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NO. 5682

FAIR HOUSING AND EQUAL OPPORTUNITY
ENFORCEMENT/COMPLIANCE/PROGRAM OPERATIONS
Equal Opportunity Specialist
(Civil Rights analyet)

G8-360-09 -

Incumbent serves in a position of public trust.

This position ie located in the FHEO Hubs, Program Centers
or local FHEO Sites. The incumbent works under the direction of
a Branch Chief in the area of intake/assessment, enforcement,
compliance, and/or program operations. The Civil Rights
Analyst‘s work may involve complaint intake/assessment,
1nvest1gating complaints, local situations of laws, policies,

practices, or conditions that lead to the clustering,

segregation, and isolation of protected clasees (racial and
ethnic minorities, women, disabled persons, families with
children,. etc.) Using information technology, the fair housing

- planning procees, and/or enforcement techniques, the Civil Rights

Analyst conducts investigations, fact-finding, facilitation,
analysis, and negotiatione to bring about solutions to civil
rights-related problems.

In the area of enforcement, the incumbent is primarily

" involved in intake/assessment and/or investigation, conciliation,

and resolution of complex, highly sensitive and difficult
allegations of discrimination related- to housing and employment.

In the area of compliance, the incumbent is primarily
inveolved in performing reviews of the fair housing policies/
practices of recipients of federal funds (e.g. Public Housing
Authorities, Assisted Housging, and other HUD subsidized housing
programs) in order to secure compliance under Title VI, Section
109, Section S04, and Executive Order 11063.

In the area of operations, the incumbent is primarily
involved in assessing program effectiveness in given localities
by reviewing fair housing program plans for consistency with
program objectives.

The incumbent is a fair housing and equal opportunity
specialist in the administration of the Department’'s civil
rights-related program requirements, in connection with Title
VIII of the Civil Rights Act of 1968, Title VI of the Civil
Rights Act of 1964, Section 109 of the Housing and Community
Development Act of 1974, Section 504 of the Rehabilitation Act of
1973, the Americans with Disabilities Act, the Age Discrimination
Act, and other relevant Executive Orders and requlations, The
incumbent undertakes a wide variety of assignments which may be
in the areas of enforcement, compllance and/or program
operations, working in conjunction with other Egual Opportunity
Specialists, HUD program staff, and counsel.

a3
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DUTIES
ENPORCEMENT

Intakes/Ascegsses, investigates, conciliates, and/or resolves
complex, highly sensitive and difficult allegations of
discrimination related to housing, and employment.

Conducts systemic housing discrimination complaints, which affect
large numbers of minorities and women, or which have been in
effect for a substantial period of time, resulting in
institutional or flagrant housing discrimination patterns of
practices.

Interviewas complainants and witneeses to obtain evidence relevant
to the ‘allegation of discrimination.

Contacts respondents to serve charges, explains respondent'’s
rights and obligations under the law, and conducts interviews to
obtain evidence.

Interviews recipient officials and. representatives, citizen
groups, -and others to cbtain relevant information.

Prepares final investigative reports, critically analyzes
evidence, and makes findings and recommendations.

Drafts subpoenas, when required to obtaln documents, records, or
testimony.

Drafts letters of determination for the Director.

Morks with Fair Housing Assistance Programe Agencies in the
implementation of their responsibilities under the Fair Housing
Act and other applicable statutes, rules and regulations.

Assists local officials, organizations, and communlty groups in
f;nding ways to reverse or eliminate patterns or practices that
injure those protected by civil rights laws.

Works with all necessary HUD divisions and personnel beyond FHEO
as well as appropriate persons and organizations outside of HUD
to achieve improvements for protected classes, in close
consultation with supervisor or higher management officials.
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COMPLIANCE

Assists in performlng compliance reviews of the fair housing
policies/ practices of recipients of federal monies, i.e., Public
Housing Authorities, Assisted Housing, and other HUD sub51dlzed
housing programs.

Secures voluntary compliance and/or attempts conciliation with
reciplents of HUD funds under Title VI, Sectidén 109, Section 504,
and Executive Order 11063, If settlement fails, drafts
recommendations for further action on charges.

Prepares final investigative reports or a standard compliance
review format which includes specifying issues, presenting facts
germane to those issues, critically analyzing evidence, and
making findings and recommendations.

Drafts letters of determination.

Interviews complainants and witnesses to obtain evidence relevant
to the allegation of diserimination.

Contacts respondents to serve charges, explain respbndent's
rights and obligations under the law and conducts interviews to
obtain evidence.

Interviews recipient officials and representatives, citizen
groups and others to obtain relevant information.

Assists in the processing, investigation, and conciliation of
housing discrimination complaints of an extrémely complex or
sensitive nature such as those involving widespread land use,
conflicting or potentially unenforceable local occupancy and
zoning codes, handicap access under multiple authorities,
residential financing and brokerage and appraisal practices, and
prepares memoranda raising issues concerning jurisdictional and
other legal questions for presentat;on and consultation with
counsél, as needed. 3

Works with all necessary HUD divisions and personnel beyond FHEO
as well as appropriate persons and organizations outside of HUD
to achieve improvemente for protected classes, in close
consultation with supervisor or higher management officials.

