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SUPERVISORY PROGRAM ANALYST
GS 343-14

INTRODUCTION

This position is located in the Office of the Assistant Secretary for Fair Housing and Equal
Opportunity, General Deputy Assistant Secretary, Deputy Assistant Secretary for Operations and -
Management, Office of Information Services and Communications, Information Communications
Division, Technology Support Branch. The incumbent is responsible for the management of the staff
of this office as well as administrative responsibilities in support of the items identified below and the
development, implementation and management of all automated systems supporting FHEO national
operations and all Headquarters FHEO office automation support.

Supported programs include Title VIII of the 1968 Civil Rights Act, the Federal Fair Housing Law,
Sections 3 and 109 of the Housing Community Development Act of 1974, Title VI of the Civil Rights
Act of 1964, Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975,
Accessibility Standards for Publicly Owned Residential Structures, Fair Housing Initiatives Program,
Fair Housing Assistance Program, Voluntary Affirmative Marketing Agreements programs, and
Executive Orders 11063 and 12259. '

The Branch is responsible for evaluation of external automated systems and data, production of
routine and special statistical reports, training and technical assistance on automated data
processing systems, the in depth analysis of complex statistical data from varied systems and
programs, coordination of systems issues with other HUD program offices, HUD Information
Technology staff, contractor staff, other federal agencies and private, State and local agencies and
organizations doing related studies.

The Branch is also responsible for the coordination, systérnjc inter-connectivity with and
transfer of data to the Secretary's national Place Based System, HUD's financial accounting
systems, the Notice of Funds Availability system and Notification of Award (NOA) to Congress
system. '

MAJOR DUTIES AND RESPONSIBILITIES

Manages and supervises the activities of the Technology Support Branch. The staff includes three
professionals, (2) Management Information Specialist, GS-301-13, and (1) Management
Information Specialist, GS-301-12 (FPL GS-13).

Supervises a staff and manages other resources to achieve maximum efficiency and balance in
utilizing the resources assigned. Plan work to be accomplished by subordinates, set and adjust

" “short-term priorities and prepare schedules for compietion of work. Assigns work to subordinates
“"based on priorities of the officé and ensures work 1§ efficiently and effectively carried out.

Evaluates work performance of subordinates, developing budget and administering and managing
funds. Establishes goals, objectives and activities for the division. Responsible for identifying
training needs and ensures the staff receive proper training. Also responsible for counseling,
disciplinary actions, awards, merit staffing, reassignments, rotations, promotions, delegating
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responsibilities, and other actions.

Plans and Designs tracking and management systems (content and structure), reports (content,
structure), studies, systems user documents and training guides, and Computer Based Training
tools. Determines the required program results, the nature of system requirements, system design
criteria, shortcomings and enhancements, necessary systemic constraints, statistical or econometric
modeling support, and whether feasible advance in ADP technology, civil rights case law or pohcy
can ionize should be incorporated. Reviews software capabilities for alternative approaches to
system design, to insure that systems will support management and legislative guidelines, and
insure a design strategy that attempts to anticipate change, program strategy, data requirements .
and transfer, and reporting needs.

Analyzes case tracking and management, compliance review, funded systems, and trends analysis
data. Provides expertise in social science statistical and/or econometric modeling. Develops standard
statistical modeling methods for application to case and program data within FHEO, for
application to automated systems data. Technical representative for the Iowa Expert System
project, an artificial intelligence case investigation and evaluation, decision logic and legal library
system for Fair Housing agency use. Responsible for feasibility study, technical assistance,
evaluation, functional viability, operational testing and acceptability.

Performs studies of programs, proposed systems, systems and software requirements, funds
management, alternative approaches to problems, monitoring of studies and projects, reviews of
internal and external reports, studies, and performs data and statistical analysis in of responsibility
for FHEO Fair Housing case and compliance review, funded programs (Fair Housing Initiatives, Fair
Housing Assistance), voluntary compliance programs, certification of State and local agencies and
Executlve orders.

Provides support to the Secretary, FHEO staff (Assistant:Secretary, Deputy Assistant Secretaries,
Office directors, Division and Branch chiefs, and their staffs), other HUD program offices, the
offices of the Chief Financial Officer, Information Technology, Inspector General, Regional counsels
and the office of the General Counsel. Generates the data for the Annual Report to Congress on the
State of Fair Housing, provides an in-depth analysis of (and justification for) the impact of the
extensive and highly complex results, and a comparison to previous year's data. Responds to
requests for data from Congress, other federal agencies, State and local governments, educational
institutions performing research, news media, public and private fair housing groups, and the
general public, and provides data to the Department of Justice. Represents FHEO at conferences
and seminars as appropriate.

