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Appendix P

Position Descriptions
PROGRAM MANAGER

GS‑1101–14

INTRODUCTION
The incumbent of the position is located in the Multifamily Housing Service Center, and supervises, manages, and directs the Service Center work in general terms.  The incumbent’s responsibility includes fostering the overall objectives of Multifamily Housing Programs.  The incumbent is supervised by and responsible to the Office of the Deputy Assistant Secretary for Multifamily Housing Programs. The position requires detailed practical knowledge of' a wide range of policies and procedures for servicing of select FHA multifamily mortgage insurance programs, Section 202 and 811 programs, Section 221 (d) (3) Below Market Interest Rate program, Section 236 program, Rental Assistance Program and Rent Supplement Program, as well as knowledge of the Section 8 Project Based programs. While acting as a representative of HUD the position requires independent action in making determinations, recommendations, and investigations that involve the above program areas.

MAJOR DUTIES AND RESPONSIBILITIES 

The incumbent serves as the Program Manager with responsibility for all work associated with the Service Center, its assigned portfolio, industry and intergovernmental relations.  The position is responsible for: directing the day‑to‑day activities of subordinates, including distribution and balancing of workload; tracking work progress and status; estimating and reporting on work completion; instructing the team in specific tasks and job techniques; responding to and assisting with technical issues and problems; reporting on work performance and training needs; and administering the gain and loss of employees.   
The incumbent personally performs the tasks identified below, and directs the work of Service Center’s members performing similar or identical tasks, including those performing support functions. The incumbent is responsible for performing tasks typically identified as supervisory in nature, including approving leave, assigning performance elements, and I standards, and rating employees.

· Overall responsibilities for all operations, staff and workload related to the assigned portfolio;

· Direct supervision and oversight of the immediate office (Office of the Director) and its work; which includes one Supervisory Quality Control Analyst (GS-13/14), one Supervisory Financial Analyst (GS-13), and one Supervisory Program Specialist (GS-11

· Direct supervision and oversight of the three divisions and their work; 

· Direct supervision of the three Supervisory positions for the Program Compliance and Monitoring Division, Financial Processing Division, and the Supervisory Quality Control Analyst/Deputy Program Manager;

· Ultimate review and sign-off authority of all reporting requirements associated with PWS tasks;

· Developing, implementing, and enforcing policies to effectively perform the required work tasks; 

· Ensuring that all Quality Control recommendations are implemented and that work errors are investigated and resolved.

· Developing, implementing, and enforcing HUD policies and directives to effectively perform the required tasks;

· Ensuring that all data for reporting requirements is of high quality and accurate, and to ensure that all reports are submitted to the CGO in a timely manner; 

· Providing technical and programmatic guidance to the Supervisory Quality Control Analyst as required; 

· Providing guidance and direction to the support staff on human resource questions, information technology, and any other support elements;

· Ensuring that all Quality Control recommendations are implemented and that work errors are investigated and resolved; and

· Performs other duties as assigned.

General Management

Provides supervision and technical expertise including: oversight of , planning and determining subordinate work efforts, developing work plans and setting priorities; developing and interpretting performance standards and evaluating performance standards relating to  quality control, contract oversight, and/or general operations.   Incumbent assigns work, evaluates technical adequacy of work, maintains discipline, approves leave, provides counseling on performance and conduct problems, recommends promotions and job changes, and develops individual career plans. The incumbent is responsible for all industry, client and intergovernmental relations.  Ensures clients and business partners receive exceptional customer service.  

Project Management

Incumbent is responsible for oversight of technical planning of and work accomplished by contractors.   The responsibilities include, but are not limited to: analyzing, justifying, comparing cost; providing technical requirements and descriptions of the work to be accomplished; planning the work schedules, deadlines, and standards for acceptable work; arranging for subordinates to inspect quality or progress of work; remaining appraised of sub-contractor work schedules, processes, performance, any other related issues and taking appropriate action as required, and deciding on the acceptance, rejection, or correction of work products or services and similar matters which may affect payment to the sub-contractor.

Quality Control

The incumbent is responsible for the Service Center meeting accepted quality and timliness standards as expressed in the PWs, as well as other internally developed work standards, metrics, and procedures required to perfrom all of the tasks within the PWS.  Ensures that reports are reviewed, accurate and uses in depth knowledge of organizational mission, HUD regulations, quality control and organizational operations to determine the reasonableness of conclusions. The incumbent ensures that comprehensive and substantive quality control of all work assoicated with financial operations, compliance and all other assigned tasks is conducted. The incumbent as a subject matter expert in resolving extremely complex problems identifies the need for changes through review of program level quality control reports, organization analysis, staffing trends, training, travel, and technology. Works with subordinates to identify problem areas, develop and implement corrective action plans. Ensures that the application and interpretation of HUD requirements, oganizational standards and quality assurance guidelines occurs in an efficient and effective manner.  

