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.....conducting conferences authorized by the Substantial Equivalency regulation to provide
..State and local agencies an opportunity fo present information concerning the, granting o;

Fair Housing Assistance Program Division
Supervisory Equal Opportunity Specialist
GS-360-15 Director

INTRODUCTION

The incumbent is located in the Office of Deputy Assistant Secretary for Enforcement and
Programs, Office of Enforcement, Fair Housing Assistance Program Division. This
Division is responsible for oversight and management of FHEOs non-competitive funding
program. The Division is responsible for assisting Federal, State and local public and
private agencies in developing and executing fair housing enforcement programs. Further
the Division reviews State and local fair housing laws and certifies laws to determine that
they are substantially equivalent to the Federal Fair Housing Act. The Division is also
responsible for providing funding to those substantially equivalent agencies to conduct case
processing, training, education and outreach, partnership activities, and providing and
improving agency data and information systems, and capacity-building activities.

The incumbent is responsible for administering The Fair Housing Assistance Program .

(FHAP).
DUTIES

Manages and supervises the activities of the Fair Housing Assistant Program Division.
The staff includes five professionals and one support staff member, (1) Program Analyst,
GS-343-14, (3) Equal Opportunity Specialist, GS-360-13, (1) Program Analyst,
GS-343-13, and (1) Clerk Typing, GS-322-4.

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 completion of work. Assigns work to
subordinates based on priorities of the office and ensures work is efficiently and effectively A
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 responsibilities, and other actions.

Recommends, initiatives and develops the standards, guidelines, procedural and evaluative
requirements pursuant to Part 115 of HUD's regulations for certification of substantial
equivalency status of State and local fair housing enforcement agencies, and recommends,
initiates and develops needed revisions to those regulations. Develops procedures for

withdrawal of recognition.

Directs the development of Memoranda of Understanding relating to certification of
substantial equivalency status and reviews such documents for conformity with current
policy and applicable laws and regulations.



Directs the review and evaluation of administrative programs of State and local agencies
administering fair housing laws and their performance in the enforcement activities under
such laws to assist in determining whether or not State and local fair housing agencies
should be granted substantial equivalency. Subsequent to such certification, determines,
upon review, whether the substantial equivalency should be maintained or withdrawn.

Recommends, initiates and drafts Federal Register notices of proposals to grant, deny, or
withdraw substantial equivalency status to State and local agencies for the Assistant
Secretary for FHEO and the Director of the Office of Fair Housing enforcement and
compliance. Directs the review of comments from private and public agencies and
individuals supporting or opposing the granting of substantial equivalency to State or local
agencies.

Recommends, initiates, develops and revises formulas for allocation of resources for the
Fair Housing Assistant Program, descriptions of program components, criteria for
eligibility, and proposal application forms for funding of State and local governmental
agencies.

Directs or participates in the development of cooperative agreements relating to approved
components of agency proposals under the Fair Housing Assistance Program.

Writes substantive, interpretive and procedural regulations and formal guidelines for
affirmative administration of the Fair Housing Amendments Act of 1998, as affecting
" Federal, State and local fair housing programs. »

Develops, schedules and arranges fair housing national conferences and training related to
the FHAP programs.

Drafts, prepares formal comments, or otherwise makes substantive recommendations with
respect to proposed legislation affecting HUD's fair housing and equal opportumty
programs and obligations as it relates to FHAP.

Participates in the development of training modules and materials, and participates as an
instructor in training activities for FHAP and Title VI programs:

Participates in the preparation of briefing books related to fair housmg, for presentation
before Congressional committees.

Recommends and drafts policy statements for the Office Director and prepares analysis
involving complex and significant policy issues.

Prepares portions,.o

v —r

imony for OPM and Congressional hearings regarding budget . .

proposals related to the work of the Division.

Assists in preparing policy briefings and presentations to high;level officials.




Represents the Office and Department at conferences held by officials of other government
agencies. Provides technical assistance and advice to the Office Director in formulating
policies, programs, methods, and new and revised procedures.

