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OFFICE OF AFFORDABLE HOUSING PRESERVATION

TITLE: Underwriter, GS-1101-13

LOCATION: Preservation Office, Office of Affordable Housing Preservation, A/S for
Housing, Field Offices: Washington DC, Chicago, and out-stationed in
NY

INTRODUCTION:

The Office of Affordable Housing Preservation (OAHP) is located in the Office of Housing and
is responsible for the preservation of affordable housing supported, insured or assisted by HUD
and other Federal entities. Preservation efforts will include the development and execution of
restructuring agreements for affordable housing projects with FHA-insured mortgages, supported
by Section 8 assistance. It will also include the financial and physical restructuring of affordable
housing and other like projects in which HUD has an interest, to improve their long term
viability, and the recapitalization of other multifamily and single family housing including those
in other Federal affordable housing programs as requested and required by Federal rules and
legislation. Many of OAHP’s efforts effect the preservation of housing through oversight,
monitoring, and evaluation of processes and procedures carried out by third parties such as
Participating Administrative Entities (PAEs) who are responsible for the initial evaluation, as
assigned by OAHP, of affordable housing and like projects with the purpose of proposing plans
to OAHP and other stakeholders for long term preservation. In conducting the business of
preservation of affordable housing, OAHP is responsible for ensuring compliance with relevant
laws and statutes.

The incumbent serves as an Underwriter in the local Preservation Office, Office of Affordable
Housing Preservation (OAHP). Under the supervision of the Preservation Director, the
incumbent is responsible for providing underwriting activities as well as providing advice and
support on real estate related issues.

DUTIES AND RESPONSIBILTIES:
Responsible for underwriting activities relating to OAHP.

Reviews the PAE’s underwriting on all debt restructuring recommendations, many of which are
highly complex.

Performs analyses on all non-conforming mortgage debt restructuring transactions and on
conforming transactions that requlre review and coordination.




Reviews project rent, rehabilitation and expense needs recommended by PAE to ensure
completeness, accuracy, and consistency with the Affordable Housing Preservation Operating
Procedures Guide and HUD guidelines.

Evaluates restructuring recommendations by the PAE, and in some cases may be responsible for
recommending re-underwriting for the first mortgage, the second cash-flow mortgage (and third
mortgage, if needed).

Reviews and assesses complex real estate appraisals, financial transactions involving mortgage
debt restructuring for multifamily housing, and may be required to inspect properties on a
periodic basis.

Makes debt restructuring plan presentations to Preservation Office and Headquarters loan
committees.

Participates as a member of Preservation Office Loan Committee, reviewing the proposals on all
transactions coming before the Committee for approval, and placing a vote for or against the
transaction.

Examines the competence of property management, and formulates recommendations regarding
the sale or transfer of property, as appropriate.

Researches facts, makeés a determination, and facilitates negotiations.on appealed transactions.

Factor 1 - Knowledge Required by the Position

Expert knowledge of underwriting principals and practices, including underwriting requirements
for restructuring mortgage debt for multifamily subsidized housing.

Comprehensive knowledge of real estate appraisal, title surveys, environmental reviews, property
condition assessments, and mortgage restructuring practices.

Knowledge of Section 8 assistance, 236 assistance and other forms of subsidy provided by HUD
as well as an understanding of FHA mortgage insurance.

Skill in analyzing, assessing, and negotiating modifications to underwriting déterminations.
Skill in assessing and evaluating financial statements and property appraisals.

Skill in assessing and evaluating business and economic issues, as they relate to mortgage debt
restructuring.

Ability to provide authoritative advice and assistance to others and OAHP staff on underwriting
issues.



Ability to negotiate resolutions to appeals by borrowers or PAEs on transactions rejected by
OAHP.

Ability to recommend solutions to difficult issues and problems.

Skill in meeting and dealing effectively with high-level managers to present, explain, and justify
underwriting recommendations and decisions.