NOTE: All HUD personnel will comply with safety regulations, occupational safety and health standards, and other safety directives and orders.

FACTOR 1.  PROGRAM SCOPE AND EFFECT (FL 1-4, 775 Pts)

The responsibilities assigned to this position are the managing staff and activities associated with the MEO and its assigned non Section 8 housing portfolio.  Services and recommendations emitting from this position are comprehensive because of their effect on overall HUD monitoring and oversight, work quality and consistency, and delivery of services to HUD clients. The restriction or termination of projects, legal actions, and the overall success or failure of the Department's objectives may be involved.

FACTOR 2.  ORGANIZATIONAL SETTING (FL 2-2, 250Pts)

The incumbent reports directly to the Deputy Assistant Secretary for the Office of Multifamily Housing. [NOTE: This arrangement will be finalized after the establishement of the MEO, post competition.]

FACTOR 3.  SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISE (FL 3-2c, 450 Pts)

Plans and schedules ongoing work of the Service Center.  Monitors staffing levels to ensure that levels adequately accommodate resources.  Coordinates and analyzes, and plans and directs, the activities of staff.  Determines long-range work plans and schedules, and is held responsible and accountable for meeting goals, objectives, and deadlines set by higher level management.  Plans, prioritizes, assigns, reviews, and accepts or rejects the work of subordinates. Evaluates subordinates.  Recommends staff selections, counsel employees and resolves performance and conduct problems.  Initiates disciplinary actions and training requests. Responsible for tracking and reporting progress and quality of performance.

FACTOR 4.  PERSONAL CONTACTS 

Nature of Contacts - Subfactor Level 4A-4 -- 100 Points

Personal contacts include visitors from other offices within the Department of Housing and Urban Development, representatives of Public Housing Authorities, city governing bodies, legal aids, sponsors, mortgagees, community groups, and professional groups. The incumbent has extensive working relationships with people doing business with the Department such as sponsors, contractors, architects, mortgagees, residents, and local governmental officials, and must use a high degree of tact in his/her contacts and professional judgment.

Purpose of Contacts  - Subfactor Level 4B-4 -- 125 points

Contacts are to advise on multifamily housing programs and policies; to provide technical assistance, exchange information, resolve differences, and serve to enhance Department public relations; to give and obtain information; to set up meetings or arrange travel; and to coordinate and ensure the release of correspondence and reports within required deadlines.

FACTOR 5 – DIFFICULTY OF TYPICAL WORK DIRECTED (FL 5-8.  1030 Points)

The highest qualifying level of basic nonsupervisory work directed is at the GS-13 level.

FACTOR 6 – OTHER CONDITIONS (FL 6-5a, 1225 Points)

Incumbent is responsible for a detailed knowledge of the FHA multifamily mortgage insurance and Section 202/811 programs. Knowledge of the multifamily housing mission, structure, and organizational relationships.  Mastery in ‑applying these principles to complex, sensitive, or precedent‑setting tasks.  Ability to make formal and informal presentations; ability to communicate with diverse partners and customers both orally and in writing.  Ability to work independently and within a team concept.  

Supervision and oversight requires significant and extensive coordination and integration of a number of important projects.  Requires incumbent to make major recommendations that have a direct effect on the administering and reviewing major multifamily housing programs.

The incumbent of this position requires the application of an advanced practical knowledge of HUD multifamily housing and must make sound decisions and judgments on a variety of complex problems. The incumbent must apply knowledge, reason and logic commensurate with his/her grade to arrive at a reasonable, workable and good decision.  The incumbent’s daily and routine actions are based on sound judgment and usually accepted without detailed justification.

Incumbent must be able to work effectively with all levels of the office staff in order to promote harmonious cooperation between specialists. 

Standard reference books, HUD manuals, dictionaries, HUD releases and guidelines are available as needed for reference purposes. In order to accomplish the desired results, the incumbent is expected to consult a large body of unwritten policies, precedents and practices which are not completely applicable to the work and are not specific and which deal with matters relating to judgment, efficiency and relative priorities rather than with procedural concerns.

TOTAL POINTS:  3955 = GS-14 (Range 3605-4050)

GRADE:  GS-14

SUPERVISORY QUALITY CONTROL ANALYST
(Also referred to as Deputy Program Manager)
GS‑1101–14

INTRODUCTION

The incumbent of the position is located in the Multifamily Housing Service Center and is supervised by and responsible to the Program Manager who assigns work in general terms of overall objectives and results desired. The position requires detailed practical knowledge of' a wide range of policies and procedures for servicing of the FHA multifamily mortgage insurance programs, the Section 202 and 811 programs, Section 221 (d) (3) Below Market Interest Rate program, Section 236 program, Rental Assistance Program and Rent Supplement Program, as well as knowledge of the Section 8 Project Based programs. While acting as a representative of HUD the position requires independent action in making determinations, recommendations, and investigations that involve the above program areas.

