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Management Analyst
GS-343-9 '

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 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 Office Director.

DUTIES AND RESPONSIBILITIES

Perform a variety of program administrative matters such as reviewing and evaluating
program activities, compiling budget information and other financial activities.

Assists in the interpretation and dissemination of information concerning policies,
regulations, and procedures governing administrative and management matters.

Provides assistance on analytical studies, reporting the impact of analyses and submitting
budget projections to the Director upon request.

Researches, gathers and compiles data, statistics, and other information for the office in
responding to inquiries from Program offices, Congressional committees, and other
Agencies or Government organizations.

Performs tasks related to word processing, including preparing, assembling, and
proofreading correspondence, reports, directives and manuscripts consistent with
established formats and guidelines.

Prepares graphs and charts that present clear concise, and effectlve analytlcal results of

”“"“"t:V&ruduOus and studies’ pcuOuucu

ey

Provides.information needed in the review of operations including maintaining records,
assembling data and providing background information on financial activities.



Participates in a wide spectrum of projects within the division.

Knowledge Required

Ability to apply analytical principals and techniques to assignments received.
Ability to gather, assemble and analyze facts and draw conclusions.

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

Skill in preparing written communications.

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.

Knowledge of management principles, analysis, evaluation, and administrative practices
and procedures to conduct studies.

Supervisory Controls

The incumbent works under the supervision of the Division Director. The supervisor
assigns specific projects in terms of issues and sets deadlines for completing the work.
Incumbent is expected to plan and carry out assignments independently, determining the
methods and techniques to use. A review of the results obtained and conformance to
policies and instructions is performed by the supervisor. Work is reviewed in progress
and upon completion for technical adequacy and completeness, conformity to policy and
feasibility of recommendations.

Guidelines

Guidelines include oral instructions, laws, decisions, rules and regulations governing the
operations of the work unit; overall HUD management policies; recognized techniques or
procedures and methods of analysis; standard administrative and program management
principles and practices. Guidelines are not always applicable to the work assignments
therefore the incumbent must use some judgment in interpreting guidelines and applying
. A ———
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““Assignments involve the analysis and evaliation of a variety of functions 4§ well as
gathering statistical information. Assignments are complicated by different and unrelated
subject matter data, methods and techniques. The incumbent is required to make



decisions concerning the applicability of data and apply a variety of fact-finding
techniques and analytical methods to recommend decisions on individual issues.

Scope and Effect

The work involves conducting studies, projects, analyzing, reviewing and evaluating a
variety of data, and participating in the establishment and implementation of policies
guidelines and procedures. Work may also involve identify problems, analyzing, and -
making recommendation for resolution.

Persdnal Contacts

Contacts are with persons within Headquarters and Field Offices, other Federal agencies,
organizations representing State and local governments, and members of the general

public.

Purpose of Contacts

Contacts are for the purpose of coordinating work plans, obtaining, providing or
clarifying information, and explaining regulations, procedures and requirements and
program implementation to assure a coordinated approach.

Physical Demands

The work is sedentary, however, some walking and standing, bending and carrying of
light materials is occasionally required.

Work Environment

The work is performed in an office setting.