Trains FHEO HQ and field staff, other HUD staff and fair housing groups on existing, new and
modified automated tracking and management systems operation, problem solving, quality control,
_..reporting and data analysis, Degigns training documents and plans. Provides ongoing training and
..assistance to all nsers of six national systems.

Manages FHEO national Fair Housing program and funds management systems (Integrated Title
VI Tracking System, Title VIII Automated Paperless Office Tracking System, Title VI,
Sections 109 and 504 Complaints and Compliance Reviews Tracking System, Grants
Management System, Funds and Contracts Tracking System, Housing Case Tracking System).
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Manages systemic exchange of data to/from HUD ﬁnancial“tracking systems (PAS, HUDCAPS,
LOCCS), Notice Of Funds Availability, Notice of Award, and Place Based System), and the Equal
Employment Opportunity Commission.

Reconciles program and systemic data discrepancies. Produces recurring and special reports,

provide for the ongoing reconciliation of data to insure accuracy and reliability of systems, and
develops procedures to correct data entry and systemic problems.

KNOWLEDGE REQUIRED

In-depth analytical background and broad knowledge of problem solving processes, and
management, programs and systems analysis techniques. Knowledge of social science statistics
including multi-variant or multiple regression analysis, quantitative analysis and standard statistical
analysis operations, and econometric modeling. A sufficiently high level of analytical skill to
recognize the intricacies and implications of complex data, define complex problems, and to select,
define and justify alternatives, develop processes, supporting procedures and solutions and definitive
documentation.

Broad knowledge of FHEO programs and Fair Housing enforcement techniques and contracts, and
a sufficient knowledge of HUD and general federal financial systems to understand and define
program needs and supporting system requirements. Knowledge of civil rights and Fair Housing
case law to support related legal and administrative decisions. Knowledge of the organizational
structure of the federal government, including specific knowledge of the functions and missions of
organizations having responsibilities under the federal Fair Housing law.

Specific knowledge of the Fair Housing Act, Title VI and Title VIII of the Civil Rights Act, Sections
109 and 504 of the Rehabilitation Act, Age Discrimination Act, Americans with Disabilities Act,
Accessibility Standards for Publicly Owned Residential Structures, Fair Housing Initiatives
program, Fair Housing Assistance program, Grants and Cooperative Agreements management
guidelines and Voluntary Marketing Agreements program.

Broad knowledge of advanced computer equipment and skills, automated system design tools,

capabilities and limitations, data sources, data flow, system structure and integration, and

communications, to accomplish feasibility studies, develop specifications and coordinated plans, and

to organize, define and direct the development, maintenance and testing of systems. Ability to

develop solutions to unyielding problems in existing systems and insure the adequacy, usefulness,

responsiveness, and correct interpretation of systemic data, and to translate complex program needs
and requirements to be understood and implemented by ADP experts.

Knowledge of vaned operating systems and applications. software (MS-DOS,. Windows, ...
..spreadsheets, . word. processing, . database .management,  graphic. and.communication),. and
experience with off the shelf statistical packages (SPSS, SAS) and econometric models.

The abilify to communicate clearly and tactfully, orally and in writing in programmatic and/or
technical terms, and deal effectively with persons at all levels of program and technical staff in
varied functional areas and representing diverse backgrounds, interest and viewpoints, in and out



of HUD, in order to translate program and policy requirements into effective plans, systems, data
analysis tools, define system and data use and limitations and explain complex data and its
implications.

SUPERVISORY CONTROLS

The office director makes assignments in broadly stated terms and provides administrative direction.
The incumbent has responsibility for independently planning, designing, modifying and executing the
assignments selecting his/her methods and defining the scope of the projects. The incumbent initiates
many assignments based on knowledge of program needs and implementation requirements. Work
results are accepted as technically authoritative and completed work is reviewed in terms of
fulfillment of program ob_]ectwes problem resolution and in terms of feasibility of
recommendations.