MAJOR DUTIES AND RESPONSIBILITIES 

The incumbent serves as Supervisory Quality Control Analyst with responsibility for directing the day‑to‑day activities of subordinates, including distribution and balancing of workload, tracking work progress and status both with his immediate staff and with other divisions.  The incumbent will be responsible for reporting on work completion, instructing the team in specific tasks and job techniques, responding to and assisting with technical issues and problems, reporting on work performance and training needs, and administering the gain and loss of employees.   

The incumbent may personally perform the tasks identified below, and directs the work of team members performing similar or identical tasks, including those performing support functions. The incumbent is responsible for performing tasks typically identified as supervisory in nature, including approving leave, assigning performance elements and standards, and rating employees.

· Assuming the duties and responsibilities for the Program Manager when required;

· Developing, implementing, and enforcing HUD policies and directives to effectively perform the required tasks;

· Ensuring that all data for reporting requirements is of high quality and accurate, and to ensure that all reports are submitted to the CGO in a timely manner;

· Providing technical guidance to the Quality Control Analyst on a continual basis;

· Performing quality control reviews of work products generated in the Program Compliance and Monitoring Division and Financial Processing Division.

· Providing guidance and direction to the support staff on human resource questions, information technology, and any other support elements;

· Administering and overseeing the work of the sub-contractor for voucher review, with the assistance of the Quality Control Analyst;

· Ensuring that all Quality Control recommendations are implemented, that work errors are investigated and resolved, as well as ensuring that assigned staff actually receives the training required to prevent errors; and

· Performs other duties as assigned.

General Management

Provides supervision and technical expertise including: planning and determining subordinate work efforts, developing work plans and setting priorities; developing performance standards and evaluating performance standards relating to quality control, contract oversight, and/or general operations.   Incumbent assigns work, evaluates technical adequacy of work, maintains discipline, approves leave, provides counseling on performance and conduct problems, recommends promotions and job changes, and develops individual career plans.  

Project Management

Incumbent may also be responsible for technical planning of and work accomplished by contractors. The responsibilities include: analyzing, justifying, comparing cost,  providing technical requirements and descriptions of the work to be accomplished; planning the work schedules, deadlines, and standards for acceptable work; arranging for subordinates to inspect quality or progress of work; coordinating and integrating contractor work schedules and processes with work of subordinates and others; and deciding on the acceptance, rejection, or correction of work products or services and similar matters which may affect payment to the contractor.

Quality Control

The incumbent is responsible for developing and documenting standards for measuring the efficiency and effectiveness of the work performed by subordinates. Reviews numerous reports and uses an in depth knowledge of quality control and operations to determine proper use of quality control techniques and the reasonableness of conclusions. The incumbent of this position performs comprehensive and substantive quality control of all work associated with financial operations, compliance and all other assigned tasks. The incumbent as a subject matter expert in resolving extremely complex problems identifies the need for changes through review of program level quality control reports. Works with subordinates to identify problem areas, develop and implement corrective action plans. Applies and interprets quality control guidelines and gives technical advice.  Provides information via telephone or in person to clients seeking assistance in the interpretation of the development and use of quality control guidelines and procedures. 

NOTE: All HUD personnel will comply with safety regulations, occupational safety and health standards, and other safety directives and orders.

FACTOR 1.  PROGRAM SCOPE AND EFFECT (FL 1-4, 775 Pts)

The responsibilities assigned to this position are for the purpose of managing quality control within the assigned non Section 8 housing portfolio.  Services and recommendations emitting from this position are comprehensive because of their effect on work quality and consistency, and delivery of services to HUD clients. The restriction or termination of projects, legal actions, and the overall success or failure of the Department’s objectives is involved.

FACTOR 2.  ORGANIZATIONAL SETTING (FL 2-2, 250Pts)

The incumbent reports directly to a GS-14 Program Manager which reports to a senior management position located in the Office of Multifamily Housing.

FACTOR 3.  SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISE (FL 3-2c, 450 Pts)

Coordinates and analyzes, and may plan or direct, the activities of staff including Management Analysts (GS 13), Quality Control Analysts (GS 13) and Program Assistants (GS 5-7), determine long-range work plans and schedules, and is held responsible and accountable for meeting goals, objectives, and deadlines set by higher level management.  Plans, prioritizes, assigns, reviews, and accepts or rejects the work of subordinates.  Evaluates subordinates.  Recommends staff selections, counsel employees and resolves performance and conduct problems.  Initiates disciplinary actions and training requests.

