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SUPERVISORY OPERATIONS OFFICER
GS-0301-15

INTRODUCTION

This position exists in the immediate office of the Regional Director (RD), Office of
Field Policy and Management, in one of the largest multi-state jurisdictions. The
Regional Director is responsible for ensuring the effective delivery of the Department’s
services to customers within an assigned geographical area. The RD is also responsible
for representing and speaking for the Secretary with Congressional delegations,
govemors, mayors, local leaders, state legislators, representatives of industry, and public
and private interest groups. Through such contacts, the RD advocates, supports and
defends the Department’s policies and programS'and provides advice to the Secretary on
the development of programs and policies having national impact.

The incumbent serves as Supervisory Operations Officer to the Regional Director.
Responsibilities include: supervising the immediate office staff. Coordinates community
and customer service issues, Secretarial Initiatives and helps resolve program delivery
problems for the office jurisdiction in which they are located.

DUTIES AND RESPONSIBILITIES

Specifically, the Supervisory Operations Officer performs the following duties:

1. Assigns, directs and reviews the work of subordinate employees; plans schedules and
coordinates work operations of the Division; resolves problems related to the work of
the Division; develops the subordinate staff’s performance standards;
approves/disapproves employee requests for leave and rates performance;
recommends awards and takes disciplinary action when necessary.

2. In the absence of the Director, serves as the acting official in managing regionwide
functions of the office, including office administrative, operational and resource
functions; supervises office staff; and signs official correspondence.

3. Assists the RD/Deputy Director in ensuring the operational functions of the office are
carried out in an efficient and effective manner, and that HUD programs are
administered in a manner so as to (a) provide a coordinated approach to customer
needs; (b) ensure that program delivery is effectively integrated, coordinated and
leveraged to the maximum benefit of the Department; and (c) ensure that cross-
program delivery is executed to meet Department goals and commitments.

4. Assists in the coordination, development and reporting of the office-wide
management plan. Recommends appropriate actions to resolve/remove bottlenecks,
problems and assure goal accomplishment.



necessary, to ensure maximum positive impact on communities. Ensures that limited
staff and other resources
SUPERVISORY OPERATIONS OFFICER, GS-0301-15 (CONT’D)

are used to maximum effect to ensure that the objectives of the Department are being met
realistically within community outreach program guidelines. Also, the purpose of the
work is to provide a comprehensive level of expertise in identifying and proving
innovative solutions to critical problems affecting community outreach programs or
issues related to a variety of associated program applications.

The results of the work directed by the incumbent, involving Field Program Management,
directly impacts the lives of millions of low-income people nationwide.

FACTOR 2 - ORGANIZATIONAL SETTING

The incumbent of this position reports to the Deputy/Regional Director, an SES position.
This position is accountable to a position which directs a substantial GS/GM-15 or
equivalent level workload; and directs work through GS-15 subordinate supervisors.

FACTOR 3 - SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED

The incumbent of this position serves as a manager and first-level supervisor, exercising
delegated authority to manage office administrative, operational and resource functions;
and supervise front office staff. Advises the Regional Director on the allocation of
administrative and operational resource needs to achieve Departmental goals and
objectives.

FACTOR 4 - PERSONAL CONTACTS

4A - NATURE OF CONTACTS

Personal contacts include a significant group of government, business, and community
officials. This category includes mayors, governors, state legislators, Federal officials,
banking groups, community action leaders, savings and loan entities and tenant groups.
Other personal contacts include members of the media.

4B - PURPOSE OF CONTACTS

The purpose of the contacts is to have dialogue with the range of audience and to provide
persuasion in influencing local groups to accept the Regional Director’s, Supervisory
Operations Officer’s or the Department’s peint of view or policy position regarding local
or statewide housing, community and ¢conomic development issues. The purpose of the
contacts also involves presenting HUD’s goals and viewpoints on behalf of the



Department at professional conferences, summits, forums, and meetings convened to deal
with a variety of issues of considerable consequence or importance to the Department.

SUPERVISORY OPERATIONS OFFICER, GS-0301-15 (CONT’D)
The establishment of contacts is frequently an important aspect of the work at this level

and requires tact and negotiating skills. The incumbent must have expert skills in this
area in order to effectively manage the office when acting for the RD or the Deputy RD.

FACTOR 5 - DIFICULTY OF TYPICAL WORK DIRECTED

At least 25% of the non-supervisbry duty hours of subordinates and others (i.e.,
contractor employees) is expended on work at the GS-13level or above.

FACTOR 6 - OTHER CONDITIONS

This position requires significant and extensive coordination and integration of program
segments and projects of administrative work comparable to the GS-13 level. Incumbent
makes recommendations having direct and substantial impact on the organization and
projects managed in the following areas:

¢ identifying and integrating internal and external program issues affecting the
Field Policy and Management program.

¢ managing through a subordinate supervisor who directs substantial workloads
comparable to the GS-13 level.

e asubstantial portion of the workload for which the supervisor is responsible is
regularly carried out at one or more locations which are physically removed
from the main unit.