Participates with Office Director in review of and makes recommendations on
improvement of work methods, and program and organizational initiatives.

Sets long and short range plans and operating objectives for the Division that include
clearly stated, quantified and measurable objectives, to measure performance both in terms
of achievement and efficient use of resources. '

Develops staff, at all levels, in terms of their technical and supervisory capabilities to
insure using their potential to the fullest extent toward achievement of the Division

mission.

Prepares annual budgetary data and estimates for current and ensuing fiscal years, taking
into consideration present and anticipated workload volume and staff year requirements.

Factor 1. Knowledge Required

Expert knowledge of the fair housing laws, regulations, guidelines, and procedural
requirements and their relationship to State and local fair housing enforcement agencies
having and/or seeking substantial equivalency

4

Knowledge and ability to plan, organize, and conduct conferences about substantial
equivalency for State and local agencies presenting information about the grant process and
withdrawal of recognition process.

Skill in developing new standards, guidelines, and procedures pursuant to Part 115 of the
HUD regulations for certification for substantial equivalency for State and local
enforcement agencies.

Pl

Highly developed skill in fact finding, analysis, formulating and presenting _
recommendations, negotiating resolutions of strongly contested issues, in oral and written
communication.

Ability to recommend, initiate, and draft Federal Register notices regarding the denying or
granting status of substantial equivalency for State and local enforecement agencies.

Expert knowledge of the Department’s grant’s management, budget laws and regulations,
the Fair Housing Act and FHEO’s mission, HAP programs, and legislative history, in order
..o deyelop policies to implement FHAP program goals nationwide and toensure .

Ability to develop materials, training modules, and Title VII training .‘program, and to
present that training to staff, State, and local agencies



Mastery of current substantial equivalency policy issues in order to draft comments, new
policy statements, testimonies, and briefing statements for higher level officials and

Congress.

Superior management skills for improving and developing office practices, procedures, and
work methods as well as developing measurable operative performance objectives.

A broad and comprehensive knowledge of all aspects of Budget formulation and allocation
for preparing current and projected fiscal reports and staff year requirements.

Factor 2. Supervisory Controls

The incumbent serves under the general supervision of the Office Director. The incumbent
is responsible for independently carrying our assignments. The incumbent functions
independently on a project basis in planning and managing assignments, independently
determining the proper scope of the project, the methods to be used to achieve the objective
and discusses only unusual situations with the supervisor. Work products are considered
technically authoritative and are normally accepted without change. Policy
recommendations are reviewed in terms of overall Departmental goals, objectives and

policies.
" Factor 3. ‘Guidelines

Guidelines include applicable laws, administrative and court-precedent decisions, and
policy statements that are broadly stated. The incumbent performs independent research
using his’/her own methodology in reaching findings and in recommending programs and/or
policy changes.

Independent seasoned judgment is needed to apply broad equal opportunity principles to
very complex and unique socio-economic and political factors affecting the delivery of
HUD programs. The expert uses a high degree of judgment and ingenuity in adapting
policies to solve extremely complex problems and in developing new methods for use by

FHEO staff.

Factor 4. Complexity

The incumbent must interact with Headquarters staff, field staff, and State and local agency
personnel providing guidance in all aspects of the FHAP Program: The incumbent serves
as an expert regarding the laws, rules, regulations, policies, and procedures for the
administration of the substantial equivalency program.

-...The incumbent must possess.a complete knowledge of all current policies and procedures.. . .. ... .

and keep abreast of new Jaws.and legislation approved by Congress regarding the ...
substantial equivalency process. The incumbent must conduct his/her assignments with
thoroughness and with accuracy especially assignments related to budgetary issues. The
incumbent must provide guidance to other staff persons in the completion of their
assignments, often determining the nature of the assignment and the method chosen to
complete the assignments.