FACTOR 4.  PERSONAL CONTACTS (225 Pts)

Nature of Contacts - Subfactor Level 4A-4 -- 100 Points

Personal contacts include visitors from other offices within the Department of Housing and Urban Development, representatives of Public Housing Authorities, city governing bodies, legal aids, sponsors, mortgagees, community groups, and professional groups. The incumbent has extensive working relationships with people doing business with the Department such as sponsors, contractors, architects, mortgagees, residents, and local governmental officials, and must use a high degree of tact in his/her contacts and professional judgment.

Purpose of Contacts  - Subfactor Level 4B-4 -- 125 points

Contacts are to advise on multifamily housing programs and policies; to provide technical assistance, exchange information, resolve differences, and serve to enhance Department public relations; to give and obtain information; to set up meetings or arrange travel; and to coordinate and ensure the release of correspondence and reports within required deadlines.

FACTOR 5 – DIFFICULTY OF TYPICAL WORK DIRECTED (FL 5-8.  1030 Points)

The highest qualifying level of basic non-supervisory work directed is at the GS-13 level.

FACTOR 6 – OTHER CONDITIONS (FL 6-5a, 1225 Points)

Incumbent is responsible for a detailed knowledge of the FHA multifamily mortgage insurance and Section 202/811 programs. Knowledge of the multifamily housing mission, structure, and organizational relationships.  Mastery in applying these principles to complex, sensitive, or precedent‑setting tasks.  Ability to make formal and informal presentations; ability to communicate with diverse partners and customers both orally and in writing.  Ability to work independently and within a team concept.  

The incumbent of this position requires the application of an advanced practical knowledge of HUD multifamily housing and must make sound decisions and judgments on a variety of complex problems. The incumbent must apply knowledge, reason and logic commensurate with his/her grade to arrive at a reasonable, workable and good decision.  His/her daily and routine actions are based on sound judgment and usually accepted without detailed justification.

Incumbent must be able to work effectively with all levels of the office staff in order to promote harmonious cooperation between specialists. 

Standard reference books, HUD manuals, dictionaries, HUD releases and guidelines are available as needed for reference purposes. In order to accomplish the desired results, the incumbent is expected to consult a large body of unwritten policies, precedents and practices which are not completely applicable to the work and are not specific and which deal with matters relating to judgment, efficiency and relative priorities rather than with procedural concerns.

TOTAL POINTS:  3955 = GS-14 (Range 3605-4050)

SUPERVISORY QUALITY CONTROL ANALYST

GS‑1101–13
INTRODUCTION

The incumbent of the position is located in the Multifamily Housing Service Center and is supervised by and responsible to the Program Manager who assigns work in general terms of overall objectives and results desired. The position requires detailed practical knowledge of' a wide range of policies and procedures for servicing of the FHA multifamily mortgage insurance programs, the Section 202 and 811 programs, Section 221 (d) (3) Below Market Interest Rate program, Section 236 program, Rental Assistance Program and Rent Supplement Program, as well as knowledge of the Section 8 Project Based programs. While acting as a representative of HUD the position requires independent action in making determinations, and recommendations.
MAJOR DUTIES AND RESPONSIBILITIES 

The incumbent serves as Supervisory Quality Control Analyst with responsibility for directing the day‑to‑day activities of subordinates, including distribution and balancing of workload, tracking work progress and status both with his immediate staff and with other divisions, estimating and reporting on work completion, instructing the team in specific tasks and job techniques, responding to and assisting with technical issues and problems, reporting on work performance and training needs, and administering the gain and loss of employees.   The incumbent may personally perform the tasks identified below, and directs the work of team members performing similar or identical tasks, including those performing support functions. The incumbent is responsible for performing tasks typically identified as supervisory in nature, including approving leave, assigning performance elements, and standards, and rating employees.

· Assuming the duties and responsibilities for the Program Manager when required;

· Developing, implementing, and enforcing HUD policies and directives to effectively perform the required tasks;

· Ensuring that all data for reporting requirements is of high quality and accurate, and to ensure that all reports are submitted to the CGO in a timely manner;

· Providing technical guidance to the Quality Control Analyst on a continual basis;

· Performing quality control reviews of work products generated in the Program Compliance and Monitoring Division and Financial Processing Division.

· Providing guidance and direction to the support staff on human resource questions, information technology, and any other support elements;

· Administering and overseeing the work of the sub-contractor for voucher review, with the assistance of the Quality Control Analyst;

· Ensuring that all Quality Control recommendations are implemented, that work errors are investigated and resolved, as well as ensuring that assigned staff actually receives the training required to prevent errors; and

· Performs other duties as assigned.