Factor 2 - Supervisory Controls

This position is under the supervision of the local Preservation Director, OAHP. The supervisor
sets the overall objectives and resources available. The employee and supervisor, in consultation,
develop the deadlines, projects, and work to be done. The employee, having developed expertise
in the line of work, is responsible for planning and carrying out the assignment, resolving most of
the conflicts that arise, coordinating the work with others as necessary, and interpreting policy on
own initiative in terms of established objectives. In some assignments, the employee also
determines the approach to be taken and the methodology to be used. The employee keeps the
supervisor informed of progress and potentially controversial matters. Completed work is
reviewed only from an overall standpoint in terms of feasibility, compatibility with other work,
or effectiveness in meeting requirements or expected results.

Factor 3 - Guidelines

Guidelines include a wide range of laws governing HUD/OAHP as well as current OAHP and
HUD directives, guides, policies, and procedures pertaining to underwriting, financial analysis,
real estate appraisal, planning, and programming principles as well as broader generally accepted
principles and practices applicable to mortgage debt restructuring. Administrative policies and
precedents are applicable but are stated in general terms. The employee uses initiative and
resourcefulness in deviating from traditional methods or researching trends and patterns to
develop new methods, criteria, or proposed new policies.

Factor 4 - Complexity

The work of this position involves analyzing and executing highly complex underwriting
transactions. The work requires the selection and use of different analytical techniques, methods,
and procedures in analyzing, revising, and formulating underwriting recommendations that meet
OAHP program goals, objectives, and timetables. The incumbent is required to exercise
considerable judgment in the selection, interpretation, and application of guidelines; in meeting
timetables and dealing with others; and ensuring that the myriad of laws, rules and regulations
conceming subsidized housing, financial transactions, and real estate appraisal are integrated in

the underwriting process.



Factor 5 - Scope and Effect

The work involves a variety of processes related to the preparation and implementation of
underwriting analyses for OAHP. Work often involves interpreting and adapting policies,
higher-level directives, or new or revised methods that impact directly on the underwriting
processes. The work typically affects the affordable housing industry nation-wide, and the
amount mortgage insurance provided by the Federal Government. The work impacts upon
OAHP policies, practices, operations, program, as well as those of HUD and the affordable

housing industry.

Factor 6 - Personal Contacts

Personal contacts include supervisors and senior management of OAHP, the PAEs,
owners/borrowers, and lenders as well as other members of the public and private sector
representatives. The incumbent must exercise tact, diplomacy, and judgment in meeting and
dealing with others, as work relationships are often unstructured.

Factor 7 - Purpose of Contacts

Personal contacts are to obtain/provide information; resolve policy issues and problems; persuade
others with conflicting goals and viewpoints to accept recommendations or make modifications;
and to defend or justify OAHP policies, practices, or procedures.

Factor 8§ - _leical Requirements

No unusual physical demands are required for this position.

Factor 9 - Work Environment

The work will be performed in a typical office setting. Significant travel may be required.



EVALUATION STATEMENT

PROPOSED POSITION: Underwriter, GS-1101-13
PRESENT POSITION: New
LOCATION: Preservation, Office, OAHP, Office of Housing.

INCUMBENTS: Multiple

REFERENCES: OPM, PCS’s for Realty series GS-1170, Appraising series GS-1171, Housing
Management series GS-1173 and General Business and Industry series GS-1101.

INTRODUCTION: The Office of Affordable Housing Preservation is located in the Office of
Housing and is responsible for the preservation of affordable housing supported, insured or
assisted by HUD and other Federal entities. Preservation efforts will include the development
and execution of restructuring agreements for affordable housing projects with FHA-insured
mortgages, supported by section 8 assistance.

The incumbent of this position serves as an Underwriter in the local Preservation Office. The
incumbent is responsible for providing underwriting activities as well as providing advice and
support on real estate related issues.

Title and Series Determination: The duties and responsibilities of the subject position are
varied and different in all aspects as it relate to the Affordable Housing Preservation efforts. The
GS-1170 and GS-1171 were considered and eliminated because the work of this position is not
directly related to the acquisition or management of real property. The GS-1173 was considered
and eliminated because the work is not directly related to managing housing projects, billeting
facilities, and other living quarters. The appropriate series is the GS-1101 which includes all
classes of positions the duties of which are to administer, supervise, or perform any combination
of work characteristic of two or more series in this group where no one type of work is series
controlling. The GS-1101 standard does not prescribe titling for positions allocated to this series.
The titling of this position is in accordance with the introduction to the Position Classification
Standard. The title and series is: Underwriter, GS-1101.

