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ATTACHMENTS FOR GHC POSITIONS



6.335

PLANNING AND DEVELOPMENT ADMINISTRATOR (GHC)
NATURE OF WORK IN THiIS CLASS
Administers the programslprojecf planning activities and real estate development activities
of the Guam Housing Corporation (GHC).
Administers the financial, fiscal planning requirements and budget request for GHC'S
Planning and Development Division (P&DD). =
Employees in this class direct and supervise the activities of subordinates within GHC's P&
DD. . :
ILLUSTRATIVE EXAMPLES OF WORK . s

Directs the real estate development activities of the Corporation from initial planning
through final construction phases.

Directs the programs and project planning functions within GHC.

Directs the development of operating procedures for newly created programs under the
direction of the President of GHC.

Directs the development of community master plans for residential housing development
projects.

Supervises the aclivities of P&DD personnet.

Assists the President of GHC in initiating, planning, and preparation of proposals for new
or revised housing development projects for the Territory of Guam.

Directs, analyses and interprets focal, and federal legislation, fules, and regulations.

Supervises the maintenance of records and reports affecting planning activities, programs,
and projects.

Acts as GHC liaison with planning of engineering consultants, and other confract
personnel.

Acts as the GHC liaison with private industries, community groups, and other government
agencies in evaluating housing needs for the Territory of Guam.

Performs related duties as required.



Page 2

6.3356
MINIMUM KNOWLEDGE, ABILITIES AND SKILLS

Knowledge of the principles and practices of physical, economic, and social planning.
Knowledge of real estate development financing, mortgage lending, and urban planning.
Knowledge of real estate and zoning law, rules, and regulations of the Territory of Guam.
Ability to make decisions in accordance with appropriate program guidelines with GHC.

Ability to evaluate operational effectiveness and implement changes in organization,
policies, and procedures to improve overall effectiveness. “

Ability to supervise the work of others.

Ability to represent GHC respective to planning and development activities.

Ability to work effectively with other members of GHC's management, and support staff.
Ability to work proficiently with the public, and other employees of the Corporation.
Ability to communicate competently both orally, and in writing.

Ability to maintain records, and prepare reports.

MINIMUM EXPERIENCE AND TRAINING

A) Four (4) years of professional experience in planning work (physical, economic,
social, or urban, real estate development work, and/for land development work, plus
one (1) year of supervisory experience, and graduation from & recognized coliege
or university with a Bachelor’s degree in social sciences, business administration,
finance, economics, planning, or closely retated field; or;

8)  Any equivalent combination of experience and training beyond the Bachelor's
degree which provides the minimum knowledge, abilities, and skills.

ESTABLISHED:
PAY GRADE: B

ELOY HARA
Executive Director
Civil Service Commission



LOAN OFFICER

NATURE OF WORK IN THIS CLASS:

This is a complex and responsible work involved in the complete packaging of mortgage
home loan applications.

Employees in this class work with considerable independence consistent with
regulations and guidelines under the general supervision of the Loan Administrator.
Work is reviewed through conference and submittal of reports as may be required.

ILLUSTRATIVE EXAMPLES OF WORK:

Conducts interview of prospective mortgage home loan applicants for purpose of
informing them of the Corparation’s policy and general eligibility requirements and
assisting them as necessary in complying with the procedure for making loan
application.

Coordinates and complies loan application and related documents.

Conducts evaluate review of the home construction loan application to determine
eligibility.

Prepares loan application packet and make recommendation via Mortgage Loan
Underwriters and Loan Administrator to the President for appropriate action.

Prepares all documents on approved loans and makes sure said documents are
property executed.

Prepares and coordinates disbursement of funds for incremental payment. Prepares
voucher and forward to Controller for authorization to proceed with disbursement.

Assist in the servicing activities of delinquent loans.

Performs other related duties as required.

590 5. Marine Corps Drive, Ste. 514 ITC Building, Tamuning, Guam 36931
Telephone Number (671) 647-4143/46 « Fax Number (671) 649-4144



MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of the Guam Housing Corporation law and the Corporation’s policies, fules
and regulations concerning home loans.

Knowledge of the qualification criteria and requirements for eligibility for home loan.

