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Assistant Secretary for Community Planning and Development
Conununity Planning and Development Division

BUD Field Office

Community Planning and Development Program Advisor
GS-0301-13 (fuewmbency Only)

This position is located in the Community Planning and Development Division, HUD

“ - Field Qffice. The incumbent is generally the point of contact on behalf of Fthe -

- " CPD Direstor with the full array of CFD Program grantees within the geographic -
Jozation of the HUD Field Office. Areas of specific program knowledge and expertise
are; Community Development Block Grant (CDBG) Entirlement and State Programs,
HOME, Section 108 Loan Guarantee Programs, Economic Development Inidative (EDI),
Bomeless Asgistance Programs including Emergency Shelter - Gramts, Housing
Opportunities for Persons With AIDS (HOPWA), and Supportive Housing Programs:
HOPE 3, the Neighborhood Development Program, Empowerment Zoue and Enterprise
Communny Frogram, and Technical Assistance Programs, The incumbens is responsible
for assuring such programs are effectively coordinated throuzh the Consolidated Plan
proeess and furthers CPD*s Cantiowum of Care aud CDBG = JOBS policy objectives.
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The ineumbent nses exiensive knowledge of the Department’s legislation,

regulations and pohcy directives in all programs {rom a local and national perspective
to provide information, advice and technical assistance to elected officials, Chief
Executive Officers, senior Jevel staff, managers and other officials at the city, county or
State povernment levels, private-not-for profit end the private business sector. The CPD
Advisor will be required to have knowledge of the pranfees in the Field Office
jurisdiction, with emphasis on thase grantecs of particular concern to the CPD Direcror,
the Assisiant Secretary for CPD and the Secretary of the Department. These
responsibilities require the incumbent to possess considerable commumicaton amd
negotiation skills, a through understanding of one or mare HUD programs and the ability
to translate administration Pohcy goals into effective mplementatxon : -

strategies.
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: _;ET{: “The CPD Program ‘Advisor Dinst” possess ‘and Exeicisé aouud Judgemcnr and S5 ..7.—.:_ :H.-__“ -
- oo = i ative inDvercoming pbstacles to prograty impleéfiantaton.” 1o & majorly of the fases, )
* the CPD Program Advisor will be called upon to act as a trouble shooter to assist in the
resolution of complex issues and to foster cooperative worhng relationships between
parties at the State and local government levels involved in CPD programs, within the
- CPD Field Office. The CPD Program Advisor must be able fo deal with hostile
“aundience or grantees, exercising tact and judgement when speaking for the Department,
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. .z nvolye participation fu.workshops ‘o Araining to”a grantes’s staff”naimng cag b e T
-~ formal or informal, depending upon the Tigeds of thé Brafiteé(s). Thé CPD ™ "Program

Duties and onsibilities

A. Representation. Through written aud oral presentations, the CPD Program Advisor
is called upon to represeqt the CPD Director at varions meetings and public events. In
addition, he/she must be able to respond to telephonic, written or in-person requests from
grantees, HUD, state and local and other Federal cofficials, the Sec ch or Area
Coordinator, and the public on CPD programs and progrars inidarives. - The -CPD
" Program Advisor may be called upon to address Swate and local govermment bodies,
private pof-for-profit agenciss, civic groups, or professionsl organizations on ‘CPD
programs or {nitiatives and Sectetarial prioritics..- The CPD Program Advisor must

- pOssess pubhc speaking, skills and be'dble 1o Eoniaiiinicace effectively i Jarge dnd small =

group meetings with persons of diverse ethnic backgrounds and knowledge of CPD
Programs.

B. Technical Assistance and Training, The CFD Program Advisor provides support
and assistance to grantees in meeting their Incal communiry-development, affordable
honsing and bomeless needs in a comprehensive, consolidated mapuner, The CPD
Program Advisor assists cument and potential grantees with meeting gpplicarion or
submission requirements through either direct assistance, written commumication, or
referral and coardination with other CPD or HUD staff. He/she underiakes assistance,
after program approval, with regard to Federal requirements for program operation,
suggests solutions if difficulities arise and shares information regarding improved
management practices, The CPD Program Advisor may, at the request of, or with the
approval of; the CPD Dircetor, may ‘establish and chair special task forces or working
groups to suggest improvements in Field Office operations, grantee operations or to assist
a grantee with long-standing or particular problems.

