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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of Policy and Legislative Initiatives
Program Analyst, GS-343-13

INTRODUCTION

This position is located in the Office of Fair Housing and Equal Opportunity,
Office of the Deputy Assistant Secretary for Policy and Legislative Initiatives,
Office of Policy and Legislative Initiatives. The Office formulates and clears
FHEO policy and oversees the consistent and accurate communication of all fair
housing policy within the Department, to Congress, to other Executive Branch
offices and agencies and to the public. The Office formulates FHEO policy,
coordinates the development of fair housing regulations, notices and other
policy instruments, reviews and comments on all such measures originating
from other offices for fair housing implications, and prepares policy statements
for dissemination to the Congress, the press, public agencies and the general

public.

The incumbent serves as a Program Analyst and is responsible for assessing the
impact of current and proposed FHEO policies and programs, coordinating the
activities of other federal departments and agencies with respect to
enforcement and compliance issues including the responsibility to affirmatively
further fair housing as per Section 808(d) of the Fair Housing Act and Executive
Order 12259. The incumbent is also responsible for carrying out various
voluntary compliance initiatives with housing industry organizations.

DUTIES AND RESPONSIBILITIES:

Assists in coordinating the activities of other federal departments and agencies
on enforcement and compliance issues including the responsibility to

___affirmatively further fair housing as per Section 808(d) of the Fair Housing Act. . ... .. .

nand. Executive. Order. 12250 -

Identifies federal agencies that administer laws, activities or programs that may
promote, or may benefit from, HUD’s fair housing mission (i.e., the



*-,,,,»Pew@ws and an a!yzes pronosnfi legislation; task an reports,

Departments of Justice, Treasury, Education); negotiates agreements or other
instruments that promote fair housing or other equal opportunity goals;

Assists in identifying innovative opportunities to promote compliance with fair
housing requirements in HUD programs; negotiates protocols, systems, other
instruments that promote fair housing goals;

Works with stakeholders to achieve greater fair housing compliance in their
respective industries; and develops initiatives that further mission.

Provides technical assistance to the public (especially builders, architects,

~ developers, engineers) on the Fair Housing Act accessibility requirements and
provides regular technical assistance on the Fair Housing Act accessibility
requirements to tax-credit developers;

Develops civil rights enforcement and compliance policies and implementing
regulations for all relevant civil rights laws and Executive Orders.

Provides oversight in the reviews of proposed HUD regulations, policies and
programs for consistency with, and efficiency in achieving, the Department’s
civil rights obligations and objectives including affirmatively furthering fair
housing.

Assist in developing system evaluation of existing HUD programs as to their
consistency with and efficiency in achieving, the Department’s civil rights
obligations and objectives including affirmatively furthering fair housing.

Coordinates with the Office of Policy Department and Research in the design
and implementation of in-depth, long-term studies on matters related to the
Department’s civil rights obligations and objectives.

nd.

s‘.u

working papers on new initiatives bemg planned by entities within FHEO and
other HUD program areas for their impact on the Department’s civil rights



obligations and objectives, including the objective to affirmatively further fair
"housing.

Reviews contracts and proposals (solicited and unsolicited) from private

organizations related to the collection and reporting of demographic and other
data necessary for reports to the Congress and the general public.

May leads teams of lower-level staff on various fair housing projects.

Represents FHEO in interagency meetings or on interagency task forces that are
assigned to the Office. ~

FACTOR 1, KNOWLEDGE AND SKILLS REQUIRED FOR THE POSITION

Expert knowledge of how the three branches of the federal government operate
to establish and implement public policy. '

Working knowledge of all FHEO programs and the operation of FHEO programs
at the Regional and Field Office level.

Exceptional skill in fact-finding, analysis, formulating and presenting
recommendations, and negotiating resolutions of complex issues.

Demonstrated skill in preparing well-written, critical analyses, memoranda and
reports, which clearly support recommendations and conclusions. .The
incumbent has the ability to edit and rewrite documents that contain complex,
technical ideas for work products requiring clear, plain written language.