General Management

Provides supervision and technical expertise including: planning and determining subordinate work efforts, developing work plans and setting priorities; developing performance standards and evaluating performance standards relating to quality control, contract oversight, and/or general operations.   Incumbent assigns work, evaluates technical adequacy of work, maintains discipline, approves leave, provides counseling on performance and conduct problems, recommends promotions and job changes, and develops individual career plans.  

Project Management

Incumbent may also be responsible for technical planning of and work accomplished by contractors.  The responsibilities include, but are not limited to: analyzing, justifying, comparing cost, and recommending whether work should be contracted out; providing technical requirements and descriptions of the work to be accomplished; planning the work schedules, deadlines, and standards for acceptable work; arranging for subordinates to inspect quality or progress of work; coordinating and integrating contractor work schedules and processes with work of subordinates and others; and deciding on the acceptance, rejection, or correction of work products or services and similar matters which may affect payment to the contractor.

Quality Control

The incumbent is responsible for developing and documenting standards for measuring the efficiency and effectiveness of the work performed by subordinates. Reviews numerous reports and uses an in depth knowledge of quality control and operations to determine proper use of quality control techniques and the reasonableness of conclusions. The incumbent of this position performs comprehensive and substantive quality control of all work associated with financial operations, compliance and all other assigned tasks. The incumbent as a subject matter expert in resolving extremely complex problems identifies the need for changes through review of program level quality control reports. Works with subordinates to identify problem areas, develop and implement corrective action plans. Applies and interprets quality control guidelines and gives technical advice.  Provides information via telephone or in person to clients seeking assistance in the interpretation of the development and use of quality control guidelines and procedures. 

NOTE: All HUD personnel will comply with safety regulations, occupational safety and health standards, and other safety directives and orders.

FACTOR 1.  PROGRAM SCOPE AND EFFECT (FL 1-4, 550 Pts)

The responsibilities assigned to this position are for the purpose of managing quality control within the assigned non Section 8 housing portfolio.  Services and recommendations emitting from this position are comprehensive because of their effect on work quality and consistency, and delivery of services to HUD clients. These responsibilities of this position will be assigned to a Service Center in a specific geographic area.   The restriction or termination of projects, legal actions, and the overall success or failure of the Department’s objectives is involved.

FACTOR 2.  ORGANIZATIONAL SETTING (FL 2-2, 250Pts)

The incumbent reports directly to a GS-14 Program Manager which reports to a senior management position located in the Office of Multifamily Housing.

FACTOR 3.  SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISE (F1 3-2c, 450 Pts)

Coordinates and analyzes, and may plan or direct, the activities of staff including, Management Analysts (GS 13), Quality Control Analysts (GS 13) and Program Assistants (GS 5-7), determine long-range work plans and schedules, and is held responsible and accountable for meeting goals, objectives, and deadlines set by higher level management.  Plans, prioritizes, assigns, reviews, and accepts or rejects the work of subordinates.  Evaluates subordinates.  Recommends staff selections, counsel employees and resolves performance and conduct problems.  Initiates disciplinary actions and training requests.

FACTOR 4.  PERSONAL CONTACTS (225 Pts)

Nature of Contacts - Subfactor Level 4A-4 -- 100 Points

Personal contacts include visitors from other offices within the Department of Housing and Urban Development, representatives of Public Housing Authorities, city governing bodies, legal aids, sponsors, mortgagees, community groups, and professional groups. The incumbent has extensive working relationships with people doing business with the Department such as sponsors, contractors, architects, mortgagees, residents, and local governmental officials, and must use a high degree of tact in his/her contacts and professional judgment.

Purpose of Contacts  - Subfactor Level 4B-4 -- 125 points

Contacts are to advise on multifamily housing programs and policies; to provide technical assistance, exchange information, resolve differences, and serve to enhance Department public relations; to give and obtain information; to set up meetings or arrange travel; and to coordinate and ensure the release of correspondence and reports within required deadlines.

FACTOR 5.  DIFFICULTY OF TYPICAL WORK DIRECTED (FL 5-7  930 Pts)

The highest qualifying level of basic non-supervisory work directed is at the GS-12 level.

FACTOR 6.  OTHER CONDITIONS (FL 6-5a, 1225 Pts)

Incumbent is responsible for a detailed knowledge of the FHA multifamily mortgage insurance and Section 202/811 programs. Knowledge of the multifamily housing mission, structure, and organizational relationships. Mastery in applying these principles to complex, sensitive, or precedent‑setting tasks.  Ability to make formal and informal presentations; ability to communicate with diverse partners and customers both orally and in writing.  Ability to work independently and within a team concept.  

