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OFFICE OF AFFORDABLE HOUSING PRESERVATION

TITLE: Closing Technical Manager, GS-1101-15

LOCATION: Portfolio Management Office, Office of Affordable Housing Preservation, A/S for
Housing, Washington, DC

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.

Under the supervision of the Director, Portfolio Management Office, the incumbent serves as the
Closing Technical Manager for OAHP Headquarters in Washington, DC.

DUTIES AND RESPONSIBILITIES:

Directs and oversees the OAHP Headquarters closing activities associated with the most

complex, problematic restructurings.

Assists PAEs and their attorneys in planning the closing process, by reviewing their procedures,
and by addressing any OAHP program issues (which often are novel issues without precedent).

Serves as the contact point for the processing of debt forgiveness, assignment, or modification
requests from Qualified Non-Profit purchasers of OAHP restructured properties. As such, is the
focal point for ensuring that the correct documents are received, executed, and recorded, and that

entries are made to HUD’s books and records to reflect the “debt relief”” transaction.
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Oversees the processing and approval of the Partial Payment of Claim package, and authorizes
the payment of the claim to the existing lender, on the most complex, problematic restructurings.

Develops and leads training on the closing process.

Develops policies and procedures relating to the closing process; identifies opportunities for

improvement and recommends guidance to maximize efficiency.

Stays abreast of HUD and OAHP policies, housing industry, tax, financing, and real estate

policies.

Factor 1 -Knowledge Required by the Positon ‘

1

Expert knoWledgc of real estate finance including mortgage documents, deeds of trust, security

agreements, cash flow participation features, and subordinate liens.

Mastery of knowledge of credit underwriting, real estate management, and sale processes

particularly as it relates multifamily properties.

Expert knowledge of closing practices for FHA loans, and closings with multiple funding sources
in addition to FHA-insured loans.

Ability to use sound judgment in decision-making.

Ability to plan, direct, implement, and oversee a process with multiple parties and tight timelines .

for action.

Factor 2 - Supervisory Controls

Works under the administrative supervision of the Director, Portfolio Management Office, with a
minimum of direction and review. Final work products are reviewed in terms of accomplishing

the agency’s goals and objectives.

Factor 3 - Guidelines

Guidelines include HUD, OAHP, Section 8, FHA Mortgage insurance, Mortgage banking,
Regulations, and statutes, some of which allow flexibility and must be modified to achieve the

OAHP goals.
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Factor 4 - Complexity

The incumbent performs highly complex assignmenés and long-range projects independently.
Issues dealt with are sensitive, confidential, and extremely complicated. Assignments require

extensive coordination and highly technical advisory work.

Factor S - Scope and Effect

Projects or assignments performed have a critical effect on the nationwide operations and success
of OAHP. Failure to effectively perform the various duties and responsibilities of the position
could result in substantial financial loss to OAHP and HUD.

Factor 6 - Personal Contacts

Personal contacts are with supervisors and staff with closing responsibilities in all OAHP
production offices, HUD Multifamily Claims/ Note Servicing/ and Insurance Operations (and
their contractors), and all parties to the restructuring, including PAE, PAE Attorney, Existing
Lender, Existing Servicer, New Lender, New Lender Attorney, New Servicer, Owner, Owner
Attorney, Closing Escrow Agent, Property Manager, and Title Company. In addition, personal
contacts are with OAHP and other HUD Housing senior management who have control over

policies and procedures.

Factor 7 - Purpose of Contacts

Contacts are generally to advise on, interpret, coordinate, or resolve complex issues relative to

closing OAHP restructurings.

Factor 8 - Physical Demands

No unusual physical demands are required for this position.
Factor 9 - Work Environment

Work is performed in a typical office setting.
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POSITION CLASSIFICATION
EVALUATION STATEMENT

Position Title, Series and Grade: Closing Technical Manager, GS-1101-15

Organizational Location: Department of Housing and Urban Development
Office of Affordable Housing Preservation
Portfolio Management Office, Washington, DC

Reference: General Business and Industry Series, GS-1101 (Series
Definition)
OPM PCS Housing Management Series, GS-1173, dated
August 2002

Background:

The Office of Affordable Housing Preservation (OAHP) is responsible for the preservation of the
nationwide affordable housing program at the Department of HUD. OAHP has the task of
ensuring compliance with Federal laws, statutes, rules and legislation for preserving affordable
housing which is insured, supported, or assisted by HUD and other Federal agencies. The efforts
of OAHP is realized in the preservation of housing through oversight, monitoring and evaluation
of the processes and procedures carried out by third ‘parties, such as Participating Administrative
Entities (PAEs), which are assigned the responsibilities for evaluating affordable housing in
order to propose plans for long term preservation. The effort for preservation will include
development and execution of restructuring agreements for affordable housing projects with
FHA-insured mortgages that are supported by Section 8.