GUIDELINES

Formal ADP policy exists, basic legislation sets forth overall requirements and senior management
provides general thrust for most efforts. Existing and planned systems with which efforts must be
integrated, and available assets serve as both constraints and partially applicable precedents for
systems development and implementation. The employee is required to deviate from traditional
methods to solve problems or improve operations, devise new sources of data upon which to base
evaluations, and to investigate new trends and patterns in the applicable technology.

-Develops instructions/procedures to be used by other organizations and internal, Regional and Field
Offices for data entry, systems management, reports generation and evaluation and data analysis.
Incumbent uses a high degree of judgment and ingenuity in applying and analyzing data on fair
housing issues to produce new knowledge, insight and understanding. Must identify, collect and
analyze data, draw conclusions, provide guidance and interpretative logic, and make .
recommendations that affect the administrative enforcement of the Fair Housing Act on a nation
wide basis, and impact on the Congressional oversight of FHEO's mission.

COMPLEXITY

Assignments involve duties necessary to establish the framework of the new automated systems,
concem is with overall structure throughout a wide range of phases, from feasibility studies to post
implementation evaluation, enhancement and evaluation. Duties also involvé the evaluation of
complex program, system and project financial, demographic and management data, and the
evaluation of studies, proposals and plans. Objectives and basic requirements are defined in

legislation, agency policy or senior management guidance, or are determined by programmatic
naar]q thf-fr-ryrninnq or gontract Qr}nf‘!ﬁnpf!r\nq A number of. anroachPQ to ar*r*omphch the work ar

Wposszule prmecnons are required from inconclusive data and unclear requirements, time . .
_constraints are restrictive and technology advances are usually untried at the scale to which the
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application is required (i.e. manipulation of millions of records and changed procedures in
numerous internal and field offices and other agencies nation wide are typical), integration with
existing and proposed system, supported and source systems is required and design criteria must be
~ established that can accommodate changes in legislative directions, management philosophy and
goals, and reporting requirements.

Many assignments require the provision of advisory and consultative services to key officials of
HUD and numerous other Federal agencies, State and local fair housing enforcement officials and
National, State and local private fair housing groups, as well as to the various segments of the -
housing industry, and the system's participant users at different levels of management and with
various levels of expertise. An broad analytical and technical background is paramount.

SCOPE AND EFFECT

The purpose of this work is to contribute to a comprehensive national effort to maximize all
programs and resources that can be directed toward ending discrimination in housing. The effort
provides effective, efficient and user friendly automated systems for program management and
accounting, and consistent, critical, results oriented analytical skills.

Work results in the improvement of fair housing programs of Federal, State and local
governmental and private organizations. These actions positively affect the opportunity of all
citizens to secure housing on a nondiscriminatory basis.

The work affects FHEO programs and staff nationally, i)ublic and private Fair Housing agencies

and groups, congressional accountability, and the general public. The incumbent consults with Field
Offices, Headquarters FHEO, Office of the General Counsel, other program offices, ADP (IT) and
contractor staff, and other agencies and organizations to determine systems availability and
requirements, use and data interpretation. The work of the incumbent has far-reaching impact upon
the effectiveness of FHEO funded, voluntary, assistance and management programs.

PERSONAL CONTACTS

The purpose for each contact is different and dependent upon the needs of the individuals and
organizations, goals to be attained, systems to be designed and management requirements. The
purpose of contacts is to (1) determine the ADP systems needs of professional staff or management
in HUD and other agencies, (2) coordinate efforts with HUD's ADP experts and outside
consultants/contractors, (3) define and produce reports and analyze or explain the data, (4) provide
training and assistance on the use of systems, (5) analyze complex external and internal data and
systems (manual or automated), (6) provide, explain, justify Fair Housing systems data for the
Secretary's national Place Based System, and HUD's Notice of Funds Availability and Notice of
Availability (of funds)

e



systems. Contacts are needed to identify major fair housing enforcement problem areas which
require ADP support, identify solutions, provide statistical information, evaluate complex
statistical data, and advise and consult on ADP policies, systems, practices and proposals affecting
the implementation of fair housing policies, programs and resulting data.

PHYSICAL DEMANDS

B

Work requires producing a sustained volume of statistical data for editing and reconciliation, and
the development of systems and documents, which require long periods of time working in front of
a computer monitor or analyzing data. Duties are frequently performed under stringent time
constraints, and competing priorities. '

ENVIRONMENT

Work is generally performed in a typical office setting.
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