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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of the Regional Director
Education and Outreach Specialist, GS-9

Introducﬁon

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 combeats 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 may 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 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
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:

Prepare information relating to fair housing programs, objectives and functions for
dissemination to affected communities. '

Assist with providing technical assistance and training on fair housing issues.

Assemble information data to assist the Director in preparing to conduct special studies
of the public’s awareness of HUD’s fair housing enforcement function in the Region.

Gather and assemble pamphlets, fact sheets, and other fair housing materials for the
National Fair Housing Month for the Region and mandate the exhibits.

Confers with HUD’s Office of Public Affairs and other organizations, which have the
same or similar functions involving education and outreach to the public

Draft memoranda, briefing papers and other written materials pertaining the Office for
dissemination to the public.

-Respond to general inquiries from the public relating to fair housing issues.



Assist the Director in preparing for meetings with local officials, organizations, and
community groups for the purpose of finding way to reverse/eliminate patterns and
practices of fair housing complaints.

Assist in the preparation of background information and supporting documents for use in
the preparation of proposed guidance and materials. Participated in the development of
program and technical policies, procedures and standards relating to programs of the
office.

Factor 1- Knowledge Required by the Position:

Basic knowledge of the laws, regulations, procedures, and policies governing fair housing
programs and an operational knowledge of HUD programs and their relationship to '
FHEO.

Ability to assemble and analyze complex and non-complex facts and draw conclusions.

Skill in presenting oral findings and recdmmendations in order to resolve issues both
internally and externally.

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.

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

Skill in preparing written communications.

Factor 2 - Supervisory Controls:

The incumbent works under the general supervision of the Regional Director. The
Director assigns specific projects in terms of issues and sets deadlines for completing the
work. 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 determining the methods and techniques to use. Work is

reviewed in progress and upon completion by the Director for technical adequacy and
completeness, conformity to policy and feasibility of recommendations.

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. A variety of administrative regulations and
procedural guidelines are used to accomplish assignment. In some instances the
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employee must use judgment in researching the guidelines and determining the most
effective approach.

Factor 4 — Complexity:

The various assignments require gathering, reviewing and analyzing various data using
established analytical methods, principles, and procedures. Reviewing marketing and/or
education outreach materials for dissemination to the public.

Factor 5 — Scope 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 up to the Office Director level. The incumbent may be asked to participate

in meetings with principal staff advising them on education and outreach activities.

Contacts may al$o 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
long periods of time or occur impromptu. The duties are sometimes performed under
stringent time restraints.

Factor 9 — Work Environment:

P £, e Fretnl 1
& in safe and eomfortable work areas.



