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Office of Programs
Fair Housing Initiatives Program Division
Program Analyst
GS-343-13

INTRODUCTION

This position is located in the Fair Housing Initiatives Program D1v151on (FHIP)
Office of Programs.

The Fair Housing Initiative Program statute (Sec. 561 of the 1987 Housing and
Community Development Act, as amended in 1992) authorizes the Secretary to make
funds available through grant agreements or by contract in support of activities that
assure compliance with the Fair Housing Act (FHAct) and substantially equivalent State
or local fair housing laws. Therefore, the mission of the Fair Housing Initiatives Program
Division is to administer and manage the FHIP grant agreements and contracts according
to Office of Management Circulars, (OMB) Circulars A-110, “Uniform Administrative
Requirements for Grants and Agreements with Institutions of High Education, Hospitals,
and other Non-Profit Organization; A-122; (24 CFR Part 85) “Cost Principles for Non-
Profit Organizations (24 CR part 84); A-123, “Management Accountability and Control;
and A-133, “Audits of States, Local Governments, and Non-Profit Organizations; and
Department Grants Policies.

DUITIES AND RESPONSIBILITES

¢ Recommends, develops and revises formulas for allocation of resources for the
FHIP, as well as descriptions of program components, criteria for e11g1b111ty,
notices of fund availability and apphcatlon kits for funding.

e Develops procedures for review and evaluation of proposals for funding under the
- FHIP and provides guidance with respect to needed clarifications and
modifications.

¢ Develops funding agreements relating to approved proposals under FHIP.

e Writes substantive, interpretive and procedural regulatlons handbooks and formal
guidance for admmlstratlon of the FHIP.

e Maintains liaison with and proVides technical assistance to National; State and
Local fair housing organizations, the housing industry, groups in the brokerage

...service, mortgage lending institutions, advertising organizations and.other public..... ...

..and private groups involved in the provision of equal housing opnortunity.

e Provides technical assistance to National, State and Local puBlic and private
groups in the implementation of fair housing programs funded under the FHIP.



o Assists in the implémentation of E.O. 12259 to affirmatively further fair housing.

e Reviews solicited and unsolicited proposals from public and private organizations
for HUD of projects and activities related to fair housing enforcement under the
FHIP, and making recommendations for modification, approval or rejection.

e Provides technical assistance to HUD Headquarters and field staff in monitoring
the implementation of awards to public and private groups funded to carry out fair
housing activities under the FHIP.

e Cooperates with the department of Justice and other Federal agencies in the
interchange of information and in the conduct of joint reviews of agreements,
products of work or other documents to which both agencies are parties or have a
substantial interest.

e Reviews Departmental and other Federal agency evaluation reports for
information concerning the propriety and effectiveness of fair housing programs
funded under the FHIP.

e Participates in drafting, preparing formal comments, or otherwise making
recommendation with respect to proposed legislation affecting the FHIP, HUD
policy options and policies proposed by other agencies relating to activities
authorized by the FHIP.

KNOWLEDGE REQUIRED

Broad knowledge of the concepts and principles of the field of fair housing and equal
opportunity necessary to execute a comprehensive fair housing enforcement program that
provides leadership to national, state and local public and private agencies and

organizations, and provides financial assistance program requirements to carry out most

duties related to solicitation of proposals and funding of projects under Federal financial
assistance programs.

- Thorough knowledge of operations of federal financial assistance programs in
order to develop notices of fund availability, application kits, and other
solicitation material; review and approve competitive funding proposals;
negotiate funding agreement; develop general and specific provisions of
award instruments; and implement monitoring procedures in accordance with
contract requirements and OMB circulars.

g

o Expert knowledge of Denartmental regulations and issnances requirements

~ and procedures in order to draft, clear and publish regulations and notices in
an expeditious fashion. ' ~



- Broad knowledge of laws, regulations, procedures and policies governing fair
housing, including relevant judicial.

- Broad and in-depth knowledge of the procedures employed by public and
private organizations and agencies to implement fair housing programs.

- Detailed knowledge of established r)ractices and procedures for implementing,
‘ testing, and auditing programs. '

- Thorough knowledge of education and outreach programs to inform the public
of its rights and responsibilities under fair housing laws.

- Highly developed skill in applying a brad range of program management
techniques, including program development, program evaluation, policy
analysis, organization of people and resources under the control of others, and
negotiating agreements with other agencies and organizations.

- Highly developed skill in oral and written communication.

SUPERVISORY CONTROLS

The Division Director makes assignments in broadly stated terms, establishes
target dates for completion, and provides administrative direction. The incumbent
independently plan designs, and executes his/her assignments as part of a nationwide
comprehensive fair housing program that includes authorities and responsibilities under
Federal, State and local laws, and includes participation of governmental and private
groups. Consults with the supervisor on major problems or on matters of major impact.

Completed' work is reviewed on completion in terms of fulfillment of program
objectives within established target dates and in terms of feasibility of recommendations.
Day-to-day work is not generally reviewed.

GUIDELINES

Guidelines include a broad range of applicable laws, regulations, handbooks,
policy statements, precedent court decisions and funding agreements. Guidelines are
very general and require interpretation in their application to specific situations. The
incumbent must use ingenuity and judgment in executing assignments within broad
guidelines to maximize governmental implementation of a comprehensive fair housing-

~ program, and in applying these general guidelines in the law and agency regulation
procedures to a w1de varrety of operatmg problems :

Programmatic assignments involve continuing advisory and consultative
services to key officials of HUD and other Federal agencies; state and local fair



housing enforcement agencies; and national, state and local private fair housing
groups, as well as to various segments of the housing industry.

Programmatic assignments involve in-depth analysis of fair housing
enforcement efforts at all levels of government and intensive problem identification/
solution activities.

SCOPE AND EFFECT

The purpose of the work is to contribute to a comprehensive national effort to
maximize all program and resources that can be directed toward ending
discrimination in housing.

Work results in improved implementation of fair housing programs of
Federal, state and local governmental agencies and private organizations. These
actions materially affect the opportunity of all citizens to secure housing on a
nondiscriminatory basis. '

PERSONAL CONTACTS

Personal contacts are with managers, supervisors, and key officials throughout the
Federal government, State and local fair housing enforcement agencies, civil rights and
fair housing organizations throughout the country, Title VIII attorneys, and
representatives of the housing industry, advertising organizations, and private community
and civic groups.

PURPOSE OF CONTACTS

The purpose of contacts is to identify major fair housing problem areas, develop
possible solutions, provide information on Federal programs for fair housing, advise and
consult on policies, practices-and proposals affecting fair housing, and negotiate and
implement Federally funded projects to utilize personnel of all agencies and
organizations to provide fair housing. ‘

PHYSICAL DEMANDS

Work requires producing a sustained volume of well written and highly technical
correspondence, regulations, and official policy statements. Work frequently requires
participation in meetings and negotiation sessions for long periods of time. Duties are
frequently performed under stringent time constraints.
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WORK ENVIRONMENT

Work is generally performed in offices with safe and comfortable work areas.




