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Management Analyst
GS-343-12

INTRODUCTION

This position is located in the Office of Management, Planning and Budget, Deputy
Assistant Secretary for Operations and Management, Office of Fair Housing and Equal
Opportunity (FHEO). The Office of Management, Planning, and Budget is responsible for
providing and coordinating the management planning and budgeting functions. The
Office services the program component of FHEO both in Headquarters and the Field
through development and implementation of program management systems and FHEO
Management Plan; budget preparation and execution; and coordination and
implementation of the Government Performance Results Act (GPRA), which includes
Strategic Plan, Annual Performance Plan and Performance and Accountability Report.
Serves as liaison to the General Accounting Office (GAO) and the Office of Inspector
General (OIG) to coordinate actions related to internal program audits and investigations
and material weaknesses.

The incumbent of this position is a Management Analyst and is under the general
supervision of the Director of this division.

DUTIES AND RESPONSIBILITIES

Plans, schedules and conduct analytical studies to evaluate the effectiveness and
efficiency in the development of Headquarters and Field Management plans, management
controls, vulnerability and front-end risk assessments, impact analyses and budget reports
and projections to the Director upon request.

Compiles data, statistics, and other information for the office in responding to inquiries
from Program offices, Congressional committees, and other Agencies or Government
organizations on administrative support services.

Develops, implements and analyzes program performance indicators for monitoring the
effectiveness of resource utilization.

Plans, develops and coordinates FHEO Strategic Plans, Annual Performance Plans -
(APP), Performance and Accountability Report (PAR) and the Management Plan for
Headquarters and Field Offices to meet the Government Performance Results Act
(GPRA) requirements.

~~Conducts evaluations of fieid and headquarters performance in order to determine their

fevel of achieverment of statéd APP and Managemient Plan goals. Prepare reports and
make recommendations to remedy identified deficiencies and provide technical assistance
to improve performance. -



“rinvestigations.

Coordinates with other program areas to develop and present cross cutting performance
measures as presented in FHEO budget submission. Develops FHEO’s Management
Plan to ensure inclusion of overall priorities, goals and objectives as well as conducts
performance reviews and adjustments of national performance goals.

Coordinates with senior staff specialist on all internal and external GAO and OIG audits
‘and investigates and tracks the progress of OIG hotline complaints. ;

Develops and provides guidance materials for Field Office staff on developing
Management Plan goals and reporting performance measures to Headquarters for review.
Work with senior level officials to ensure that the performance plan planning process is
effectively carried out prior to implementation of the Departmental Performance Plans.

Update performance indicator data on a quarterly basis in HIPRS for the FHEO
performance goals and objectives.

Participates on task groups, committees and working groups dealing with Departmental
performance plans.

Track, coordinate and feport on audit findings resulting from OIG and GAO audits as
well as coordinating all activity associated with resolving material weaknesses and other
management deficiencies.

Conduct special cost benefits analysis, studies, reports surveys, inquiries and evaluations
of FHEO internal control activities identifying deficiencies and recommending corrective

actions.

Coordinates and participates in a wide spectrum of projects within the Office of
Management, Planning and Budget.

Knowledge Required

Thorough knowledge of qualitative and quantitative techniques for analyzing and
measuring the effectiveness and efficiency of office goals and objectives.

Knowledge of the major issues, program goals and objectives, work processes, and
administrative operations of the office.

Skill in organizing, preparing, and delivering project papers, reports, and briefings to

managers regarding findings and recommendations from studies performed and/or ‘

pRrd

Knowledge of established management principles, pertinent to administrative regulations
in applying fact finding and work measurement techniques to conduct studies and
evaluations.



(s

Knowledge of FHEO policies, rules, regulations, activities and functions in order to

conduct analyses of management operations, processes or systems.

Ability to analyze and evaluate findings from studies pertaining to the utilization of
budget and resource staff and recommend alternative methods of accomplishing the goals
and objectives in headquarters and the field.

Highly developed sk111 in fact-finding; identifying, defmmg and analyzing facts; and
drawing sound conclusions based on the facts.

Supervisory Controls

The employee works under the supervision of the Division Director. The supervisor and
the employee identify the work to be done, the scope of the work, and the completion
date. The employee is responsible for planning and organizing the study, coordinating
with management and conducting all phases of the project. Incumbent is given full’
latitude to utilize own initiative and judgment in organizing, selecting and carrying out
day-to-day assignment. On new assignments, receives instructions as to policy, objective
and required procedures, has full latitude to develop own methods.

Completed evaluations, reports, and recommendations are reviewed by the supervisor and
other staff members to ensure compatibility with office goals, guidelines, and
effectiveness in achieving intended objectives.

Guidelines

Guidelines consist of general administrative policies and management and organizational
theories such as rules, regulations, and procedures governing performance management
and management plan goals. These guidelines only provide a general outline therefore
the incumbent must use judgment in interpreting the guidelines and applyingto
applicable situation. This may involve redefining or developing more specific guidelines
or instructions to meet the needs of FHEO management. In some instances the employee
must use established precedent studies for comparison to accomplish the assigned project.

Complexity

-The work requires planning, organizing, and conducting studies which could be

complicated by conflicting goals and objectives as a result of changes in policy or

procedures In some instances, work could be complicated by the need to develop data

“about workioad ‘and program accompnsnmems “WHICH 18" CUI'ICIIUV unavailabie. The™

ginployee miist"deveiop criterid to identify and fiieasure programi ‘acé¢ompliishiments and
methods to improve the effectiveness of management or operational deficiencies and
develop recommendations to alleviate such deficiencies. This involves conducting
studies in headquarters and the field of current operational procedures. The incumbent is
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required to make decisions concerning the applicability of data and apply a variety of fact
finding techniques and analytical methods to recommend decisions on administrative

analyses.

Scope and Effect

The work involves establishing criteria to measure and/or predict the attainment of
program or organizational goals and objectives, which include developing administrative
procedures such as those governing the performance and management plan. Conduct
evaluations of headquarters and field performances to determine the level of achievement
of annual performance plans and management plan goals. The work performed
contributes to the improvement of effectiveness and efficiency in program operations
within the organization. _ W

Personal Contacts
Contacts are with persons outside the Department, which may include contractors,state

and local employees, and managers from other agencies as well as with high level
personnel] and managers from offices throughout Headquarters, and the Field. .

Purpose of Contacts

The purpose of the contacts is to persuade agency heads, managers, or other officials to
accept and implement findings and recommendations as a result of the
studies/investigations performed regarding performance management and resolve
controversial issues.

Physical Demands

The Work is sedentary in nature but does require walking, bending, stooping and lifting
light objects.

Work Environment

The work is performed in an office setting.

e




