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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of the Regional Director
Education and Outreach Specialist Trainee, GS-7

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 Trainee 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 assists with the coordinating Regional FHEO activities for Fair Housing
month and the dissemination of all fair housing materials for the Region.

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 VIII 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 mended,;
Section 504 of the Rehabilitation act of 1973; the Americans with Disabilities Act, the
Age Discrimination Act and relevant Executive Orders in his/her geographical area.

Duties and Responsibilities:

Works with Equal Opportunity Specialists to become familiar with the fair housing
discrimination complaint process. Assists Equal Opportunity Specialists with performing
.compliance reviews, processing investigations and drafting final investigative reports.
Assist in assessing program effectiveness with program objectives. This knowledge
provides a basis for working with education and outreach.

Gather and assemble pamphlets, fact sheets, and other fair housing materials for the
National Fair Housing Month for the Region and mandate the booth. Also contact,
schedule, and arrange participants for various events.

Attends various fair housing activities along with the Director to provide support
disseminating written materials, CDs, videos, answering questions, and providing
whatever assistance is necessary.

Gathers and synthesizes information using information technology in order to assist the

Director with researching, analyzing, and 1dent1fy1ng problems with education and
outreach programs i in the Remrm _ : B

Assmt the D1rector w1th coordmatmg educatlon and outreach materlals for the Reglon s
website. ,
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Maintains a database of education and outreach contacts.

Factor 1- Knowledge Required by the Position:

General knowledge of the laws, regulations, and procedures that govern civil rights and
equal opportunity in housing.

Basic knowledge of FHEOs procedures for the intake/assessment of complaints.
Basic knowledge of investigative techniques and negotiating techniques.

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.

Basic knowledge of marketing techniques.

Ability to work with others on team projects on major initiatives.

Basic knowledge of the geographical area being served.

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

Skill in the use of computer systems and technology.

Factor 2 - Supervisory Controls:

The incumbent serves under the guidance of the Regional Director. The Director makes

- assignments by defining objectives, priorities, and deadlines; and assists the employee-

with unusual situations that do not have clear precedents. The incumbent plans and
carries out assigned tasks and handles problems and deviations in accordance with
instructions, policies, previous training, or accepted practices.

Completed work is usually evaluated for technical soundness, appropriateness, and
conformity to policy and requirements. The methods used in arriving at the end results
are not usually reviewed in detail.

Factor 3 — Guidelines:

el fa Kal v &L e & P Qi LiadNALAVGA AR Ay

- (Fuidelineg include apﬂ.licable. Federal and State and local laws and Dgpnﬁmpﬂm] policies

Liiavaaia

--relating to fair housing and equal opportunity and investigation and conciliation manuals..

These laws are available, but are not completely applicable to the work. The incumbent
must use sound judgment in interpreting and adapting education and outreach activities to
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each geographic area. New techniques and mediums will be utilized to address various |
audiences throughout the Region.

Factor 4 — Complexity:

The assignments involve varied duties relating to education and outreach, which require
the incumbent to use may different and unrelated processes and methods. Decisions
regarding what needs to be done include major areas of uncertainty in approach,
methodology, and interpretation.

Factor 5 — Scope and Effect:

Assignments are designed to provide an opportunity to participate in and observe senior
staff members in developing and implementing education and outreach information for
release to the public and to broaden and strengthen experiences in preparation for higher-
level duties and responsibilities.

Factor 6 — Personal Contacts:

The contacts include Equal Opportunity Specialists, Senior Outreach Specialist,
Managers, and professionals within the Department up to the Office Director level.

Factor 7 — Pum'ose of Contacts:

The purpose is to expose the trainee to all aspects of the fair housing discrimination
complaint process as well as provide training, development, planning and execution of
education and outreach activities.