The overall program responsibility of this office directly affects the amount of affordable low-
income housing nationwide.

Title and Series Determination:

The incumbent serves as a Closing Technical Manager in the Portfolio Management Office and
reports to the Director, Portfolio Management Office. Incumbent directs and oversees the OAHP
Headquarters closing activities associated with the most complex, problematic restructurings.
He/She assists PAEs and their attorneys in planning the closing process by reviewing procedures
and program issues. The incumbent plans, manages, and performs oversight activities of OAHPs
actions pertaining to all closing functions involving PAEs. The incumbent is responsible for
providing nationwide “expert-level” PAE policy and guidance for closing issues and activities.

The General Business and Industry Series, GS-1101, includes all classes of positions the duties
of which are to administer, supervise, or perform (1) any combination of work characteristic of
two or more series in this group where no one type of work is series controlling and where the
combination is not specifically included in another series; or (2) other work properly classified in
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this group for which no other series has been provided. This position meets the criteria of the
GS-1101 series and therefore, this is the appropriate series for classifying this position.

No titles are specified for positions in this series. The title, which denotes an immediate
understanding and identification of the job and the series, is Closing Technical Manager, GS-

1101.

Grade Determination:

The GS-1101 series does not provide grade level criteria. When a series has no qualification
criteria, the position is to be classified by an analogy to another related series. This position is
therefore cross-referenced to the PCS Housing Management Series, GS-1173. The grade level of
this position is evaluated by application of the nine factors in the standard.

Factor 1. Knowledge Required by the Position Level 1-9, 1850 pts.

Factor Level 1-8 describes a level of mastery and expert knowledge of Federal, State, and
regional policies, concepts, regulations, and laws to provide expert advisory services to
management, technical and supervisory staff. At this level, the work requires expert knowledge
and skill in the identification and application of the latest management concepts and techniques
to develop and appraise policies and procedures, research and analyze management concepts,
develop management criteria, and prepare advisory materials.

In addition to the knowledge required at Level 1-8, the incumbent applies mastery of pertinent
research and analytical methodology; applies new hypothesis and theories; an understanding of
how the OAHP program is administered and regulated to personally perform, oversee, and
coordinate in order to develop new material for use OAHP-wide to supplement existing OAHP
guidelines. Incumbent is the technical expert in the field of the closing process for PAEs.
He/She provides expert advice and guidance to the OAHP portfolio management staff in
applying policy related to PAE’s in OAHP’s closing procedures. Incumbent provides expert
guidance in interpreting legal contracts, applying their terms and conditions to actual situations,
and in understanding the restructuring process phases.

Since the knowledge required exceeds the highest level described in the Housing Management
Series, GS-1173, the Primary Standard was referenced for evaluation of this factor.

The knowledge required is comparable to Level 1-9, which requires mastery of a professional
field to generate and develop new hypotheses and theories; or equivalent knowledge and skill.

The knowledge required exceeds Level 1-8, which does not include generating and applying new
hypotheses and concepts as is required in incumbent’s position.

Factor 2. Supervisory Controls Level 2-5, 650 pts.

The incumbent works under the general guidance of the Director, Portfolio Management Office
who assigns work in terms of broad objectives and program goals. Specific assignments are
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generated out of policy and procedure application and program goals. The incumbent plans and
carries out assignments independently, designing approaches, setting priorities, and executing a
work schedule, which ensures that planning, and coordination efforts are completed in a timely
manner. As an expert in the field, the work is generally considered technically authoritative and
is not subjected to substantive review by the supervisor. Work products may be examined for

compliance with broad agency policy.

The level of responsibility compares favorably to Level 2-5, where the employee is a recognized
technical authority in the management of PAE restructuring programs. The level of
responsibility exceeds Level 2-4, where the supervisor sets the objectives and establishes the
resources available and in consultation with the employee, they develop deadlines, intended
objectives and the work to be accomplished.

Factor 3. Guidelines Level 3-5, 650 pts.

Basic guidelines include a myriad of broad and complex policy directives and regulations from
OAHP, manuals, internal guidelines and directives, and accepted principles and practices. The
incumbent is also guided by recent policy changes and Congressional mandates in the Voucher 8
assistance program. The incumbent is a recognized authority in the application of policy,
guidelines, methods, and procedures that serve as precedents for staff and other agencies.

