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PROGRAM ANALYST
GS-343-12

INTRODUCTION

This position is located in the Office of the Assistant Secretary for Fair Housing and
Equal Opportunity, General Deputy Assistant Secretary (GDAS), Office of Field
Oversight. The Office is the primary point of contact between the field and FHEO .
Headquarters. The Office is responsible for advising the Director on all matters relative
to implementation of FHEO Programs and activities in the Regional and Field Offices,
including coordinating Regional and Field requests and responses, analyzing performance
data, and providing input to assist in the evaluation of the performance of Regional
Directors. The Office is also responsible for communicating to the field FHEO policies
that are developed by the Headquarters program offices.

DUTIES

Evaluates and monitors field operating policies and procedures to ensure that they are
responsive to FHEO’s objectives. This includes the conduct of studies, research, and
analysis of reports relative to the impact and effective implementation of FHEO programs
in the Field.

The incumbent conducts limited on-site reviews of FHEO field offices. The incumbent

- determines the effectiveness of field operations; reviews and evaluates performance. The
incumbent performs case reviews and conducts interviews with the FHEO staff, other
program Directors, customers and clients. The incumbent prepares written reports after
each QAR for the Assistant Secretary, General Deputy Assistant Secretary and the
Deputy Assistant Secretaries.

Maintains performance records and monitors progress against compliance wit FHEO
objectives, policies and procedures.

Participates in the performance evaluation review process, including the QAR
Coordination process, reviewing recommendations for adequacy and follow-up action.

Makes recommendations of acceptable workload accomplishments in field offices based
on knowledge of the operation of FHEO programs and activities, including coordination
of communication. )

Collects and analyzes data to respond to complaints agéinst Field Office employees.
Drafts responses to general and Congressional inquiries with minimal guidance from the

-.Director,

Analyzes IT rreports‘ ahd supblemenfél ‘.inforrriat.i-dnﬁ prov1ded by the Fleldto dr‘avliftw |
summary reports for submission to FHEO Managers.




Participates in the operation and maintenance of data analysis tools for reporting and
monitoring activities including identification and development of information systems to
facilitate storage and retrieval of data to reduce field office burden.

Provides technical assistance to the Regional and Field Offices relating to policy
decisions, policy interpretations, new procedures and priorities.

Attends meetings and conferences on field related issues.
Performs other duties and special projects as assigned.

. FACTOR 1 - KNOWLEDGE REQUIRED

Knowledge of FHEO programs and the operation of FHEO programs at the Regional and
field office level.

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

Skill in applying analytical and evaluative methods and techniQues.

Ability to understand and solve or recommend solations to practical problems of
* management.

Skill in fact-finding, analysis, formulating and presenting recommendations, and
_negotiating resolutions of complex issues.

Ability to communicate effectively, orally and in writing, with audiences inside and
outside the federal government.

FACTOR 2 - SUPERVISION

Works under the general supervision of the Director. Work assignments are outlined in
terms of objectives sought. Incumbent is expected to work independently with minimal
technical supervision. The incumbent’s professional judgment is relied upon to the
extent that his/her recommendations are normally followed. Completed work is reviewed
for achievement of objectives and compliance with general instructions. Results are
expected to be technically correct.

FACTOR 3 — GUIDELINES

-uide ines ;pclude “JD regl.lﬂf'oqs and pnhcAes, FHEO pohc uman"al Qtﬂff Bul‘etms

and directives, as well as applicable handbooks and instruction material, ADP system
documentation, and established office procedures. :



FACTOR 4 - COMPLEXITY

The work of this position requires the incumbent to provide a wide variety of services to
different people while operating under various sets of guidelines. Accomplishment of
duties requires departing from past approaches, while attempting to devise new ways of
addressing situations.

FACTOR 5 — SCOPE AND EFFECT

The work of the position results in improvements in the overall implementation of FHEO
programs in the field. This may involve developing long-range program plans, goals,
objectives and milestones. The incumbent evaluates the effectiveness of field programs
conducted throughout FHEO.

FACTOR 6 —- PERSONAL CONTACTS

Personal contacts are with HUD and FHEO employees. On occasion, contacts with
employees of other agencies and members of the general public may be necessary.

FACTOR 7 — PURPOSE OF CONTACTS

The purpose of contacts is to insure increased activity efficiency and effectiveness. The

incumbent negotiates performance goals for acceptable levels of performance for each

- Hub. Additionally, the incumbent presents findings of evaluations and recommends

solutions to existing problems.

FACTOR 8 - PHYSICAL DEMANDS

The work requires participation in meetings within HUD Headquarters and the Field
Offices. Occasionally, site visits may be required to review field operations.

FACTOR 9 —- WORK ENVIRONMENT

Work is generally performed in safe and comfortable work conditions.

P