Factor 5. Scope and Effect

The purpose of the work is to manage a comprehensive national effort to maximize all
programs and resources that can be directed towards ensuring that civil rights requirements
are included in all HUD funded activities; ensure accurate and timely grants management
activities are carried out; and, that state and local fair housing enforcement agencies are
provided comprehensive assistance.

Carrying out the purpose of the work results in the Department’s implementation of
programs that included civil rights requirements; efficient use of federal funds by the
Office’s fair housing partners which by itself assists the Department in affirmatively
furthering fair housing throughout the United States; and enhancing the Department’s
ability to ensure consistent enforcement of fair housing laws in the United States. It also
increases awareness by persons residing in the United States of their rights under the
federal Fair Housing Act as well as the fair housing laws of substantlally equlvalent state of

local agencies.

Factor 6. Personal Contacts

Personal contacts include county and city officials, department heads, heads of housing
authorities, heads of industry association (e. g., real estate, construction, banking),

community and civil rights leaders, mayors, as well as a variety of management in HUD
and other Federal agencies. '

Factor 7. Purpose of Contacts

The purpose of the contacts is to negotiate or conciliate resolutions to highly controversial
or major issues, or to communicate, justify, or defend decisions on maJor controversial

issues.

The incumbent regularly negotiates with officials and others concerning those aspects of
agency funded programs and projects that have an impact on fair housing or equal
opportunity. Many issues are strongly contested, but incumbent must maintain firmness,
objectivity, maturity and a high degree of professionalism in bringing difficult issues to a
reasonable and sound resolution. The purpose of contacts with Department program
managers is to create awareness, identify major FHEO problems and concerns and to.seek
workable solutions and to make recommendations to management on the approval or
disapproval of assistance for HUD funded organizations; to advise and counsel FHEO
management and others of potential major problems affecting Department policies and
goals. The purpose of the contacts with other officials is to grant or deny certification

...status, This contact may also involve finding problems with current grantees and finding. .. ... . .

ure that thei

equivalency status is not ..

. problems.

solutions to.th

o

withdrawn.



Factor 8. Physical Demand

Work requires some travel for training sessions and conferences. Participation in frequent
meetings for long periods of time is required. Walking, standing, bending, driving and
carrying light materials are required.

Factor 9. Work Environment

Work is generally performed an office that is properly heated and ventilated. The

employee visits other offices in the Department and attends meetings outside of the
Department.




POSITION EVALUATION REPORT

I. Location: HUD, Assistant Secretary for Fair Housing and Equal Opportunity, General
Deputy Assistant Secretary, Deputy Assistant Secretary for Enforcement and Programs,
Office of Enforcement, and Fair Housing Assistance Program Division

Background: The incumbent Valerie Hayes is presently the GS-340-15 Deputy Director,
Office of Programs and will be reassigned as the Director of this new Division. The staff
will include (1) Program Analyst, GS-343-14, (3) Equal Opportunity Specialist, GS-360-
13, (1) Program Analyst, GS-343-13, and (1) Clerk Typing, GS-322-04.

References: Reference Used: (a) Position Classification Standard for Equal Opportunity
Compliance Series, GS-360, TS-49, November 1980 and (b)General Schedule
Supervisory Guide (GSSG), June 1998 and April 1998

II. Title and Series Determination: The incumbent serves as Director, Fair Housing
Assistance Program (FHAP) Division, which is the recommended working title. The
incumbent is responsible for oversight and management of FHEOs non-competitive
funding program. The Division is responsible for assisting Federal, State, and local pubic
and private agencies in developing and executing fair housing enforcement programs.
Accordingly, the position belongs in the Ref (a). The position also serves as a supervisor
and manager as defined in Ref (b), therefore, the appropriate title and series of the
position is Supervisory Equal Opportunity Specialist, GS-360.

II1. Grade Determination: The reference (a) will be used to evaluate the nonsupervisory
duties and responsibilities of the position.