Reviews documents pertaining to recip1ent or respondent practices
ard policies.
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PRO OPERATIO

Assists in assessing program effectiveness by reviewing fair
housing program plans for consistency with program objectives.
Identifies operational problems and recommends corrective action.

= ==d armirhaniraa farra naing information technology to
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5

Assists in drafting statements on a wide variety of complex or
systemic discrimination issues. Prepares replies to written
inquiries of a controversial nature or program area.

Performs a wide variety of complex assignments, working in
conjunction with other Fair Housing and Equal Opportunity staff,
HUD Program, Counsel staff, and others as needed, to effectively
carry out the functions of FHEO.

Maintains continuing liaison with the higher management officials
of other Federal agencies administering civil rights programs
related to or having an impact on those of HUD, including the
Comptroller of the Currency, Federal Reserve Bank, Small Business
Administration (SBA), Department of Justice, Federal Bureau of
Investigation, Department of Agriculture, General Services
Administration, Federal Home Loan Bank Board, and others.

actor 1 - ledge Require the Position

Basic working knowledge of the rules, regulations, and statutes
prohibiting discrimination in housing and employment, and in the
use of federal funds for HUD housing, hous:ng management, and
community development programs.

The incumbent muat have a developing knowledge of specific HUD
programs, how to retrieve data related toc them, and recognize
where incorrect application of programs will impact negatively
upon EO concerns.

Knowledge of agency procedures for accepting, investigating and
settling complaints and the legal rights and cbligations of
parties to the complaint and of witnesses.

Knowledge of conventicnal investigative technigques, and a general
understanding of settlement negotiating techniques,.

Skill in investigating complaints, interviewing parties to the
complaint and witnesses, rev1ew1ng documentary evidence,
analyzing evidence and writing reports, memoranda and letters.

Knowledge of the geographical areas being served. This includes a
knowledge of the local government and businees institutions, as
well as social and economic factors that apply to FHEO issuest

8kill in meeting with parties to the complaint to negotiate
settlements.

Skill in the use of computer systems and technology.
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Factor 2 - Bupervisoc Controla

The incumbent is supervisged by the Branch Chief who makes work
assignments and tracke accomplishments, The incumbent works -
independently in planning and carrying out the assignments,
selects the appropriate review, investigative and conciliation
techniques to complete the assignment more adequately.,

Completed work including investigation reports and files and
decision letters are reviewed for technical soundness,
completeness and conformity to program requirements.

Factor 3 - delines

Guidelines include the broad range of applicable laws and
executive ordere covering fair housing and egqual opportunity,
investigation and conciliation manuals, agency directives, agency
precedent and pertinent reference and regulatory materials.
Guidelines frequently require interpretation in their application
to specific situations. The incumbent exerciges judgment to
interpret and adapt guidelines to specific factual situations of
alleged discriminatory housing practices or policies. )

Factor 4 - C axit

Assignments are to conduct complete investigations and compliance
reviews requiring the use of a variety of conventional
factfinding and analytlcal techniques and to complete the case
file including a written analysis and recommended decision.
Cases assigned for investigation are normally characterized by
the following: 1) determination of the validity of complainants
.and respondents positicns in routine complaints; 2) parties axe
predisposed toward reaching an agreement and guides for
resolution are clear; and 3) problems anticipated are resolved
during the course of the inveatigation with minimal or no
supervisory guidance.

Determines what needs to be done, under supervision and
establishes the sequence in which all courses of action are to be
accomplished including selection and strategy of/for interviewing
witnesses.

Factor cope g ffaa

Work results in 1nveatzgat1ve reports, conclusions and
recommendations which have immediate impact. The work results
include investigative reports, conclusions, and recommendations
that constitute a technical recommendation for a finding in
individual discrimination complaints. Findings eventually impact
on a agency housing policies and practices and individual‘s
housing opportunities through conciliation or litigatioén.
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actor 6§ - Perpon Contact

Contacts are with the general public, complainants, respondents,
management officials, attorneys, managers of real eatate firms,
financial institutions and public agencies, etc. Each contact is
different and independent and the role and authority of
participants is usually developed during the course of the
meeting oxr interview.

Factor 7 - Purpose of Contact

The purpose of the contacts is to interview persons and discuss
controversial issues to obtain information and opinions from
individuals or groups who may be skeptical or hostile to the
purpose of the interview. Incumbent must maintain control of the
situation during all contacts so as to expedite investigations
and negotiations of settlements and obtain needed information.

Fagtor 8 -~ iecal D ds

The work requires periods of physical exertion such as extended
periods of intensive negotiation or conciliation without rest
periods. It includes meeting with parties, to conciliate
complaints and voluntary compliance agreemente, in intensive

- conciliation or negotiations sessions, for periods of four hours
or longer. The work requires specific, but common physical
characteristics and abilities, such as above average agility,
physical and emotional stamina, and resistance to fatigue.
Physical exertion involves prolonged stooping, kneeling, and
bending to obtain data from files and occasional brief visits to
sites during the fact-finding phase.

actor - rk Envir nt

In additicn to working in an office setting, which involves °
everyday risks and discomforts, the work regularly include visits
to construction and geographical areas which may pose a threat of
physical violence or that may involve moderate discomforts or
risks. Work and physical movements must be carefully planned to
avoid particular dangers. ‘