Broad knowledge of civil-rights principles, including familiarity with relevant

__laws, legal theories, sociological implicat

-knowledge.of the Federal,.State.and.local government.administrative processes—-

by which civil rights laws are implemented; and demonstrated skill in
developing significant new knowledge through independent research.

tions, and history of the field; broad . .. = .. .
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Ability to represent the agency interests in méetings and negotiations with
Departmental program offices, federal agencies, and outside stakeholders.

Ability to work independently on projects once they have been assigned, and to
independently pursue tangential lines of inquiry and research, as necessary to
complete the project.

Skill and ability in dealing with the complex questions relating to the
administration of the numerous and various civil rights mandates administered
by the Assistant Secretary of FHEO.

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

Ability to work on great pressure, and manage several difficult tasks
concurrently. '

FACTOR 2, SUPERVISORY CONTROLS

The incumbent works under the general supervision of the Office Director. The
incumbent is expected to show initiative when planning and carrying out
assignments, resolving most conflicts and obstacles and coordinating the work
with others as necessary. The incumbent keeps the Office Director informed of
progress and of matters, which have potentially controversial or important
implications.

The incumbent discusses assignments with the Division Director only after
determining how the assignment is to be completed. The supervisor will
provide the guidance concerning the effect of any new policies and procedures
or unprecedented situations on the assignment or incumbent’s plan to

correct.

mplete it. Completed work is reviewed for achievement of objectives.and.. ... . ...
-compliance.with-general-instructions.-Results-are-expected-to-be technicaliy- oo



FACTOR 3, GUIDELINES

Guidelines for performing the work will be of a limited and general nature. The
incumbent is expected to use initiative and resourcefulness in choice methods
for researching assignments. ’

Guidelines include applicable laws, Departmental directives, directives of other
Departments and agencies, precedent-setting federal and state court decisions,
and pertinent reference and regulatory materials.

The incumbent is expected to exercise sound judgment when analyzing
complex, interrelated information, and applying the appropriate legal or
administrative principles. Considerable initiative and judgment is required
when making decisions on complex issues that could determine the scope and
direction of an activity. ‘

FACTOR 4, COMPLEXITY

Assignments typically involve complex and sensitive matters requiring thorough
and careful analysis and discretion when discussing them with persons outside

the Office.

The work requires frequent decision-making on such things as interpreting
considerable quantities of data, planning the work and refining the methods
and techniques to be used. Decisions regarding work assignments involve
anticipating unusual circumstances, using alternative approaches, working with
incomplete or conflicting data, coping with major areas of uncertainty when
defining the scope of the assignment, defining very complex terms, '
determining applicable precedents, and determining the most effective
approach to a typically very large number of interrelated facts, including many

The overall-solution to a problem typically requires solving a series of complex
subordinate ones involving understanding how furthering fair housing is to be
achieved.



FACTOR 5, SCOPE AND EFFECT

The scope and effect of the work is to achieve new and unprecedented levels of
cooperation and compliance with fair housing and fair lending laws and
executive orders to further fair housing throughout the nation and to
demonstrate more effective ways to ameliorate discrimination and patterns of
segregation, and the other social problems they cause or exacerbate.

FACTOR 6, PERSONAL CONTACTS

Personal contacts are with all the personnel reporting to the Deputy Assistant
Secretary for Policy and Legislative Initiatives, other FHEO staff, other HUD staff,
staff persons from other Federal agencies, Congress, and staffs of fair housing
and civil rights organizations. There are no fixed rules or set guidelines for
these contacts and each is different and dependent upon the purpose of the
contact. '

FACTOR 7, PURPOSE OF CONTACTS

The purpose of each contact is to find and collect data and other forms of
information and may be in the form of telephonic inquiry, written request or
personal interview/presentation.

Contacts may also be for the purpose of informing the public about fair
housing requirements and policies at conferences, hearings or other public

forums.

FACTOR 8, PHYSICAL DEMANDS

Py

eeMOst work is primarily sedentary. Work sometimes requires. participation.in........ ... ...
i€ CEHNGS-ANd-negotiation-sessions for-long-period-times: The -duties are. e s

- frequently performed under stringent time constraints. Travel may be required.



FACTOR 9, WORK ENVIRONMENT

The work is performed in an office that is properly heated and ventilated and in
- a safe and comfortable work area.

ok




