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PROGRAM ANALYST
GS-343-13

I. 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.

II. MAJOR DUTIES AND RESPONSIBILITIES

Participates in the performance evaluation review process, including assisting in coordinating the
Quality Management Review and Quality Assurance Review (QMR/QAR) processes.

The QMR is a broad management and operational review program that sets standards, assesses
performance, determines efficiencies and deficiencies, and makes changes and improvements
within FHEO's Field offices. The incumbent reviews ‘and evaluates performance and results of
field operations; provides on-site technical assistance, as needed; establishes quality management
controls for more effective program operations; identifies and develops corrective solutions for
each field office; identifies and shares exemplary management/operational practices throughout
the organization and assesses customer satisfaction. The incumbent prepares written reports after
each QMR. The incumbent prepares a summary report of all the findings, observations and
exemplary practices at the end of the fiscal year.

The incumbent conducts limited on-site QARs 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.

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

{

4

Creates, operates and maintains data analysis tools for reporting and monitoring activities.

Identifies and recommends development of new information systems to facilitate storage and.
retrieval of data to reduce the burden on the field and eliminate duplicative efforts of retrieving
such data.



Maintains performance records and monitors progress against compliance with FHEO objectives,
policies, and procedures including monitoring and the analysis of achievement of enforcement
goals and FHIP/FHAP activities.

Participates in the negotiation of performance goals with regional and field staff. Exercises
independent judgment in approving acceptable, levels of performance.

Makes recommendations of acceptable workload accomplishments in field offices based on .
knowledge of the operation of FHEO programs.

FACTOR 1: KNOWLEDGE REQUIRED BY THE POSITION

Extensive knowledge of Fair Housing and Equal Opportunity's mission and programs both in
Headquarters and in the Field.

Mastery knowledge of program/project analysis and evaluation to: conduct studies concurrently

or in sequence that identifies special FHEO program/project requirements and determines how to
correlate those requirements with the evaluative material they need for effectively directing their
operations.

Experienced judgment to apply in analyzing, evaluating, and determining on the basis of findings
the best way to solve significant problems or deal with very difficult situations which are not
treatable by acceptable methods.

Abilities and skills sufficient to influence top-level FHEO program or project management
officials to accept recommendations that insure efficiency, economy, and balance in the
development and execution of operating programs.

Skill in written and oral communication.

FACTOR 2: SUPERVISORY CONTROLS

Works under the general supervision of the immediate supervisor who consults with the
incumbent on such matters as developing the broad aspects of the assignments and long-term
milestones to be achieved. The incumbent is expected to plan and carry out most assignments
independently such as interpreting and/or establishing policy for analyzing and evaluating the
efficiency and effectiveness of FHEO program/project management efforts. Completed w:ork is
reviewed primarily in terms of the attainment of objectives and impact on funds and mission
policies. Broad program implications are generally called to the attention of the supervisor.

FACTOR 3: GUIDELINES

k)

‘procedures, practices, and other material goverming cognizarit FHEO programy/project = ,
development and execution phases and mission objectives often these guidelines lack specificity
to complex and difficult management situations, thus requiring the incumbent to exercise a high
degree of judgment and creativity in the selection, interpretation, and adaptation of these guides
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as a source of reference in analyzing the effectiveness and effectiveness and efficiency of FHEO
programs.

FACTOR 4: COMPLEXITY

The work requires providing a wide variety of services to many different people while operating
under various sets of guidelines. The work is further complicated by their interrelationships with
other FHEO programs/projects, vast expenditures of money and other resources, technological
changes and advancements, unpredictability of FHEO strategy priorities and political climate,
and other similar situations, problems and difficulties.

FACTOR 5: SCOPE AND EFFECT

The purpose of the work is to provide expert advice and guidance to FHEO management, and top
level management officials who participate in cognizant FHEO program/project development
and operations that assure information is available to manage an effective and efficient program.
The findings, interpretations and conclusions provided, through analyses extends from
Headquarters throughout FHEO components and effect dealings with State and local
governments, as well as private sector firms.

FACTOR 6: PERSONAL CONTACT

Personal contacts are with HUD and FHEO employees as well as employees of other agencies
and members of the general public.

FACTOR 7: PURPOSE OF CONTACTS

Contacts with top-level FHEO officials as well as Departmental officials are for providing
analytical advice and guidance concerning the feasibility of achieving management objectives,
concerning development and operational requirements, and use of resources needed to insure an
~ effective and economically managed FHEO program or project.

FACTOR 8: PHYSICAL DEMAND

The work is principally sedentary in HUD Headquarters although there are frequent errands in
the building occasionally, there are visits that may be necessary to review field operations.

FACTOR 9: WORK ENVIRONMENT

The work is performed in the typical office environment.
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