Ability to apply and interpret the provisions of applicable laws, rules, regulations and
other program guidelines.

Ability to work and communicate effectively with applicants and the general public.

Ability to plan, coordinate and review work of subordinate employees engaged in loan
transactions, credit evaluation and financial analysis.

Skill in analyzing financial statements and drawing meaningful conclusions as to the
applicant's financial status.

Skill in the use of a calculator and other office machines necessary in the performance
of duties.

MINIMUM EXPERIENCE AND TRAINING:

A. Graduation from a recognized college or university with bachelor’s degree in
Business Administration or other related area with 3years experience in
commercial or consumer lending; or

B. Any equivalent combination of experience and training which provides the
minimum knowledge, abilities and skills.

Established: NOVEMBER 2016

~ v

FRANCISCOE. FLDRIA ‘

Chairman, Bdard of Directors

Page2 Loan Officer
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ADMINISTRATIVE SERVICES OFFICER

NATURE OF WORK IN THIS CLASS:

Administers a comprehensive administrative services program for a large department or agency.

ILLUSTRATIVE EXAMPLES OF WORK: (These examples do not list all the duties which may be assigned:;
any one position may not include all the duties listed.)

Administers the administrative services functions for the department including personnel and training; budget
preparation, funds management, and procurement,

Administers the administration services functions for the department including personnel and training, budget
eparation, funds management, and procurement.

Develops, amends, and interprets administrative policies and procedures and other guidelines governing
management services.

Confers with program administrators and other employees concerning the administrative needs and
requirements of pertinent programs, policies, regulations and other guidelines.

Conducts management and personnel studies or survey to improve management services.

Coordinates the technical administration of management services with Personnel Office, Budget Office,
Procurement Office and other agencies involved in the activities of the department.

Provides technical guidance to program administrators in securing and administering federal grants in aid:
assures compliance with local and federal regulations and program guidelines.

Prepares correspondence and reports concerning the administrative operations of the department.
Preforms related duties as required.

MINIMUM KNOWLEDGE, ABILITIES, AND SKILLS:

Knowledge of the principals, practices and techniques of public administration.

Ability to administer management services, including budget preparation and funds management, personnel
inagement, procurement.

Ability to make work decisions in accordance with appropriate program guidelines.
590 5. Marinz Corps Dnive, Ste. 514 1TC Building, Tamuning. Guam 98931
Telephone Number (671} 647-4143/45 » Fax Mumber (671} 649-4 144



Ability to interpret and apply pertinent program guidelines.

Ability to evaluate management services effectiveness and recommend or initiate changes in
policies, procedures and program requirements to improve effectiveness.

Ability to work effectively with the public and employees.
Ability to communicate effectively, orally and in writing.

Ability to maintain records and prepare reports.

MINIMUM EXPERIENCE AND TRAINING:

a. Four years of progressively responsible experience in management services work, and
graduation from a recognized college or university with a Bachelor's degree in public or
business administration, social or behavioral sciences, or related fields; or

b. Any equivalent combination of experience and training which provides the minimum
knowledge, abilities, and skills.

Established:

L

FRANCIS A. FLORIG
Chalrman H Boargd of Directors

Page 2 Administrative Services Officer



COLLECTION AGENT
GHC

ORK IN THIS CLA

This is customer accounts collection service work.

ILLUSTRATIVE EXAMPLES OF WORK (These examples do not list all the dutias

which may be assigned; any one position may not include all the duties listed.)

Parforms collection actlvities of past due accounts; informs customers of past due
accounts; interviews subscribers and works out paymant plans; prapares promissory

notes and calcuiates payments,

Follows up on paymenis and promissory notes: determines "WHY?" the bill is unpald;
attempts to convince customers to pay thelr past due accounts; provides advice on
the policies and procedures In regards to past due accounts.

Checks to verily if customers are properly charged; receives complaints and concerns
end provides appropriate guldance/information,

Interviews customers snd works out payment plans; prepares accounts status reports,
payment and adjustment vouchers.

Performs related duties as requlred.

MINI N BILITI D

Knowledge of customer account collection service methods and prectices.

