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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of the Regional Director
Education and Outreach Specialist, GS-12

Introduction

This position is located in the Office of Fair Housing and Equal Opportunity, Office of
the Regional Director. The incumbent serves as one of seven Education and Outreach
Specialist and performs a wide variety of assignments involving fair housing education
and outreach programs. The incumbent is involved with activities designed to increase
public awareness of prohibited housing discrimination and how HUD combats it. The
incumbent assist with coordinating Regional FHEO press activities for Fair Housing
Month, the dissemination of all fair housing materials for the Region, and assist the
Government Technical Representative with specialized outreach and education activities.

The Regional Director has basic knowledge of the Department’s programs related to the
education and outreach of civil rights and fair housing and equal opportunity programs
administered by the Office of Fair Housing and Equal Opportunity including those under
Title VII of the Civil Rights Act of 1968, as amended, Title VI of the Civil Rights Act of
1964, Section 109 of the Housing and Community Development Act of 1974, as
amended; Section 504 of the Rehabilitation act of 1973; the Americans with Disabilities
Act, the Age Discrimination Act and relevant Executive Orders and Regulations.

Duties and Responsibilities:

Plans and coordinates the dissemination of information relating fair housing programs,
objectives and functions, through educational outreach activities to affected communities.

Researches information and makes recommendations to Regional Director on education
and outreach topics to discuss with civil rights groups, community based organizations,
housing counseling organizations, and real estate professionals.

Assist in providing technical assistance and training on fair housing issues and serves as
alternate point of contact.

Gather factual information data to assist the Director with conducting special studies of
the public’s awareness of HUD’s fair housing enforcement function in the Region.
Prepares draft reports that detail the success/failure of education and outreach activities.

Confers with HUD’s Office of Public Affairs and other organizations, which have the

same or similar fanctions involving education and outreach to the public. Provides fair

- housing information orally or by written request.

Accompany Director to meetings with local officials, organizations, and community
groups in finding ways to reverse /eliminate patterns and practices that injure the



protected classes. Education and outreach activities can be planned as a result of
information gathered from theses meetings.

Assist in the preparation of events and activities for National Fair Housing Month for the
Region. Contacts public and private fair housing speakers and organizations to engage
their participation in Fair Housing Month activities.

Reviews, and interprets new HQ directives on education and outreach and makes
recommendations to Senior Outreach Specialist on how to adapt the directives to the
Region.

Drafts papers, reports, memoranda, briefing materials, and other written materials
pertaining to the work of the Office.

Factor 1- Knowledge Required by the Position:

Knowledge of the laws, regulations, and procedures that govern civil rights and equal
opportunity in housing. A working knowledge of the programs administered by FHEO in
order to identify, create, and implement education and outreach programs. Knowledge of
how the programs are administered and the level of responsibility and importance of each
level needed.

Basic knowledge of all housing; this includes public housing and housing for persons
with disabilities in order to identify the areas where more/or better education and
outreach is needed related to FHEO.

Knowledge of the principles, methods, practices and techniques of communication for the
purposes of community education and outreach regarding fair housing issues and use the
most appropriate means of transmitting the information.

Basic knowledge of marketing techniques. Assist with producing and-executing a
successful marketing campaign, disseminates educational materials in all media forms

(CDs, videos, written materials, etc).

Knowledge of the geographical area being served and ability to conduct research and
perform studies of these areas to develop education and outreach activities.

Skill in fact- finding, analysis, research, skill in identifying problems, solving problems,
and recommending solutions.

Skill in making oral presentation before large audiences of diverse backgrounds.

.. Factor 2 - Supervisory Contrals:

The incumbent serves under the general guidance of the Regional Director. The Director
sets the overall goals of the various plans or projects assigned to the incumbent. The




incumbent, with the supervisor, establishes the nature of the communication plans,
deadline for implementation and the various phases to be achieved.

The incumbent is responsible for independently carrying out assignments in conformance
with the broad range programs identified by the Headquarters Office of Education and
Outreach. Procedures followed to accomplish the assignments are reviewed for
accurateness, effectiveness, timeliness, and cost benefits. The incumbent resolves most
of the problems or conflicts that arise, consulting with the Director where policy has not
been established.

Completed work is reviewed by the Director for adherence to established policy and
meeting the expected goals of the project.

Factor 3 — Guidelines:

Guidelines include applicable laws, and Departmental policies relating to the release of
information to the general public, public and private industry groups, other government
entities, and community organizations. The incumbent drafts materials for the Regional
Director’s approval to be used by the Office of Public Affairs. The information is
communicated in all forms of media.

Factor 4 — Complexity:

Assignments require implementing specific marketing and/or education outreach
strategies in conveying information about programs to various communities and publics.
This includes identifying audiences and determining the most effective communication
strategies to use in reaching clients.

Factor 5 — Scopé and Effect:

The purpose of the work is to help stakeholders and affected specialized groups
understand fair housing programs, policies and functions of the Department, and to gain
their cooperation in adopting the Office’s recommended practices for decreasing fair
housing complaints.

Factor 6 — Personal Contacts:

The contacts include individuals within the Department and officials, managers, and
professionals within the Department up to the Office Director level. The incumbent may
be asked to participate in meetings with principal advising them on education and
outreach activities. '

-.Contacts may-also include individuals in other Federal, State, and local government .
agencies, grantees, advocacy groups, and individuals in the real estate industry.



Factor 7 — Purpose of Contacts:

The purpose is to promote education regarding housing discrimination and the legal
vehicles and authorities available to challenge and eliminate the discrimination.

The incumbent meets as needed with officials to discuss ways and plans to devise new
campaigns for promoting fair housing education.

Factor 8 — Physical Demand:

Work sometimes requires participation in meetings and planning sessions that can be for
101% periods of time or occur impromptu. The duties are sometimes performed under
stringent time restraints. Extended trave] may also be required.

Factor 9 — Work Environment:

Work is generally performed in offices, and in safe and comfortable work areas.




EDUCATION AND OUTREACH SPECIALIST FPL=12

GS-12 level

New York Salome Johannes
Philadelphia Vonzell Cummings
Atlanta Cathy Burton Thompson

Kansas Curtis Jackson and Kimberly Waites
Denver Norbert Montano
San Francisco Rosalind Yeater

Seattle Serena Dolly