The incumbent of this position requires the application of an advanced practical knowledge of HUD multifamily housing and must make sound decisions and judgments on a variety of complex problems. The incumbent must apply knowledge, reason and logic commensurate with his/her grade to arrive at a reasonable, workable and good decision.  His/her daily and routine actions are based on sound judgment and usually accepted without detailed justification.

Incumbent must be able to work effectively with all levels of the office staff in order to promote harmonious cooperation between specialists. 

Standard reference books, HUD manuals, dictionaries, HUD releases and guidelines are available as needed for reference purposes. In order to accomplish the desired results, the incumbent is expected to consult a large body of unwritten policies, precedents and practices which are not completely applicable to the work and are not specific and which deal with matters relating to judgment, efficiency and relative priorities rather than with procedural concerns.

TOTAL POINTS:  3380 = GS-13 (Range 3155 - 3600)
SUPERVISORY FINANCIAL ANALYST
GS‑1160–13

INTRODUCTION

The incumbent of the position is located in the Multifamily Housing Service Center.  The position requires practical knowledge of basic accounting principles and a broad range of financial analysis and financial management policies and procedures.  The incumbent serves as a technical expert for the Service Center on financial analysis and monitors the financial management and financial reporting activities of an assigned portfolio of multifamily properties participating in various HUD multifamily programs.    

MAJOR DUTIES AND RESPONSIBILITIES 

The incumbent serves as the supervisor responsible for oversight over the principal financial compliance specialists who are assigned portfolios of multifamily properties and as an advisor to the Service Center on the financial activities of other properties or projects as assigned.  The incumbent manages assignment, monitors workflow, and reviews the work performed by Financial Analysts.  The incumbent may assist or perform one or more of the following tasks, in collaboration or independently from the primary Financial Analyst assigned to the specific task. 

1. Processes special claims including special claims for rent-up vacancies, regular vacancies, special claims for unpaid rent and claims for tenant damages.

2. Processes rent adjustments and utility allowance adjustments for an assigned portfolio of properties.  This may include: the screening of rent adjustment and/or utility allowance requests; analysis of the adjustment request; preparing of a rent or utility allowance decision letter and Rent Schedule (HUD-92458) or preparing a denial letter;   reviewing appeals of rent/utility allowance decisions; contacting property owners or their representatives and management agents.   

3. Performs annual Audited Financial Statement Limited Review for an assigned portfolio.  This activity may include: checking for unresolved findings; reconciling and checking the adequacy of the Reserve for Replacement Account; reconciling Residual Receipts Account; checking computations of surplus cash, balance sheet, notes, and statement of cash flows for repayment of unauthorized loans or payment of entity (owner) expenses; reviewing expenses on the statement of profit and loss, miscellaneous accounts, and excess income;  and recommending enforcement action, etc.  

4. Reviews Monthly Accounting Reports (“ABC Reports”) - HUD forms 93479 (Schedule A), 93480 (Schedule B), 93481 (Schedule C) - submitted by owners and/or management agents of assigned properties and maintains tracking logs for each ABC report.  

5. Performs a compliance review of annual Audited Financial Statement (AFS).  This may include: sending letters to the owners; identifying deficiencies and requesting additional information if responses are unacceptable; updating REMS; filing documents; and sending letters in response to REAC notifications.

6. Follow-up with Compliance Review in Enforcement Action Required.  This may include: preparing a recommendation for enforcement action; notifying the jurisdictional HUD office; updating REMS; etc.

7. Process and review Management Agent Certifications (HUD 9839-B).  This includes:  receiving and reviewing Management Agent Certifications and any supporting documentation; reviewing the submission for completeness; determining if the management agent's fee is acceptable; determining if the management fee is required for Form HUD-9839-A or Form HUD-9839-B; verifying the property's Residential Gross Rent potential (Form HUD-92458); conducting additional analysis; etc.  Follow-up with disapproved Management Certifications may include: entering the approved management agent and fees into REMS; preparing a letter explaining the reasons for the disapproval, if the management fees are not approved; adjusting the management fee percentage to maintain the yield and enter the information on Form HUD-9839-A or Form HUD-9839-B (if the residential management fee yield is to be held capped each time a rent increase is approved).

8.   Review Excess Income Reports.  This may include: receiving a property owner's request to retain excess income and verifying that the property is current in its mortgage payments; accessing HUD systems to monitor and track income and budget activity; notifying the owner of request; entering the information into REMS; notifying the owner that the authorization to retain excess income is withdrawn, if the property later becomes ineligible to retain excess income; reviewing owner appeals and issuing a final determination; reviewing, on an annual basis, the property's yearly report detailing the usage of excess income.