Factor I - Knowledge Required by the Position The position meets Level 1-8 and is
assigned 1550 points. * As required at this level; the incumbent must have expert
knowledge of fair housing laws, regulations, guidelines, and procedural requirements and their
relationship to State and local fair housing enforcement agencies having and/or seeking -
substantial equivalency. Expert knowledge of the Department’s grants management, budget laws,
and regulations, the Fair Housing Act and FHEO’s mission, HAP programs, and legislative
history, in order to develop policies to implement FHAP program goals nationwide and to ensure
compliance with regulations in place. Mastery of current substantial equivalency policy issues in
order to draft comments, new policy statements, testimonies, and briefing statements for higher
level officials and Congress. As required at this level, the incumbent must have a board and
comprehensive knowledge of all aspects of Budget formulation and allocation for preparing’
current and projected fiscal reports and staff year requirements.

Factor 2 - Supervisory Controls The position meets Level 2-5 and is assigned 650 points. As
required at this level, the incumbent is respon51ble for mdependently carrylng out a551gnments

—===4nd Tunctions independeiiily on-a project basis in planning and managing' abegi‘uucuLb,

messmsessitrdependently determining the proper-scope of the project; the-methodstobeused to-achieve the

objective and discusses only unusual situations with the supervisor. Work products are
considered technically authoritative and are normally accepted without change. Policy
recommendations are reviewed in terms of overall Departmental goals, objectives and policies.




Factor 3. Guidelines The position meets Level 3-5 and is assigned 650 points. As required
at this level, the guidelines include applicable laws, administrative and court-precedent
decisions, and policy statements that are broadly stated. The incumbent performs independent
research using his/her own methodology in reaching findings and in recommending programs
and/or policy changes; uses independent seasoned judgment to apply broad equal opportunity
principles to very complex and unique socio-economic and political factors; is recognized as
an expert; and uses a high degree of judgment and ingenuity in adapting policies to solve
extremely complex problems and in developing new methods for use by FHEO staff.

Factor 4. Complexity The position meets Level 4-6 and is assigned 450 points. As required
at this level, the incumbent must interact with Headquarters staff, field staff, and State and

local agency personnel providing guidance in all aspects of the national FHAP Program. The'

incumbent serves as an expert regarding the laws, rules, regulations, policies, and procedures
for the administration of the substantial equivalency program. The incumbent must posses a
complete knowledge of all current policies and procedures and keep abreast of new laws and
legislation approved by Congress regarding the substantial equivalency process.

Factor 5. Scope and Effect The position meets Level 5-6 and is assigned 450 points. As
required at this level, the scope of the work is to manage a comprehensive national effort to
maximize all programs and resources that can be directed towards ensuring that civil rights
requirements are included in all HUD funded activities; and that state and local fair housing
enforcement agencies are provided comprehensive assistance. :

The effect of the work results in the Department’s implementation of programs that include
civil rights requirements; efficient use of federal funds by the Office’s fair housing partners
which by itself assists the Department in affirmatively furthering fair housing throughout the
United States; and enhancing the Department’s ability to ensure consistent enforcement of
fair housing laws in the United States.

Factor 6. Personal Contacts The personal contacts meets Level 6-4 and is assigned 110
points. Personal contacts are with county and city officials, department heads, heads of
housing authorities and industry association (e.g., real estate, construction, banking),
community and civil rights leaders, mayors, and other Federal agencies managers.

. Factor 7. Purpose of Contacts The purpose of contacts meets Level 7-4 and is assigned 220
points. The purpose of contacts is to negotiate or conciliate resolutions to highly
controversial or major issues, or to communicate, justify, or defend decisions on major
controversial issues.

Factor 8. Physical Demands The position meets Level 8-1 and is assigned 5 points.
Factor 9. Work Environment The position meets Level 9-1 and is assigned 5 points.

__._Grade Level Determination: The total number of points assigned for the nine factorsis
4090 points and that converts to a grade le"el determination of GS-15 when comparedto

PRty

the conversion chart. The point-to-grade converswn chart GS-15 range is 4055 and up.

Classification Determination: The nonsupervisory work of the position has been
evaluated against the Ref (a) and found to meet the GS-360-15 level.