Ability 10 make work decislons in accordance with regulations, procedures and
guidselines,

Ability to work effectively with employees and the public.

Ability to maintain records and prepare reports.




COLLECTION AGENT

INi XPER} E IN

A.  Two (2) years of work experlence Invoived In customer relations services; or

B. Any equivalent combination of experience and trainin

g which provides the
minimum knowledge, abiiities and skills.

ESTABLISHED: JULY 1980
AMENDED: NOVEMBER 1994
PAY GRADE: G
MM""
ELOY P, HARA
EXECUTIVE DIRECTOR
CIVIL SERVICE COMMISSION
2
ST
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2.330

ACCOUNTANT I

NATURE OF WORK IN THIS CLASS:

This is routine professiocnal accounting work.

Employees in this class perform routine professional accounting
duties independently after initial training and work under closer
supervision on more complex developmental assignments. Supervision
may be exercised over subordinate accounting technicians and clerks.

ILLUSTRATIVE EXAMPLES OF WORK: (Any one position may not include
all the duties listed, nor do the examples cover all duties which
may be performed.)

Maintains controlling ledgers; reviews and analyzes financial
accounting transactions and documents for accuracy and propriety;
prepares summaries, analyses, reports and financial statements;
advises management concerning financial problem areas.

Participates in the installation and modification of accounting
systems to meet the needs of the department/agency or to conform
with mandated requirements.

Participates in the internal audit of financial records.

Performs related duties as required.

MINIMOM KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of the principles and practices of accounting.

Knowledge of the basic principles and practices c¢f automatic data
processing.

Ability to learn, interpret and apply pertinent laws, rules
and regulations governing the accounting operation of the department/

agency.

Ability to analyze and interpret accounting data and make recomenda-
tions concerning current financial problems.

Ability to make decisions in accordance with appropriate program
guidelines.

Ability to maintain financial records and prepare financial reports.

Ability to supervise the work of accounting technicians and clerks
may be required.

Ability to work effectively with employees and the public.

Ability to communicate effectively, orally and in writing.



2.330

ACCOUNTANT I
PAGE 2

MINIMUM EXPERIENCE AND TRAINING:

A) Graduation from a recognized college or university with a
Bachelor's degree in accounting or related field, including or
supplemented by 24 semester credit hours of accounting/auditing
subjects.

B) Two years of experience in professional accounting work or
equivalent work and graduation from a recognized college or
university with an Associate's degree in accounting or related
field, including or supplemented by 24 semester credit hours of
accounting/auditing subjects.

ESTABLISHED: JULY, 1980

AMENDED: DECEMBER, 1986

J. CJ BOROA\, Executive Director,
Civil Sefvice Commission
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ACCOUNTING TECHNICIAN II
(LOANS RECEIVABLE)

NATURE OF WORK TN THIS CLASS:

This is moderately complex, bookkeeping, internal control,
and analysis work involved in the maintenance of the
Corporation’s loans receivable system and bookkeeping
records. Employees in this class may be in charge of the
loans receivable operation of the corporation including
internal control reports, audit of customer accounts and or
may supervise a small staff of lower level technicians or
clerks.

ILLUSTRATIVE EXAMPLES OF WORK: (Any one position may not
include all the duties listed, nor do the examples cover
all duties performed.)

Maintains diversified account journals and bookkeeping
records; prepares journal vouchers to effect adjustments on
the general ledgers; posts to the general ledgers,
reconciles records against the general ledger or
contrelling accounts; prepares financial statements and
status reports.

Verifies the accuracy of the distribution and application
of customer loan payments.

Analyzes customer payment history in the preparation of
credit reports

Works with customers to resolve account discrepancies.

Periodically prepares reconciliatory reports for
verification of ADP and manual accounting records.

we..Prepares-information--needed to construct customer

delinquency listings.

Maintains internal controls on customer accounts.
Operates calculator or similar office equipment.
Operates a personal computer

May supervise lower level technicians or clerks.

Types payment vouchers and checks for Trust fund



ACCOUNTING TECHNICIAN II (LOANS RECEIVABLE)
PAGE 2 OF 3

disbursements and loan payoffs.

Performs related duties as required.
MINIMUM_ KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of accounting principles as they relate to
internal control.

Knowledge of bookkeeping principles and practices.
Knowledge of loan accounting systenms.
Knowledge of Credit and credit reporting requirements.

Ability to perform research for verification of accounting
transactions.

Ability to coordinate certain projects.

Ability to make arithmetic computations with speed and
accuracy.

Ability to perform moderately difficult analysis type work.

Ability to supervise the work of others may be required
periodically.

Ability to work effectively with employees and the public.

Ability to perform research on verification of accounting
transactions.

Ability to.communicate effectiwvely, orally, and in writing.
Ability to maintain records and prepare reports.

Skill in operating calculators and similar office equipment
including Personal computers.

MINIMUM EXPERIENCE AND TRAINING:

(A) Three years of bookkeeping experience and graduation
from high school, including or supplemented by a
two-semester course in bookkeeping or accounting



ACCOUNTING TECHNICIAN II (LOANS RECEIVABLE)
PAGE 3 OF 3

principles; or

(B) One year bookkeeping experience and completion of an
Associates degree in accounting or closely related subject
with at least 12 semester hours in accounting or

bookkeeping; or

(C) Any equivalent combination of experience and training
which provides the minimum knowledge, abilities and skills.

'

REVISED: MARCH 1989
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ACCOUNTING TECHNICIAN II
(ACCOUNTS PAYABLE)

NATURE OF WORK IN THIS CLASS:

This is moderately complex, bookkeeping, internal control,
and analysis work involved in the maintenance of the
Corporation’s accounts payable system and bookkeeping
records. Employees in this class may be in charge of the
accounts payable operation of the corporation including
internal control reports, audit of vendor accounts and or
may supervise a small staff of lower level technicians or
clerks. :

ILLUSTRATIVE EXAMPLES OF WORK: (Any one position may not
include all the duties listed, nor do the examples cover

all duties performed.)

Maintains diversified account journals and bookkeeping

records; prepares journal vouchers to effect adjustments on

the general ledgers; posts to the general ledgers,
‘.i reconciles records against the general ledger or

controlling accounts; prepares financial statements and
( status reports.

Coordinates the payment of Corporate purchase orders and
other obligations.

Manages records, journals and ledgers of all corporate
disbursements including those done by other divisions.

Prioritizes payments in order of importance along
established guidelines.

Works with creditors and vendors to resolve billing
discrepancies.

- "“Periodically prepares reconciliatory reports for
verification of fixed assets and inventory supply balances.
Obtains information necessary to renew TCDs.

Operates calculator or similar office eguipment.

Operates a persconal computer

May supervise lower level technicians or clerks.

ﬁ



ACCOUNTING TECHNICIAN II (ACCOUNTS PAYABLE)
PAGE 2 OF 3

Types payment vouchers and checks for corporate
obligatiecns.
Performs related duties as required.

MINIMUM KNOWLEDGE, ABILITIES AND SKILLS:

Knowledge of accounting principles as they relate to
internal control.

Knowledge of bookkeeping principles and practices.
Knowledge of Personal computer usage.

Ability to perform research for verification of accounting
transactions.

Ability to coordinate certain projects.

Ability to make arithmetic computations with speed and
accuracy.

Ability to perform moderately difficult analysis type work.

ability to supervise the work of others may be required
periodically.

Ability to work effectively with employees and the public.

Ability to perform research on verification of accounting
transactions.

Ability to communicate effectively, orally, and in writing.
Ability to maintain records and prepare reports.
Skill in operating calculators and similar office

egquipment.

MINIMUM EXPERIENCE AND TRAINING:

(A) Two years of bookkeeping experience and graduation
from high school, including or supplemented by a
two-semester course in bookkeeping or accounting



ACCOUNTING TECHNICIAN II (ACCOUNTS PAYABLE)
PAGE 3 OF 3

principles; or

(B) Completion of an Associates degree in accounting or
closely related subject with at least 12 semester hours in

accounting or bookkeeping; or

(C) Any equivalent combination of experience and training
which provides the minimum knowledge, abilities and skills.

REVISED: MARCH 1989
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