9.   Process request for release of Residual Receipts funds.  This may include:  entering the request to withdraw funds from the Residual Receipts Account into the Reserve Tracking module of REMS & distributing the funds to the assigned Program Specialist; reviewing the request for eligibility of items, submission of 3 bids, and completion of required forms as approved by HUD; verifying the eligibility of funds; contacting the owner/agent's property manager; generating approval documents. 

10. Process request of release of Reserve for Replacement funds.  This may include: entering the request to withdraw funds from the Reserve for Replacement Account into a tracking system and distributing to the assigned Program Specialist; reviewing the request for appropriateness of items and submission of bids; verifying the availability of funds; contacting the owner, management agent or site manager to clarify any questions; generating approval documents (Form 9250 and approval letters for Section 202 and 811 properties); filing Form 9250, or the approval letter, in the property's Reserve for Replacement file and entering the necessary information into REMS; and retaining a copy of Form 9250. 

NOTE: All HUD personnel will comply with safety regulations, occupational safety and health standards, and other safety directives and orders.

FACTOR 1.  PROGRAM SCOPE AND EFFECT  (FL 1-4, 550 Pts)

The responsibilities assigned to this position are for the purpose of managing and ensuring accurate financial services within the jurisdiction of the Multifamily Service Center to include organizational management, financial analysis, monitoring, tracking and recording financial data, and communication with property owners, management agents, subcontractors, CPAs and other Service Center staff.  The purpose of the work is to ensure that financial analysis and oversight is performed in an appropriate, high quality, efficient, and timely manner.


FACTOR 2.  ORGANIZATIONAL SETTING (FL 2-2, 250Pts)

The incumbent reports directly to a GS-14 Program Manager which reports to a senior management position located in the Multifamily Housing Service Center.

FACTOR 3.  SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISE (F1 3-2c, 450 Pts)

Coordinates and analyzes, and may plan or direct, the activities of staff including Financial Analysts (GS-9-12), and Program Assistants (GS 5-7), determine long-range work plans and schedules, and is held responsible and accountable for meeting goals, objectives, and deadlines set by higher level management.  Plans, prioritizes, assigns, reviews, and accepts or rejects the work of subordinates.  Evaluates subordinates. Recommends staff selections, counsel employees and resolves performance and conduct problems.  Initiates disciplinary actions and training requests.

FACTOR 4.  PERSONAL CONTACTS (225 Pts)

Nature of Contacts - Subfactor Level 4A-4 -- 100 Points

Personal contacts include visitors from other offices within the Department of Housing and Urban Development, representatives of Public Housing Authorities, city governing bodies, legal aids, sponsors, mortgagees, community groups, and professional groups. The incumbent has extensive working relationships with people doing business with the Department such as sponsors, contractors, architects, mortgagees, residents, and local governmental officials, and must use a high degree of tact in his/her contacts and professional judgment.

Purpose of Contacts  - Subfactor Level 4B-4 -- 125 points

The purpose of the contacts is to obtain or provide information on the status of accounts and financial activity of the assigned portfolio of multifamily properties in the Service Center’s jurisdiction.  The incumbent must also explain the accounting process and resolve operating problems and submit necessary documentation in a timely manner.

FACTOR 5 – DIFFICULTY OF TYPICAL WORK DIRECTED (FL 5-7  930 Pts)

The highest qualifying level of basic non-supervisory work directed is at the GS-12 level.

FACTOR 6 – OTHER CONDITIONS (FL 6-5a, 1225 Pts)

Supervision and oversight at this level requires significant and extensive coordination and integration of a managing the finances for the program handled by the Service Center.  The supervisor is required to make recommendations regarding significant internal and external program policy issues affection the overall organization.  Responsible for ensuring that immediate and long range goals, objectives, plans and schedules are met and readjust priorities to accommodate changes in legislation, program authority and/or funding.  Determines projects or program to be initiated, curtailed or terminated based on the needs of the organization.  Responsible for the supervision of staff with the required knowledges listed below:

Comprehensive knowledge of HUD Multifamily Housing regulations and program functions.

A good practical knowledge of the missions, functions, goals, objectives, work processes, and sources of funding of assigned activities in order to relate needs and accomplishments to anticipated and actual dollar figures in budget.  

Practical knowledge of contracts to include rules and regulations governing obligations and expenditures and interpretation of financial clauses.  

Knowledge HUD policies, practices and regulations, and the regulatory provisions applied to the appropriation and budgetary process. 

Knowledge of disbursements of fund accounting methods, procedures, and techniques used in maintaining, balancing, and closing an accounting system with extensive subdivision of accounts.  

Knowledge of procedures and regulations for collection of government funds.  

Knowledge of HUD multifamily housing programs.

