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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.

) 'penormance and gUdlb ICVCIIICI'I 111 aCCoraance winl 1aeniiiied Ovje

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.
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j REASON FOR THIS POSITION
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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of Policy and Legislative Initiatives
Program Analyst, GS-343-9

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 the
development and communication of FHEO policies, programs and
activities to the field, stakeholders, legislators and public officials, the
Office of Management and Budget, and the press.

DUTIES AND RESPONSIBILITIES
Assists higher-level specialists in developing civil rights enforcement and
compliance policies and implementing regulations for all relevant civil

rights laws and Executive Orders.

Assists in the preparatlon of commumcatlon of FHEO pollcy to

““stakeholders, including the drafting speeches, talking points, and other .

communications for the Office Director, Deputy Assistant Secretary,
Assistant Secretary and the Secretary.




Assists with conducting fair'housing oversight of the Government-
Sponsored Enterprises, Fannie Mae and Freddie Mac.

Assists in developing policy on emerging fair housing and fair lending
issues (including predatory lending). ‘

Helps draft content materials for the FHEO's website and makes
suggestions for improving the website.

Assists in reviewing and analyzing proposed legislation, task force
reports, and other work papers on hew initiatives being 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.

Assists in the preparation of Congressional responses on fair housing
and equal opportunity program matters. :

Assists in the preparation of policy justifications for the fair housing
budgets submitted to the House and Senate appropriations committees.
Responds to questions from authorizing and appropriations committees. -
Assists in the preparation of briefing materials and supporting

documents for the Secretary, Secretarial staff and other program offices
regarding FHEO program activities.

Assists the Office with any education and outreach initiatives.

FACTOR 1, KNOWLEDGE REQUIRED BY THE POSITION

_ Basic knowledge of the laws, regulations, procedures and policies.

governing fair housing programs.and an.operational knowledge of HUD- -

programs and their relationship to FHEO.



Knowledge to deal with the complex and sensitive questions relating to
the administration of the numerous and varies civil rights mandates
administered by the Assistant Secretary of FHEO.

Ability to assemble and analyze complex and non-complex facts and
draw conclusions.

Skill in fact finding, analysis, research, problems solving, writing and .
consulting to identify problems and recommend new and creative
solutions.

Understands public relations and the importance of presentation when
matters involve areas of controversy or sensitivity. Ability to
communicate complex, and sometimes sensitive materlal accurately,
with appropriate detail, and in plain Ianguage

Understands thé basics of the mortgage lending process and how the
secondary market operates.

Highly developed skill in oral and written communication.

FACTOR 2, SUPERVISORY CONTROLS

The incumbent works under the general supervision of the Office
Director. The Director assigns specific projects in terms of issues and
sets deadlines for completing the work. The incumbent is expected to
plan and carry out assignments independently, determining the methods
and techniques to use. The supervisor performs a review of the results
obtained and conformance to policies and instructions. Work is reviewed
in progress and upon completion for technical adequacy and.

” completeneqs ‘conformity to policy and. feasibility of recommendations;




FACTOR 3, GUIDELINES

The incumbent primarily performs work within the scope defined by
supervisor and must give priority to that work. Incumbent uses basic
judgment in applying general guidelines to produce new knowledge and
insight into fair housing issues. The incumbent must identify, collect and
analyze information, and draw conclusions and make recommendations
that will affect the administrative enforcement of federal fair housing
laws on a nationwide basis.

FACTOR 4, COMPLEXITY

Assignments involve the analysis and evaluation of a broad range of
varied functions. Assignments are complicated by different and
unrelated subject matter data, methods and techniques. The incumbent
is required to make decisions concerning the applicability of data and
apply a variety of fact-finding techniques and analytical methods to
recommend decisions on individual issues.

FACTOR 5, SCOPE AND EFFECT

The incumbent’s work results in the development of new knowledge and
procedures in the field of Fair Housing and Equal Opportunity. The work
. involves conducting studies, projects and analyzing, reviewing and
evaluating a variety of data, and participating in the establishment and
implementation of policies, guidelines and procedures.- Completion of
assignments is vital to the Department’s equal opportunity in housing
missions, which particularly affect the fair housing practices of Federal,
State and local governmental and p_ublit and private organizations and.

mStltutlonS across the nation.. ...



FACTOR 6, PERSONAL CONTACTS

Personal contacts are with officials from both inside and outside of the
Department at national levels, industry representatives, and
representatives from fair housing organizations. There are no 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 the contacts is to communicate Departmental policy or to
collect information to assist in the preparation of such policy. Contacts
may also be for the purpose of discussing and working out solutions to
problems. Contact is also made to interview persons and discuss issues
or programs to ‘obtain information and opinions from individuals or '
representatives of public and private organizations having substantial
interest in fair housing issues.

FACTOR 8, PHYSICAL DEMAND
Work sometime requires participation in meetings and negotiation
sessions for long period times. The duties are frequently performed

under stringent time constraints. Travel may be required.

FACTOR 9, WORK ENVIRONMENT

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