This factor compares favorably to Level 3-5, where guidelines consist of available policies,
regulations, laws, ordinances, and legislative proposals. Although some guides are available,
incumbent must exercise judgment in interpreting and adapting policies or regulations and is
recognized as a technical authority. The guidelines exceed Level 3-4 where guides are available
but require an incumbent to select, adapt, and apply the applicable policy and principles where
necessary in the coordination of work products.

Factor 4. Complexity ' Level 4-5, 325 pts.

Incumbent prepares, issues, and implements policy guidance on a broad range of OAHP’s
operations. He/She must choose the analytical techniques, methods and procedures to analyze,
revise, and formulate decisions that meet OAHP program goals and objectives. Often,
incumbent identifies matters that are hindering completion of work, performs research and finds
acceptable solutions. In this respect, incumbent has to draft policy, procedure, or position papers
to support a recommendation, interact with OAHP and other staff, contractors and stakeholders
to refine the recommendation and get approval before implementing a solution. Incumbent is
required to exercise considerable judgment in selecting, interpreting and applying guidelines
while making sure that the laws, rules and regulations that apply to closing are analyzed,
coordinated, and accurately applied.

The level of complexity is comparable to Level 4-5, where the work includes the identification of
problems that require analysis and evaluation of factors as costs, services, timetables, area
ordinances and various other general business activities. Work requires identification of the
latest techniques, procedures, and concepts to develop program policies and procedures.
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Factor 5. Scope and Effect . Level 5-5, 325 pts.

The work involves developing criteria, procedures, instructions, and furnishing advisory,
planning and review services on a wide range of projects pertaining to participation as PAEs in
OAHP’s restructuring program. All federal, state and local entities are extremely interested in
PAE participation because problems in this area can affect the economic interests of many
people. As a result, a policy and procedural decision made by the incumbent will have national
scope and effect and is highly visible. Work involves interpreting and adapting policies, high-
level directives, or new or revised methods that influence directly the PAE closing process. Such
scope and effect affects the affordable housing industry nation-wide, and the amount of mortgage
insurance provided by the Federal Government. The impact of the work affects OAHP’s
programs, policies, practices, operations, and the affordable housing industry.

The work described is comparable to Level 5-5 in that at this level, the purpose of the work is to
develop program policies, resolve critical problems related to policy application, and coordinate
major program functions.

The work exceeds Level 5-4 where the purpose of the work is to provide expertise as a specialist
in techniques and methodology by giving advisory services to other agency organizations on
specific problems, projects, programs, and functions.

Factor 6. Personal Contacts ) Level 6-4, 110 pts.

Contacts include supervisors and high-level managers with closing responsibilities in all OAHP
production offices, the PAEs and their attorneys, all parties of the private sector companies, state
and local employees of HFAs, representatives from interest groups, federal, state, and local
regulatory officials, owners, lenders, and the public. Incumbent exercises tact, diplomacy,
judgment, and technical expertise in meeting and dealing in unstructured settings to gain
confidence and resolve disagreements.

Level 6-4 describes contacts with high-ranking officials from outside the agency. Coﬁtacts are
usually in highly unstructured settings.

The Level 6-3 is exceeded since contacts at this level are described as agency contacts,
management officials and representatives of public, private, and other agencies. Contacts are at
the employee’s workplace or other locations available to persons contacted.

Factor 7. Purpose of Contacts Level 7-4, 220 pts.

Contacts are to resolve policy issues and problems, persuade others, defend, explain, influence,
motivate, or justify OAHP policies, practices, or procedures regarding PAEs in OAHP’s
restructuring program. Persons contacted may be fearful, skeptical, or uncooperative. Incumbent
therefore must be skillful in approaching the individual or group in order to gain desired results.
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This purpose of contacts meets Level 7-4 where the purpose is described as above. The purpose
exceed Level 7-3 because at the 7-3 level, the purpose is to influence or persuade agency
officials, local groups, etc., to accept plans, schedules, policy and methods that may be a conflict
with the already established work.

Factor 8. Physical Demands Level 8-1, 5 pts.

The physical demands described are a direct match.

Factor 9. Work Environment Level 9-1, 5 pts.

The work environment described is a direct match.

Total Points = 4140

Final Determination:

A total of 4140 points falls in the range of 4055 points — up for conversion to GS-15. This
position is correctly classified as Closing Technical Manager, GS-1101-15.
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