Grade Level Determination: The‘GS-l 101 standard does not have grade level criteria so the
GS-1173 which is described in the nine factor format is utilized for grade level determination.

Factor 1- Knoewledge Required by the Position: This factor measures the nature and extent of
information or facts that the employee understand to do acceptable work (e.g., steps, procedures,
practices; rules, policies, theories, principles and concepts) and the nature and extent of the skills
necessary to apply that knowledge. At this level the position requires the incumbent to apply a
mastery of policies, principles and methodologies, functioning as technical expert doing work



that involve complex issues. The incumbent uses knowledge and skill to resolve conflicts in
policy and program objectives. LEVEL 1-8 is Assigned 1550 Points.

Factor 2- Supervisory Controls: This factor covers the nature and extent of direct or indirect
controls exercised by the supervisor or another individual over the work performed, the
employee’s responsibility and the review of the completed work. In this position, the supervisor
sets the overall objectives and resources available. The employee and supervisor, in consultation,
develop the deadlines, projects, and work to be done. The employee, having developed expertise
in the line of work, is responsible for planning and carrying out the assignment, resolving most of
the conflicts that arise, coordinating the work with others as necessary, and interpreting policy on
own initiative in terms of established objectives. In some assignments, the employee also
determines the approach to be taken and the methodology to be used. The employee keeps the
supervisor informed of progress and potentially controversial matters. Completed work is
reviewed only from an overall standpoint in terms of feasibility, compatibility with other work,
or effectiveness in meeting requirements or expected results. LEVEL 2-4 is Assigned 450

Points.

Factor 3- Guidelines: This factor covers the nature and extent of guidelines and the judgment
employees need to apply them. Administrative policies and precedents are applicable but are
stated in general terms. The employee uses initiative and resourcefulness in deviating from
traditional methods or researching trends and patterns to develop new methods, criteria, or
proposed new policies. LEVEL 3-4 is Assigned 450 Points.

Factor 4- Complexity: This factor covers the nature, number, variety, and intricacy of tasks,
steps, processes or methods in the work performed, what needs to be done, and the difficulty and
originality involved. For this position the assignments are diverse and cover a number of housing
programs or projects for which a variety of different advisory functions are required. Decisions
regarding what needs to be done include exercise of experienced judgment in adapting
conventional methods or techniques to resolve obscure or unique problems. LEVEL 4-5 is
Assigned 325 Points.

Factor 5- Scope and Effect: This factor covers the relationships between the nature of the work
and the effect of work products or services both within and outside the organization. The work
involves the development of management policies for the use and operation of agency housing
programs. The incumbent of this position serves as the principle expert on housing program
matters. LEVEL 5-5 is Assigned 325 Points.

Factors 6- Contacts: This factor include face-to-face and remote dialog. The level of this factor
consider and take into account what is necessary to make the initial contact and the difficulty of
communicating with those contacted. At this level the contacts include a variety of management
officials and representatives of public and private agencies. The assignments or objectives dictate
the frequency of personal contacts. LEVEL 6-3 is Assigned 60 Points.

Factor 7- Purpose of Contacts: The purpose of contacts range from factual exchanges of
information to situations involving significant or controversial issues and differing viewpoints or



objectives. This position requires the incumbent to advise on, interpret, coordinate and resolve
complex issues involving OAHP and HUD. LEVEL 7-3 is Assigned 120 Points.

Factor 8- Physical requirements: This factor covers any unusual duty involving physical
hardship or hazard. The work is primarily sedentary. LEVEL 8-1 is Assigned 5 Points.

Factor 9- Work Environment: This factor covers the work area. The work is pnmanly in an
office setting. LEVEL 9-1 is Assigned S Points.

TOTAL POINTS ASSIGNED: 3290- Which falls within the range of (3155-3600) and equates
to the GS-13 grade level.

FINAL CLASSIFICATION: Underwriter, GS-1101-13.

Full Performance Level is GS-14



