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Housing Program Specialist, GS- 1101 13
(Homeownership Center, 7 =7 Outstation

I. INTRODUCTION

ThlS posmon located in the HUD Homeownership Center (HOC), in the Field
- . is primarily responsible for the proper support of Single Family

program activitles of the Department of Housing and Urban Development, Office of
Single Family Housing. The incumbent is responsible for construction and appraisal
complaint resolution; contract monitoring of Real Estate Owned(REO) property
inspections, closing agents, appraisers and Management and Marketing (M&M);
conducting property inspections of REO properties; monitoring REO mission
properties; on-site inspections for Single Family mortgage insurance programs;

" technical support in local industry training, program implementation, housing
counseling and assists in the design implementation of specific local affordable
housing programs; HOC liaison activities with the Community Builders and others;
and providing Business Operations Plan (BOP) and technical support to the
Community Builders and others.

II. MAJOR DUTIES AND RESPONSIBILITIES

A

As a Senior Housing Program Support Specialist, the incumbent is HUD’s expert
and advisor on aspects of the programs administered by the Office of Single Family
Housing. As Single Family Housing’ s primary contact and program support person, the
incumbent’s duties and responsibilities include:

o Single Family construction and appraisal complairt resolution with particular
emphasis on 518(a) construction complaints and complaints on appraisals.

« Contract monitoring as a contract monitor, Government Technical Representative
(GTR), or Government Technical Monitor (GTM) for an array of contracts that may
include M&M, REO property inspections, and closing agents.

o Inspections of REQO properties.

¢ Monitoring of REO mission properties and participants to include properties sold to
police officers (Officer Next Door), nonprofits, and local government agencies.

e On-site inspections of condominiums and planned unit developments seeking
approval, on-site reviews of appraisals, 203k inspections and new construction field
reviews.



HL

Technical support for design implementation of specific local affordable housing
programs, local industry training, new/revised program implementation, and housmg

counseling technical assxstance and monitoring grants.

BOP and technical support to Community Builders and others.

Traveling extensively throughout the assigned area to develop and maintain liaison
activities with Community Builders, contractors supporting Single Family Housing’s
activities, clients and customers, Housing partners, and others.

Establish program support goals, objectives and strategies with HOC’s staff tailored
to the needs and demands of the area assigned and incorporated into the HOC’s
operational activities.

FACTORS -

Knowledge Required

Expert knowledge of Single Family’s structure, mission, policies, programs,
functions, and their orgamzatlonal relationships. )

Expert knowledge of work and task distribution to 1mprove efficiency in program
support activities.

Comprehensive knowledge of work and task dlstrlbutlon to improve efficiency of

. program support activities and operations.

Extensive knowledge of analytical and evaluative methods.

Expert understanding of how HUD’s programs are administered.

Ability to determine program support activities are appropriate, evaluate for their
efficiency, and determine how to design/redesign to meet the program’s mission and

goals.

Ability to make complex formal and informal presentations.

'Ablllt)’ to communicate with diverse partners and customers, and cohorts both oral

and by written means.

Supervision Received

The incumbent is under the general supervision of the . Chief. The incumbent
schedules and carries out projects concerned with the planning, coordination,




implementation, analysis, and evaluation of program support efforts for Single Family
Housing programs. The incumbent and supervisor develops a mutually acceptable
project plan which typically includes identification of the work to be done, the scope
of the project, and deadlines for its completion.

o Completed projects, evaluations, reports, or recommendations are reviewed by the
supervisor for compatibility with organization goals, guidelines, and effectiveness in
achieving intended objectives. Completed work is also reviewed critically outside the
incumbent’s immediate office by staff and line management officials whose programs
and employees would be affected by the implementation of the recommendations.

3. Guidelines

Guidelines used include HUD’s General Accounting Office, Office of
Management and Budget, Treasury manuals and other related materials. Guidelines
require considerable adaptation and/or interpretation for applications to issues and
problems studies. Within the context of broad regulatory guidelines, the incumbent may
refine or develop more specific guidelines or methods for the implementation of program
support activities, programs or methods and improve the effectiveness in the
administration of such activities.

\

4. Complexity

Assignments require detailed plans and goals for implementing a specific program
support strategy and/or developing criteria to evaluate the effectiveness of the specific
approach and procedure. Assignment may be diverse and unrelated and may require the
incumbent to become especially conversant in a particular program, a partner’s or
customer’s needs, or a specific technique or strategy. Such will require independent
research, assessing many issues, and then developing a proposed course of action as the
result of reviewing various alternatives. Successful execution of the tasks are dependent
upon the incumbent’s ability to initiate, direct, coordinate, and perform various complex
and difficult tasks.

5. Scope and Effect

The purpose of the work is to develop, plan, coordinate, initiate, monitor, and
evaluate the effectiveness of the program support efforts for Single Family Housing
programs. Such work involves a focus on the delivery of program benefits or services at
the operating level.



6. Personal Contacts

Personal contacts include co-workers, managers, and supervisors throughout the ™ -

HUD organ_izatioxi, personnel and officials from other Federal, state and local agencies,
staff and clients of non-profit organizations, community leaders, professionals of lending

institutions, educational organizations, trade organizations, and other commercial entities.

7. Purpose of Contacts

“Contacts are for the purpose of obtaining, providing, or clarifyiné information,
gathering facts, resolving issues, coordinating and devising new or revised program
support strategies for Single Family Housing’s systems or programs.

8. Physical Demands

The work is primarily sedentary, althoﬁgﬁ some slight physical effects may be
required.

9. Work Environment

The work is performcd in an adequately lighted and climate controlled office and
in the field. Some travel is required.



