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Assistant Secretary for Community Planning and Development
Community Planning and Development

HUD Field Office

Community Planning and Development Representative
Program Manager, GS-301-14

L.

8pS "ON

Introduction

This position is located in the office of Community Planning and Development, HUD
Field Office. The incumbent is responsible for the supervision of a2 Program
Management Team. Staff includes, professionals with backgrounds in the fields of
planning, economic development, housing rehabilitation, community design and
financing. Staff positions may include Eovironmental Officer, CPD Representatives,
Financial Analysts, Program Assistamts, CPD Representative Trainees other

generalists and professionals. The team is responsible for providing services to local
grantees (State, local governments or non-profit agencies) and representatives of the
private and public sectors including educational and financial institutions.

The Program Manager has the responsibility for the administration and management
of all CPD Programs within his/her assigned area. CPD programs include:
Community Development Block Grant (CDBG) Entitlement and State Programs;
HOME; Section 108 Loan Guarantee Programs; Economic Development Initiative
(EDI); Homeless Assistance for Persons With AIDS (HOPWA) and Supportive
Housing Programs; HOPE III; The Neighborhood Development Program;
Empowerment Zone and Enpterprise Community Program; and Technical Assistance
Programs; and any new or evolving programs which may be instituted by the
Departinent and assigned to CPD for administration and management. The incumbent
is responsible for ensuring that such programs are effectively coordinated through the
Consolidated Plan process and further CPD’s Contimuum of Care and CDBG=JOBS
policy objectives.

The Program Manager must possess and exercise sound judgement and initiative in
overcoming obstacles to program implementation. The Program Manager must be
able to make independent judgements concerning the deployment of staff and
resources consistent with the policies of the CPD Director.

Assigned staff to the Management Team may have varying experience or knowledge
in addressing a variety of administrative, environmental, social, economic or
affordable housing problems, may lack expertise in the necessary financial
management of federal program funds, or have varying experiences in working with
large or complex administrative or political structures. The Program Manager will be
expected to work with assigned staff to improve their understanding and skill levels to
ensure the effective coordination of CPD programs as required under the Consolidated -
Plan and furthered through the implementation of a local Continuum of Care. The
Program must possess and exercise sound judgement and initiative in overcoming
obstacles to program implementation. The Program Manager must be able to make
independent judgements concerning the deployment of staff and resources consistent
with the policies of the CPD Director. .
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Duties and Responsibilities

Management. The incumbent is responsible for ensuring that subordinates are
developing and adhering to schedule for program planning, development and
execution; that priorities of the management plan are being adhered to including the
attainment of specific program goals and policy objectives; the work schedules and
progress reports of subordinates; plans training programs to provide better service to
communities and improve staff performance levels; and develops and implements a
plan for the effective management and administration of program data and data
processing functions. The responsibility for data processing and management
functions includes the management and administration of ADP systems used for CPD
programs by clients as well as staff.

Coordinztion and Delivery of Services. The incumbent is responsible for ensuring
that assigned communities receive essential CPD Field Office services and that
communities and public agencies engaged in CPD Programs carry out programs aod
contractual requirements in a timely and efficient manner. The incumbent either
directly or through assigned staff is responsible for preparing and conducting
informationa! and technical briefings on CPD prograrms.

Representation. Through written and oral communication, the Program Manager
serves as-a major point of contact with representatives of major cities and
metropolitan areas, including elected and appointed officials of Federal, State, and
local governments, the private sector and public, educational and financial institutions,

. members of the banking and mortgage communities, developers of industrial and

commercial properties; and housing developers on all CPD program areas. The CPD
Program Manager may be called upon to address State and local government bodies,
private not-for-profit agencics, civic groups and/or professional organizations on CPD
Programs, initiatives or Secretarial priorities.

Technical Assistance and Training. The CPD Program Manager provides
leadership, support and assistance to personnel assigned to the team as well as
program grantees of major cities and metropolitan areas and potential grantees. The
incumbent assists the team members in the development of short and long-range goals
and objectives related to assisting grantees in meeting the Consolidated Plan
requirements, coordinating proposals with other HUD program areas and where
appropriate other Federal programs to assure compatibility and the establishment of
consistent and measurable goals.

