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Office of Community Planning and Development
HUD Field Office
Relocation Specialist, GS-301-13

1. Introduction:

This position is located in the Community Planning and Development (CPD). The
incumbent serves as a Relocation Specialist for the Region and is responsible for assisting
Headquarters in the development and implementation of Department-wide policies,
standards, regulations, procedures and advisory materials implementing the Uniform
Relocation Assistance and Real Property Acquisition Policies Act and other laws and
regulations governing displacement and real property acquisition.

II. Major Duties and Responsibilities:

The incumbent in this position is given broad assignments, and exercises personal initiative
in carrying out the following functions:

A. Provides written and oral guidance and assistance concerning the interpretation of
relocation, replacement of housing and real property acquisition policies, rules and
regulatory provisions. This includes direct communication and correspondence
with field staff, grantees, members of the general public, and public interest

groups.

B.  Assists Headquarters to develop regulations, handbooks, and notices or develops
local memoranda to promulgate operational policy and procedures, and ensures
that they reflect a thorough understanding of current policy and statutory
requirements.

C. Reviews and evaluates the effectiveness of Field Office execution of Departmental
policies and requirements governing relocation, the replacement of -housing, and
real property acquisition for the purpose of ensuring compliance with laws,
regulations and other established policies and requirements.

D. Reviews and evaluates the performance of HUD grantees in carrying out
relocation and real property acquisition policies and requirements. This includes
the examination of files, interviews with State and local officials and with
property owners and displaced persons, and the inspection of replacement
housing.

E. Develops, coordinates and conducts relocation, replacement of housing and real

property acquisition training and technical assistance programs for HUD and local

- agency staff. Develops or reviews curriculum, content, materials, and training

design for workshops, seminars and other training events. Assists and advises
training and technical assistance providers.



III.

H.

L.

Prepares reports and information for the use of the Office of Community Planning
and Development and other HUD staff on general relocation and real estate
problems and recommends solutions to problems encountered in specific cases
and projects.

Prepares replies to written inquiries from Congressmen, local officials, HUD field
office staff, and other individuals, in connection with relocation, replacement of
housing and real estate matters. Replies require resolution of technical problems
and explanation and clarification of policy.

Works with staff of both public and private agencies to coordinate efforts and
initiate joint projects.

Performs other tasks as requested by CPD Director.

Supervisory Relationships:

A.

B.

Supervision Received: The incumbent performs duties under the general direction
of the CPD Director. The incumbent receives assignments through program
discussions, conferences or written directives. He/she is expected to outline the
objectives of the assignment, resources needed, and plans to assure proper
coordination with other organizations within the Region. The incumbent is
expected to use his/her own initiative in proposing and developing projects. The
incumbent's work is reviewed periodically for progress, quality and results
achieved. He/she is expected to use professional judgment in carrying out
assigned duties and responsibilities.

Supervision Performed: None.

Other Significant Elements

The incumbent is depended upon to use a broad range of professional skills to perform
required duties and undertake policy initiatives using new techniques and
methodologies. Expertise in relocation, replacement of housing and real property
acquisitions policy, a working knowledge of HUD programs, and the ability to
formulate and implement policy initiatives is required. Experience in and the ability to
conceptualize and clearly communicate is necessary.