Factor 8 — Physical Demand:

--The duties are sometimes performed under stringent time restraints.. Extended -

Factor 9 - Work Environment:

Work is generally performed in offices, and in safe and comfortable work areas.
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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of the Regional Director
Education and Outreach Specialist Trainee, GS-7

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 Trainee 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 assists with the coordinating Regional FHEO activities for Fair Housing
month and the dissemination of all fair housing materials for the Region.

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 VIII 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 mended,;
Section 504 of the Rehabilitation act of 1973; the Americans with Disabilities Act, the
Age Discrimination Act and relevant Executive Orders in his/her geographical area.

Duties and Responsibilities:

Works with Equal Opportunity Specialists to become familiar with the fair housing
discrimination complaint process. Assists Equal Opportunity Specialists with performing
.compliance reviews, processing investigations and drafting final investigative reports.
Assist in assessing program effectiveness with program objectives. This knowledge
provides a basis for working with education and outreach.

Gather and assemble pamphlets, fact sheets, and other fair housing materials for the
National Fair Housing Month for the Region and mandate the booth. Also contact,
schedule, and arrange participants for various events.

Attends various fair housing activities along with the Director to provide support
disseminating written materials, CDs, videos, answering questions, and providing
whatever assistance is necessary.

Gathers and synthesizes information using information technology in order to assist the

Director with researching, analyzing, and 1dent1fy1ng problems with education and
outreach programs i in the Remrm _ : B

Assmt the D1rector w1th coordmatmg educatlon and outreach materlals for the Reglon s
website. ,
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Maintains a database of education and outreach contacts.

Factor 1- Knowledge Required by the Position:

General knowledge of the laws, regulations, and procedures that govern civil rights and
equal opportunity in housing.

Basic knowledge of FHEOs procedures for the intake/assessment of complaints.
Basic knowledge of investigative techniques and negotiating techniques.

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.

Basic knowledge of marketing techniques.

Ability to work with others on team projects on major initiatives.

Basic knowledge of the geographical area being served.

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

Skill in the use of computer systems and technology.

Factor 2 - Supervisory Controls:

The incumbent serves under the guidance of the Regional Director. The Director makes

- assignments by defining objectives, priorities, and deadlines; and assists the employee-

with unusual situations that do not have clear precedents. The incumbent plans and
carries out assigned tasks and handles problems and deviations in accordance with
instructions, policies, previous training, or accepted practices.

Completed work is usually evaluated for technical soundness, appropriateness, and
conformity to policy and requirements. The methods used in arriving at the end results
are not usually reviewed in detail.

Factor 3 — Guidelines:

el fa Kal v &L e & P Qi LiadNALAVGA AR Ay

- (Fuidelineg include apﬂ.licable. Federal and State and local laws and Dgpnﬁmpﬂm] policies
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These laws are available, but are not completely applicable to the work. The incumbent
must use sound judgment in interpreting and adapting education and outreach activities to
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each geographic area. New techniques and mediums will be utilized to address various |
audiences throughout the Region.

Factor 4 — Complexity:

The assignments involve varied duties relating to education and outreach, which require
the incumbent to use may different and unrelated processes and methods. Decisions
regarding what needs to be done include major areas of uncertainty in approach,
methodology, and interpretation.

Factor 5 — Scope and Effect:

Assignments are designed to provide an opportunity to participate in and observe senior
staff members in developing and implementing education and outreach information for
release to the public and to broaden and strengthen experiences in preparation for higher-
level duties and responsibilities.

Factor 6 — Personal Contacts:

The contacts include Equal Opportunity Specialists, Senior Outreach Specialist,
Managers, and professionals within the Department up to the Office Director level.

Factor 7 — Pum'ose of Contacts:

The purpose is to expose the trainee to all aspects of the fair housing discrimination
complaint process as well as provide training, development, planning and execution of
education and outreach activities.

Factor 8 — Physical Demand:

--The duties are sometimes performed under stringent time restraints.. Extended -

Factor 9 - Work Environment:

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




