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PD NBR: NAVFAC 10

CLASSIFICATION: HOUSING MANAGEMENT ASSISTANT NF-1173-03
ORG TITLE: BUILDING MANAGER

INTRODUCTION

This position is located in the Visitors Quarters (VQ) operation at NAME OF
COMMAND. The purpose of this position is to provide on site management of
assigned Bachelor Housing buildings. The building manager will act as the
primary contact point between management and residents/guests.

MAJOR DUTIES AND RESPONSIBILITIES

The incumbent performs inspections of common areas and vacant rooms at least
each working day for cleanliness and maintenance problems. Performs random
room inspections of permanent party BH residents for damage and to ensure
living standards are maintained. . Inspects rooms for cleanliness and damage
when checking in and checking out permanent party personnel.

Participates in all room inspections performed by the Site Manager, Regional
Manager or Bachelor Housing Officer

The incumbent performs various maintenance related actions associated with
their assigned building. Initiates trouble calls and work requests to the
Public Works department for any maintenance problems.

Performs minor maintenance actions (changing light bulbs, preventative
maintenance on fire extinguishers, replace air filters, etc.).

Additionally, the incumbent is responsible for control of the furniture,
fixtures, and equipment in their assigned buildings. Notifies the Site
Manager of any changes from the BPO Report on personnel living in their
assigned buildings.

Performs other related duties as assigned.

FACTOR 1. SKILLS AND KNOWLEDGE REQUIRED

Compietion of a formal course in hotel industry housekeeping procedures or
have four years experience in the same or closely related field. Must possess
the ability to supervise and to instruct. Must possess basic math and reading
skills. Must be able to communicate clearly and effectively both verbally and
in writing with management, staff and guests.

Knowledge of Navy bachelor housing management procedures and general business
principles and practices related to bachelor housing management sufficient to
independently resolve a variety of complex guest concerns and complaints.

Knowledge of general office procedures including filing, collating, collection
of data for reports, and retrieval of paperwork from files and of office
machine use (such as calculator, copier, fax machine and simple reproductive
equipment) .

Working knowledge in the use of microcomputers and automated data processing
systems.

Must be able to adjust to changing work schedules and priorities.



FACTOR 2. SUPERVISORY CONTROLS

The supervisor assigns work and provides specific instructions on new
procedures. Incumbent accomplishes assignments independently, referring
unusual matters to the supervisor for resolution. Work is reviewed for
compliance with manuals, regulations, and instructions.

FACTOR 3. GUIDELINES

Works with a variety of DOD, SECNAV, OPNAV, NAVCOMPT, BUPERS, and activity
policies, regulations, manuals, and guides related to bachelor housing.
Situations in which existing guidelines cannot be applied or when significant
proposed deviations exist are referred to the supervisor.

FACTOR 4. COMPLEXITY

The work involves managing buildings occupied 24 hours per day and 365 days a
year by both permanent party and transient personnel. The incumbent must
display tact, diplomacy, and good judgment in dealing with building guests and
residents.

The incumbent performs a full range of duties in support of Bachelor Housing
Operation. Incumbent must exercise mature and impartial judgment in
counseling residents/guests and resolving problems.

FACTOR 5. SCOPE AND EFFECT

The incumbent ensures that all individuals residing in the Bachelor Housing

are dealt with in a professional manner, maintain the standard of living set
forth by the Installation Commander, and make attempts to improve morale and
quality of life for guests and residents.

FACTOR 6. PERSONAL CONTACTS

Contacts are with civilian and military personnel residing in and visiting
Bachelor Housing, co-workers, and contract personnel. Occasional contact
includes managers of other lodging facilities, audit/inspection teams, and
local military command representatives.

FACTOR 7. PURPOSE OF CONTACTS

The purpose of contacts is to serve as the primary contact point for Bachelor
Housing management and residents. Contacts are made to gather information on
required maintenance actions, provide input to correct maintenance actions,
and to provide feedback to residents based on room inspections.

FACTUR 8. PHYSICAL DEMANDS

The Building Manager is required to do considerable standing, bending,
walking, pushing, pulling and climbing. Must have ability to perform
moderately strenuous physical labor as unassisted lifting, moving and carrying
of supplies and equipment weighing in excess of 50 pounds is required. May be
required to climb/descend stairs and properly placed stepladders.

FACTOR 9. WORK ENVIRONMENT

The work involves normal risks or discomforts associated with an office
environment that is adequately lighted, heated, and ventilated. Work is
performed both indoors and outdoors. Occasional exposure to dusty or dirty
conditions exist when visiting rooms or facilities undergoing repair,
maintenance, or renovation.



SPECIAL REQUIREMENTS

This position is subject to the possibility of workdays on weekends and
holidays. 1In order to verify fitness for duty, a complete physical
examination at a military medical facility may be required.

Must possess a valid state driver license, as travel to other VQ facilities
may be required within the normal scope of duties.

This position is subject to completion of a satisfactory background check
and/or National Agency Check (NAC) in accordance with NAVFAC policy.

The incumbent is expected to work towards and obtain certification in
housekeeping/maintenance.