As neesssary, the CPD Program Advisor is required 1o lay out options for the CPD
Director and staff to consider to make program cperate more cffectively. The CFD
Program Advisor is involved in assisting in the formulation of programmatic options and

+ analysis of ways to strearnline pmgrams climinate adminisrrative obstacles and improve  + '

grautee performance '
The technical assistance iz prowded mast often on an individual basis, but may also

Adviser is expected to take the lead and exercise considersble independent
judgroent regarding the most appropmte technical assistance to be pmwdcd and whether

or ngt short- or long-term asmstance is req\urcd



C. Daocument Reviews. The CPD Program Advisor assists as needed in the review of
applications or Final Statements for rhe following programs: Comnranity Development
Block Grant (CDBG); Special Needs Assistance (Homeless) Programs; HOPWA:
Emergency Shelter Grant; Technical Assistance and other special discrerionary programs.
The CPD Program Advisor monitors plans and reports periodically submined by granrees
and working with Program Management Teams,' determines areas where training or
. : technical assistance would be most sppropriate e.g. Consolidated ‘Plans, semi-anral,
anmal aod closeout reports; and Gramtee Performaunce Reports (GPRs). The CPD
Program Advisar is expected to take the lead and inform CPD senior level staff of any ,
.- disparities or deficiencies and provide alrernative recommended courses ofactiog that the - .7 <,
" #*~CPD repregentatives could offer to Frantées s vemedies to correct the noted deficiencies =~
- or diserepancies. The CPD Program Advisor is also expected to organize and coordinate
with other HUD staff to determine grantee performance and capacity mmdmg working
with the staff tv develop improved risk avalysis methodologies and coordinated
procedures to reduce duplicate or overlapping fanctions. The CPD Program Advisor
using his/her own mitiative may recommend revisians to existing procedures or forms
ga fhat povernment processes may be sizeamlined and made more effective.
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- . Monitoring. The CPD Program Advisor has oversight for énsuring thar moniroring
findings or outstanding audits are all cleared within the required time-frames. The
Program Advisor js responsible for monitoring and evaluating recipients of CDBG,
Special Needs Assistance Programs (Hotneless) and other grants. This process requires
planning, schedu]mg conducting on-site reviews, analyzing information, coordimating
group activities and recommending subsequem actions. Using previous performance
reports and assessments, a working knowledge of the grantee, and information gaiped
from specialists or other CPD Team members, the CPD Advisor performs risk analysis,
participatés in Team and Divisiop-wide selection processes, and prepares written
strategies for monitoring. The CPD Program Advisor may organize 4 moniroring team
to assist in the review of a grantee with multiple problemn areas. As part of thar team
effort, the CPD Program Advisor is the recognized resource in the Field Office in terms
of understanding the scope of grantee problems, the applicability of federal laws and
statues affecting the gramtes's ability to parform, and designing alternarive appropriate
strategies or solntions, Hefshe plays a major role in cunrdmanng momtonng Teview A
teams with the grantee and mher HUD staff speclahsts ot s i 221
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‘o~ == Following ‘the oa-ire poman of the Teview, the CPD Progmm Adv:sor is pnmanly .
respunsihle for assessing the adequacy of the review team’s efforts in addressing a
grantee's ‘monagement system(s), determining whether team members adequatcly

" addressed compliance in such priority aress as program process, accoumability of -
awarded funds and program income, program benefit, national objectives and eligibility, .. .

" and effective use of funds and sub-recipient management. He/she may also be required,
to conduct preliminary reviews iu such areas as ¢nvironment, lzbor standards,
acqguisition/relocation, and rebabilitation. '
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The incumbent analyzes sample data, reviews files, and performs inspecrions of activities
fended by CPD program gra.uts He/she apalyzes the information obtained and
determines wherher the grantee 2as complied with applicable laws and regulations, When
the amalysis of the op-Site review has been completed, the CPD Technical Advisor
conveys the resulis of this analysis to CPD sraff, both orally and in writiy, He/she is
responsible for ensuring that appropriate follow-up actmns are taken to assare thar all
monitoring findings and concerns are tesolved. ¢ *

E. Campletions and Closeonts, The CPD Program Adviser effects and coordinates the
compleuon and closeout of assigned projects and grants. He/she is responsible for advising
. the' grantee of the Closeont Jprocess with the ‘appropriate staff, . - -

T, Supervisory Controls!

Supervislon Exercised: As 2 CPD Program Advisor, the incumbent may serve as team
leader, working with other CPD Representatives and connterpart staff from other offices
within HUD to solve particulatly complex problems and issues, The CPD Program
Advisor is assigned responsibility for projects and acrivities which require extensive
coordination within and ontside the Department, *While the CPD Program Advisor does
not earry out all supervisory functions, he/she may assign and review work of ather team
members and may provide performance information 1o the official supervisor.

Snpemsinn Received: The CPD Program Advisor works under the general supervision
of the CPD Director or Deputy CPD ‘Director and funcrions with considerable
independence in all aspects of assigned work, within the limits of practice and policy.
Guidelines consist of handbooks, agency directives, OMB Circulars and, directives,
program guidance and accepted grant practices but they have limited applicability to
require considerable adaptation to specific grantee problems.

IV. Other Significant Factarg -

The CPD Program Advisor nmst possess the ability to commuaicate effectively both
orally and in writing. Considerable tact, dlplomacy and persuamun are reqmred to deal

T et iea.

-y

R

A CPD ng-ram Advisor is expected to have a broad knowledge of the social,
environmental, economic and political forces that comprise the array of commmuniry
development and affordable housing needs of grantee’s within the geographic area of the
Field Office.
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