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PROGRAM ANALYST
GS-343-09

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. In addition, serve as Field
Monitor for evaluating performance of Field Offices including Quality Assurance Review -
Coordination (QAR):

MAJOR DUTIES AND RESPONSIBILITIES

Participates in the performance evaluation review process, reviewing recommendations
for adequacy and follow through action.

Assists Senior Analysts in evaluating and monitoring 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.

Assists Senior Analyst in conducting 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.

Assists in the development of and operates and maintains data analysis tools for reporting
and monitoring activities.

Identifies and recommends development of new information systems to facilitate storége
and retrieval of data to reduce the burden on field offices and duplicative methods of
retrieving such data.
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process may include p;irtlc1patmg in on-site visits.

_Assists Senior Analysts develop criteria for evaluating field offices to assess management



Participates in the monitoring of enforcement goals and activities including the aged case
reduction initiative and FHIP/FHAP monitoring activities. Assists in ensuring that overall
priorities, goals and objectives are included.

Reviews assigned portions of the FHEO Field Office Business and Operating Plans in
order to determine the volume of activities to be accomplished.

Attends meetings and conferences with senior analysts on Field related issues.

In addition to the above specific area's of responsibility, the incumbent will perform a
variety of functions as required by the Director.

FACTOR 1: KNOWLEDGE REQUIRED BY THE POSITION

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

Limited 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 the operations of the Field.

Limited experience in analyzing, evaluating and determining on the basis of finding the
best way to solve problems or deal with situations that are not treatable by acceptable
methods. ' :

Knowledge of management concepts, principles, practices and techniques.

Skill in oral and written communication.

FACTOR 2: SUPERVISORY CONTROLS

Works under the supervision of the Director who provides administrative direction, -
giving assignments in terms of broadly defined missions or functions. The incumbent is
responsible for carrying out assignments. Broad program implications are generally
called to the attention of the Director. '

FACTOR 3: GUIDELINES

Guidelines are broadly stated, nonspecific, and the incumbent performs research using
his/her own methodology in reaching his/her own findings and in making
recommendations which affect the field offices. The incumbent must identify, collect
and analyze information, draw conclusions and make recommendations.

Incumbent must interact with key HUD officials and must perform assignments involving
highly complex and nationwide issues of a fundamental or precedent setting nature. In



some instances, the problems involve a unique combination of facts, conditions, and
issues. The incumbent it called upon to determine the nature and scope of the problem its
cause and the appropriate Departmental remedy.

FACTOR 5: SCOPE AND EFFECT

The employee plans and carries out work to improve productivity and efficiency of
operations in field offices nationwide. The employee resolves conventional problems
related to organizational structure or administration. The employee develops detailed
procedures and guidelines to supplement existing regulations or program guidelines.

The incumbent's work results in improvements in the overall implementation of FHEO
programs in the field.

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

The purpose of contacts is to negotiate performance goals for acceptable levels of
performance for each Field office. The purpose is also to present findings of evaluations
and to recommend solutions to existing problems. *

‘ FACTOR 8: PHYSICAL DEMAND

The work is largely sedentary with no special physical demands. Occasionally, there are
visits that may be necessary to review field operations.

FACTOR 9: WORK ENVIRONMENT

Work is generally performed in safe and comfortable work conditions.




