
U.S. JOB OPPORTUNITY ANNOUNCEMENT

	Position Title
	Housing Management Assistant
	Announcement Number
	04NAP-035224-CS

	PP-Series-Grade
	GS-1173-05/07 – Position may be filled at either grade level
	Opening Date
	18 OCT 2004

	Starting Salary
	GS-05 - $24,075

GS-07 - $29,821
	Work Schedule
	Perm Full-Time
	Closing Date
	29 OCT 2004

	Job Location
	U.S. Naval Support Activity, Housing Department, Facilities Management Division
	Duty Location
	Gricignano

	Who May Apply
	U.S. citizens residing in the Naples/Gaeta commuting area who meet one or more of the following conditions.

1. Family members eligible for Schedule A 213.3106(b)(6) appointments.

2. Current Federal employees serving under career or career conditional appointments.

3. Preference eligibles or veterans separated after three or more years of continuous active service performed under honorable conditions. 

4. Veterans’ Recruitment Appointment (VRA) eligibles.

	About the Job
	At the full performance level, the incumbent monitors the assignment of tenants to available quarters and schedules pre-termination, termination, make-ready, and check-in inspections.  Determines authorized allowances and issues non-availability certificates as required.  Counsels prospective and current tenants with regard to rights, privileges and responsibilities of occupancy.  Receives and processes all applications for assignment to Government Leased Quarters.  Receives and processes routine tenant complaints or requests for repair or maintenance of inoperative, damaged or broken fixtures, furnishings, equipment or structures.  Maintains the official files of the command pertaining to assignment utilization and termination of quarters.  Performs a variety of housing inspections including maintenance/contract inspections and coordinates necessary maintenance and repair work.

	OPM Qualification Requirements
	REQUIREMENTS FOR THE GS-05

Experience: Three (3) years of general experience, one (1) year of which was equivalent to at least the GS-04 grade level.  General experience is defined as experience that demonstrates the ability to:  1. Analyze problems to identify significant factors, gather pertinent data, and recognize solutions; 2.  Plan and organize work; and  3.  Communicate effective orally and in writing.  OR
Education: Successful completion of a full 4-year course of study in any field leading to a bachelor's degree, in an accredited college or university. Copy of transcripts is required. 

REQUIREMENTS FOR THE GS-07

Experience: One (1) year of specialized experience equivalent to the GS-05 grade level.  Specialized experience is defined as experience that equipped the applicant with the particular knowledge, skills, and abilities to perform successfully the duties of the position, and that is typically in or related to the work of the position to be filled.  OR
Education: Successful completion of one (1) full year of graduate level education or superior academic achievement.  Copy of transcripts is required. 

	Tell us about your experience
	1. Knowledge of the housing organization and workflow procedures to counsel tenants.

2. Knowledge of the basic principles, techniques, and methodology of standard housing management functions 

    sufficient to monitor the assignment of occupants to available quarters and determine authorized allowances.

3. Knowledge of a broad range of administrative practices and methods related to the inspection of housing facilities 

    and preparation of housing reports.

4. Knowledge of the basic principles, techniques, and methodology of housing management, sufficient to compile 

    and review past and current operations and maintenance expenditure data.

	Job Conditions
	1. Must be able to obtain/posses a security clearance. 

2. Must posses a current state driver’s license.

3. Requires travel away from the assigned duty station.

	Pertinent Information
	1. Applicants who are U.S. citizens and also citizens of Italy are not employable in a U.S. position.
2. Application package, including documents required by the SOFA, must be required by closing date of this announcement.  

3. Highest previous rate may be authorized

4. Selection to this position will use your military spouse preference.

5. VRA applicants will be appointed to a Term appointment. 

	THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER


