
13. Basic Function of Position   
The Housing and Leasing Supervisor is responsible for the day to day management of the Housing and 
Leasing Unit in the General Services Office which is responsible for leasing, payment processing for 
lease and building operating expenses, land lord maintenance requests and management of the 
assignment and make ready process for the Housing Portfolio.  The supervisor oversees the 
development of the property portfolio, consisting of short-term lease (STL) housing units for the housing 
inventory, commercial buildings, warehouses, and offices as required.  CONTINUED 
 
 
CON’T-The incumbent oversees and ensures that all lease payments, building operating expenses, 
landlord deductions and inflationary adjustments are executed in a timely manner consistent with the 
terms of the contract.  The incumbent assists the General Services Officer (GSO) in proposing leased 
and U.S. Government-owned housing assignments to the Interagency Housing Board for approval. 
Incumbent liaises with local government officials for registration of USG owned properties, to obtain 
original title deeds, and assistance with all matters pertaining to local real estate law. Finally, the 
incumbent will ensures landlord compliance with contractual terms as well as post policy as it relates to 
maintenance and repair.  The incumbent supervises the Leasing and Housing Coordinator, the Lease 
Payments Specialists and the Administrative Clerk.  Incumbent works closely with one EFM Make ready 
Coordinator and reports directly to the Assistant General Services Officer. 
 
14. Major Duties and Responsibilities                                                                                                                                      

% of time  
 
A) Supervisory Responsibilities:                                                                                                                                  30 

 
1) Responsible for reviewing and managing the performance of three LE Staff, including preparation of 

Employee Performance Reports (EPR), Work Development Plans (WDP), Training and development 
plans, Performance Improvement Plans and Performance Discussion Summary (PDS) as appropriate 
in a timely manner. 

2) Exercises direct supervision over and monitors the make ready process to ensure the property portfolio 
is adequately sized, ensuring that inbound staff have suitable quarters available upon arrival, with a 
targeted performance of less than 5% of new arrivals going into a hotel for less than 30 days. 

3) Reports weekly status updates to the A/GSO on the volume and status of all landlord requests, updates 
on monthly payments and leasing actions and targeted properties for inbound and outbound 
employees.   

4) Serves as the liaison between the Embassy and all Landlords and condominiums where the U.S. 
Government occupies properties to resolve disputes, or problems which were not resolved at a lower 
level; will attend condominium meetings or send the Housing and Leasing Coordinator as his or her 
delegate.   

5) Works closely with the Financial Management Center (FMC) to prepare quarterly budget evaluation 
of lease hold accounts. 

6) Directs the drafting of office correspondence pertaining to the Mission real property program.  
 
B) Portfolio Development:                                                                                                                                            25  
 
1) Constantly reviews the evolving needs for residential housing, ensuring the necessary leasing actions 

are underway to secure an appropriate mix of houses and apartments in a timely manner, avoiding 
the need for temporary quarters. 

2) Conducts research of the local real estate market to identify suitable commercial agents, and or 
residential and commercial properties for the purpose of entering into short term lease agreement of 
single family dwelling houses, apartments, warehouses, and offices for the U.S. Government. 

3) Maintains close contact with local agents and other foreign missions to identify market trends, pricing 
and practices. 

4) In consultation with the GSO and Facilities, make recommendations for lease termination based on 
maintenance records and or difficulty in resolving landlord disputes or willingness to execute the terms 
of the lease contract as agreed. 



 
C) Leasing and Contract Responsibilities:                                                                                                                   25 
 
1) Will oversee the activities of the Housing and Leasing Coordinator (position number N52-820-031) and 

review all price, terms, and conditions of all leases with prospective landlords to include functional 
office space, warehouses, and residents keeping the U.S. Government’s best interest in mind. 

2) Directs and oversees the drafting of 125+ lease agreements to be signed by the GSO, including 
assigned constituent posts for 148 total properties with an annual lease cost of more than $15 million. 
Acts as COR for selected leases, approximately 50% of the $15 million portfolio. 

3) Exercises independent judgment of U.S. interests in dealing with homeowners, city government 
authorities, public work departments, and other government officials as needed. Maintains liaison with 
adjacent property owners to resolve disputes related to U.S. Government properties. 

4) Supports OBO efforts to dispose of USG properties to include; drafting advertisements, showing the 
properties, drafting purchase and sale contracts, affidavits of purchase and sales with Embassy’s 
lawyer for government owned properties.   

 
D) Housing Program Compliance:                                                                                                                                 20 

 
1) Ensures compliance with the Real Property Application (RPA) data integrity requirements, including 

accurate and timely submission of lease data as well as the uniform use of the Model Lease, free of 
spelling and data errors.   

2) Reviews and coordinates the performance of the lease payment specialists to ensure that all lease, 
Building Operating Expenses, Landlord Deductions and annual inflationary adjustments are accurate 
and executed in advance of deadlines. 

3) Ensures compliance with Post Rental Benchmark program, E-Lease Waiver Program, and OBO 
measurement guidelines.   

4) Reviews and provides all background information to the GSO and Interagency Housing Board such 
as cost, square footage, RSO, and POSHO approvals to facilitate the lease and housing assignment 
process. 

5) Initiates the drafting of electronic waiver requests to OBO seeking approval of leases, including 
requests for exceptions to 15 FAM space standards, leases over U.S. $50,000 per year, or over 12 
months payment in advance.  Assembles and reviews annually the post profile; conducts daily survey 
of the market, and uses the particulars to prepare the annual real estate market survey. 

 
Note: “This position description in no way states or implies that these are the only duties to be performed by incumbent. 

Incumbent will be required to perform other duties as assigned by the agency.” 

 


