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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of Education and Outreach
Program Analyst, GS 343-7

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 Education and Outreach. The Office
develops policies, procedures and strategies relatihg to the formation and
implementation of FHEQO's education and outreach activities. The Office
performs marketing and outreach services to ensure an appropriate focus
of activity in underserved communities, and that fair housing program
information is provided to partners and industry groups. The Office
performs activities designed to develop and implement education and
outreach efforts to heighten public awareness of all forms of housing
discrimination prohibited under the Fair Housing Act; coordinates the
National Fair Housing Month activities, Fair Housing National Policy
Conference activities, national conferences and events, and serves as
Government Technical Representatives for contracts and other
specialized education and outreach activities.

The incumbent serves as a Program Analyst and performs a variety of
assignments involving fair housing education and outreach program
activities.

DUTIES AND RESPONSIBILITIES

Works with higher-level specialists to become familiar with education
and outreach relationships with staff of external organizations, including

... fair housing and civil rights groups, housing-counseling organizations, ..

real-estate-professional-associations-and-academics:

e



At the direction of the Office Director, assists in working with the Office
of Public Affairs in publicizing fair housing activities and responds to
press inquiries.

Assists in helping plan and coordinate ' some of HUD’s fair housing
education and outreach activities, including Public Service | .
Announcements, Fair Housing Initiatives Program education and outreach
grants, and other contracts.

Assists the Office Director in gathering data to evaluate the effectiveness
of HUD’s current fair housing education and outreach activities, including
FHIP education and outreach initiatives grants, mye‘dia campaigns, and
Public Service Announcements.

Gather and assemble printed materials (brochures, fact-sheets,
newsletters, and other publications) to educate the general population on
fair housing laws. '

Assists in the preparation of background information and supporting
documents for use in media presentations (CD Roms, PowerPoint, online
content and general population on fair housing laws.

Gathers data to inform the public of HUD’s fair housing cases and
initiatives, including drafting press releases to publicize recent
enforcement successes and other initiatives in the press and other media.

Helps plan events and other forums in which to promote HUD's fair
housing mission as it relates to education and outreach.

Factor 1- Knowledge Required by the Position:

~General-knowledge of the laws, regulations, and procedures that-Govern . -« v o

civil rights and equal opportunity in housing.
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Basic knowledge of all housing programs; this includes public housing
and housing for persons with disabilities in order to identify the areas
where more/or better education and outreach is needed.

»

Basic knowledge of marketing techniques.
Ability to work with others on team projects on major initiatives.

~ Knowledge in fact- finding, analysis, research, skill in identifying
problems, solving problems, and recommending solutions.

Skill in the use of computer systems and technology.

Basic ability to apply analytical principles and tech"niques_ in assignments.
Skill in oral and written communication..

Factor 2 - Supervisory Controls:

The incumbent serves under the guidance of the Office Director. The
Director makes assignments by defining objectives, priorities and
deadlines; and assists the employee with unusual situations that do not
have clear precedents. The incumbent plans and carries out assignéd
tasks and handles problems and deviations in accordance with
instructions, policies, previous training or accepted practices.

Completed work is usually evaluated for technical soundness,
appropriateness and conformity to policy and requirements. The
methods used in arriving at the end results are not usually reviewed in
_detail. .




Factor 3 - Guidelines:

Guidelines include applicable Federal and State and local laws and
Departmental policies relating to fair housing and equal opportunity and
investigation and conciliation manuals. These laws are available, but are
not completely applicable to the work. The incumbent must use sound.
judgment in interpreting and adapting education and outreach activities
to each geographic area. New techniques and mediums will be utilized to
address various audiences throughout the Region.

Factor 4 - Complexity:

The assignments involve varied duties relating to education and outreach,
which require the incumbent to use may different and unrelated
processes and methods. Decisions regarding what needs to be done
include major areas of uncertainty in approach, methodology, and
interpretation.

Factor 5 - Scope and Effect:

Assignments are designed to provide an opportunity to participate in and
observe senior staff members in developing and implementing education
and outreach information for release to the public and to broaden and
strengthen experiences in preparation for higher- level duties and
responsibilities.

Factor 6 - Personal Contacts:

The contacts include HUD staff in Headquarters and the Field, and
industry representatives and representatives from fair housing

....Qrganizations, ... .. .. .




Factor 7 - Purpose of Contacts:

‘The purpose is to expose the trainee to all aspects of the fair housing
program activities as well as provide training, development, planning and
execution of education and outreach attivities.

Factor 8 - Physical Demands:

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

Factor 9 - Work Environment:

Work is generally performed in offices, and in safe and co‘mfortable'work

areas.




