and whose original
cost was in excess of $2,500,

Reviews all determinations of scrap or salvage and post-reviews 21l sales made
by Housing Manacers for complionce with procedures and regulations——in those
cases wherc the original value is in excews ol 325,000 the terms of sale are
reviewed in advanco--and prepares reports with appropriate recommendations.
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