In providing technical assistance and support to team members, the incumbent ensures
that grantees have sufficient information to meet application or submission
requirements for all the CPD programs, suggests solutions if difficulties arise and
shares information regarding improved program practices, program regulatory or
statutory changes, and revisions to handbooks, notices and policy directives.
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The incumbent is often called upon to resolve problems involving complex or
controversial issues in major cities or urban counties and makes arrangements for the
provision of technical assistance to address identified problems

The incumbent is responsible for ensuring that all CPD assigned staff and clients are
familiar with using CPD computer systems including the CPD Electronic Bulletini
Board, computcnz,ed consolidated plan software and systems; and other systems and
services.

E. Program Monitoring and Reviews. The incumbent schedules visits of team
mebers to communities, private and public groups and program applicants and
grantees to review progress, identify program weakness and strengths, and provide
technical assistance services, either through staff or use of technical assistance
providers. The incumbent is responsible for reviewing local program operations to
ensure efficient use of Federal funds and compliance with applicable policies,
requircments and procedures. Where corrective actions are needed, assigns staff or
directly assist in resolving any problems. Program reviews include adherence to
applicable Federal laws and regulations pertaining to relocation, equal opportunity and
promotion/use of Minority Business Enterprise (MBE); environment; labor standards;
acquisition and disposition; financial management; citizen participation; Consolidated
Plan and Continuum of Care established for the community; rehabilitation; and
Federal and private sector participation in Empowerment Zone/Enterprise Community
activities and Consolidated Plans, policies and procedures.

F. Other Duties As Assigned., In addition to those duties carried out by his/her
assigned team, the incumbent is responsible for meeting the goals established in the
Annual Management Plan. He/she or designated team members may be called upon
to carry out activities or functions that are normally conducted by other Management
Teams within CPD. For example, he/she or staff may be required to train staff,
serve on interdivisional committees, or act as the Office’s representative on local,
state or interagency councils or task forces, and/or act in the absence of the Deputy or
Director as required.

II.  Supervision and Guidance.

Supervision Received, The incumbent works under the general direction of the CPD
Director, or Deputy Director, who provides general policy guidance and established
program priorities. = The inctimbent functions with considerable independence in all
aspects of assigned work. The incumbent is held fully responsible for all staff activity
functions. Little specific direction or technical guidance is necessary although the
CPD Director or Deputy Director may be consulted when particularly difficult or
controversial issues arise. Work is evaluated for overall effectiveness and for
soundness of recommendations on the more difficult, and/or complex or probiems.
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Supervision Provided. The incumbent supervises a subordinate staff with Senior
CPD Representatives possessing multiple skills and areas of expertise. This includes
planning and scheduling priorities within appropnate guidelines, assigning,
coordinating and performing technical reviews of the work, evaluating performance,
providing technical and administrative advice and assistance, hearing and resolving

ployee complaints, taking minor disciplinary actions, and recommending action in
more scrious cases, identifying employee’s developmental needs including ensuring
that employees have an Individual Development Plan and are provided training
opportunities consistent with the approved plan; interviewing candidates for positions,
and making recommendations for appointments, promotions, and reassignments; and
evaluating and writing employees performance standards and evaluations consistent
with Departmental practices and policies.

TV. Qualifications Required.

- Extensive and substantive knowledge of CPD policies, programs, regulations,
and procedures and their interrelationships with other programs administered
by HUD and where ‘appropriate other Federal agencies.

—  Ability to manage and direct programs through a subordinate staff, and to
provide management guidance and oversight to counterpart managers in larger
CPD Field Offices.

-- Ability to consider a broad spectrum of factors when making decisions or
recommendations including public policy stances, economic impact,
Congressional relations, effect on other organizational units and entities both
within and outside the Department, national and regional program goals, and
staff resources.

- Ability to communicate effectively in writing and orally,

-- Ability to organize and conduct conferences and public meetings with officials,
including the Chief Executive and Chief Elected Official of State and units of
general local government and their sub-agencies, and with private sector
organizations in order to promote an understanding of the Department’s °
policies and procedures and to gain the cooperation of these officials without
technically compromising such policies. '

- Ability to make independent judgement concerning the deployment of staff and
resources consistent with the policies of the CPD Director.

4B BPS'ON 1281 $9C 12 ¢ dO0T13N3A B ONINNETd ALINAWWOD dnH ac:v1 88,9189