Position Classification Evaluation Statement
Position Number: Replaces

Organizational Location: This position is located in either the immediate offices of the
Regional Director (RD) or the Field Office Director (FD), Office of Field Policy
Management, U.S. Department of Housing and Urban Development, Washington, D.C.

References: (1) Miscellaneous Administration and Program Series, TS-34, 01/79; (2)
Administrative Analysis Grade Evaluation Guide, TS-98, 08/90; and (3) the Primary
Standard.

Background: The Office of Field Policy Management submitted new position
descriptions to the Office of Human Resources to be classified as a result of their pending
deployment of a significant number of personnel to other program offices within the
agency. This position is very similar to the existing classified position description with
the exception of duties related to “Community Builder”. This position will remain with
the Office of Field Policy Management.

Pay Plan Determination: This position is below the 16-grade level in the competitive
service. Thus, the appropriate pay plan determination is GS.

Title and Series Determination: This position primarily serves as an advisor to the
Regional Director or Field Office Director on the evaluation of the effectiveness of
government programs and operations or the productivity and efficiency of agency
programs. This position requires a substantial knowledge of agency programs and
activities; agency mission, policies and objectives; management principles and processes;
and the analytical and evaluative methods and techniques for assessing program
development as they related to long range planning of programs and objectives. This
work requires skill in fact-finding and investigative techniques; oral and written
communications; and development of presentations and reports.

The work performed by this position is administrative in nature and does not require
specialized subject matter knowledge, skill, and ability. Though work performed by this
position does not require a positive education requirement, it does require a high degree
of qualitative and/or quantitative analytical skills, the ability to research problems and
issues, written and oral communication skills, and the application of mature judgment in
problem solving.

Grade Determination: A nine-factor analysis using the Primary Standard reveals:



Factor 5. Scope and Effect 5-6 450 points
The purpose of the work is to perform very broad and extensive assignments related to
HUD programs that are of significant interests to public and to Congress. Studies
frequently involve extensive problems of coordination between other agencies in fact-
finding and in reviewing and testing recommendations in interested agencies or with
outside groups.

Factor 6. Personal Contacts 6-4 " 110 points
The personal contacts are with individuals or groups from outside the employing agency
at national or international levels in highly unstructured settings, e.g., contacts are
characterized by problems such as, the officials may be relatively inaccessible;
arrangements may have to be made for accompanying staff members; appointments may
have to be made well in advance; each party may be made for accompanying staff
members; appointments may have to be made well in advance. Typical of contacts at this
level are those with Members of Congress, nationally recognized representatives of the
news media. '

Factor 7. Purpose of Contacts 7-4 220 points
Contacts are to provide advice to managers and other officials on program related issues
and concerns. Contacts typically involve such matters as recommending solutions to
administrative problems and provide guidance to subordinate activities, to coordinate and
persuade/influence managers on the implementation of policy or procedural changes, and
to determine their potential effect at the operational level. The employee’s assure
consistent interpretation and implementation of new policy issues throughout the
department. '

Factor 8. Physical Demands 8-1 5 points
The work is sedentary in nature and does not require any special physical demands to
perform the work.

Factor 9. Work Environment 9-1 5 points
The work is performed in a typical office setting.

TOTAL POINTS = 4,090
GS-15 Point Range = 4055-

Final Classification: Based on the above evaluation, the final classification
determination of this position is GS-0301-15, Operations Officer

Competitive Level Determination: 2750
Position Sensitivity Determination: INU
Bus Code Determination:

FLSA Determination: Exempt



Factors Level Points

Factor 1. Knowledge Required by the Position 1-8 1550 points

~ This position requires mastery of analytical application of a wide range of qualitative
and/or qualitative methods for the assessment and improvement of program effectiveness
or the improvement of complex management processes and systems. This position
requires comprehensive knowledge of the range of administrative laws, policies,
regulations and precedents applicable to the administrative of one or more agency
programs. Typically, this includes knowledge of agency program goals and objectives.
Work performed requires knowledge of relationships with other programs and key
administrative support functions within HUD or iri ‘other agencies.

Factor 2. Supervisory Controls - - ' 2-5 450 points
The employee is a recognized consultant in the analysis and evaluation of program
activities and is subject only to the administrative and policy direction of the overall
project priorities and objectives. The employee is delegated complete authority to plan,
schedule and carryout program activities and exercises discretion and judgment in
determining whether to broaden or narrow the scope of projects. Analyses, evaluations,
and recommendations developed by the employee are reviewed only for potential
influence on broad agency policy objectives and program goals. Findings and
recommendations are normally accepted without little change.

Factor 3. Guidelines 3-5 650 points
Guidelines are broadly stated and nonspecific such as policy statements and basic
legislation that requires extensive interpretation (Executive Orders, Public Laws,
Directives, Congressional Bills, etc.). The incumbent must use judgment in interpreting
the intent or the guides that do exist and in developing applications to specific areas of
work. Frequently the employee is recognized as a technical authority in the development
and interpretation of such guidelines.

Factor 4. Complexity " 4-6 450 points

The work consists of broad functions and processes of an administrative field.
Assignments are characterized by intensity of effort and involve several phases pursued
concurrently or sequentially with the support of others within or outside the organization.
Decisions of what needs to be done include largely undefined issues