TOTAL POINTS:  3380 = GS-13 (Range 3155 - 3600)

SUPERVISORY PROGRAM SPECIALIST 
GS-1101-11

INTRODUCTION
This position is located in the Multifamily Housing Service Center and is responsible for conducting management and occupancy reviews of all non-subsidized HUD-insured and 202/811 PRAC properties as well as conducting compliance reviews of properties with Use Agreements or Deed Restrictions.  Work consists of providing management guidance to owners/agents of multifamily projects.  

MAJOR DUTIES AND RESPONSIBILITIES 

In order to accomplish the functions of the Division, a team(s) consisting of Program Specialists and Program Assistants will be established.  The incumbent serves as Supervisory Program Specialist with responsibility for directing the day-to-day activities of the Division, including distribution,  balancing, and tracking the workload progress and status, estimating and reporting on work completion, instructing the team members in specific tasks and job techniques, responding to and assisting with technical issues and problems, reporting on work performance and training needs, and administering the gain and loss of employees.

The incumbent may personally perform the tasks identified below, and directs the work of staff performing similar or identical tasks, including those performing support functions.  The incumbent is responsible for performing tasks typically identified as supervisory in nature, including approving leave, assigning performance elements and standards and rating employees.

The incumbent applies an in-depth understanding of HUD Asset Management procedures and guidelines.  

The following criteria apply in a management capacity for all properties assigned to the MEO:

1.  The incumbent serves as Supervisor of the Program Compliance and Monitoring Division, with full leadership and administrative authority for the operations of the Division, including both goals management and performance management.

2.  The incumbent serves as a technical resource staff person for the Program Manager on matters relating to statutory and regulatory requirements and other administrative directives.  The Program Manager must be able to place great reliance on technical information and analyses provided by the incumbent.

3.  The incumbent is a senior staff member who personally performs duties involving the most complex and controversial cases and develops solutions to issues that could not be assigned to less knowledgeable or less experienced staff.  The incumbent explains work requirements, methods, and procedures as needed, giving special instructions on difficult of different operations, including advice and guidance to lower graded employees within their technical discipline.  The incumbent may be called upon to testify in State or Federal Court on matters within the incumbent's responsibility and sphere of knowledge.

4.  The incumbent formulates and issues verbal and written instructions and procedures and provides special instructions for non-routine or complex assignments.  The incumbent clarifies published guidelines and explains regulatory requirements.

5.  The incumbent performs technical reviews of work in progress or finished work products for accuracy, adequacy, and soundness.  The incumbent makes recommendations to the Program Manager for improvement of work products, particularly where adherence to statutory or regulatory requirements may be questionable.  The incumbent assists in resolving technical work problems not covered by established policies or procedures and may develop solutions that are precedent setting, and in estimating and reporting on expected time or completion of required work.  

6.  The incumbent assists in providing on-the-job training to Division employees.  This includes providing information about the policies, procedures, and practices of the particular case being discussed as it relates to the work being accomplished.  The incumbent identifies and recommends to the Program Manager other formal and informal training needs.

7.  The incumbent assists in planning and coordinating on-site management reviews to evaluate financial management, leasing and occupancy practices, resident/management relations, and all other property management practices.

FACTOR 1. PROGRAM SCOPE AND EFFECT - Level 1-3, 550 pts
The purpose of the work is to plan and carry out projects to improve the efficiency, productivity and otherwise facilitate the smooth flow of work through the administrative function of the division. This individual identifies problems, recommends possible solutions that will influence management decisions regarding the multifamily housing facilities. Completed work usually results in improvements the organizational effectiveness or efficiency.
FACTOR 2.  ORGANIZATIONAL SETTING - Level 2-1, 100 pts
The incumbent reports directly to a GS-14 Program Manager which is accountable to a position that is one or more reporting levels below the Deputy Assistant Secretary for the Multifamily Housing Service Center.

FACTOR 3.  SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED - Level 3-2, 450 pts
Plans work of subordinate Program Specialist, set and adjust short-term priorities, and prepares schedules for completion of work, assigns work to subordinates based on priorities, evaluates work performance; gives advice, counsel, and instructions to subordinates on both work and administrative matters, and interviews candidates for positions in the unit.

FACTOR 4.  PERSONAL CONTACTS (125 Pts)

Nature of Contacts - Subfactor Level 4A-5 – 50 Points

Personal contacts include visitors from other offices within the Department of Housing and Urban Development, representatives of Public Housing Authorities, city governing bodies, legal aids, sponsors, mortgagees, community groups, and professional groups. The incumbent has extensive working relationships with people doing business with the Department such as sponsors,  mortgagees, residents, and local governmental officials, and must use a high degree of tact in his/her contacts and professional judgment.

Purpose of Contacts  - Subfactor Level 4B-4 – 75 Points

Contacts are to advise on multifamily housing programs and policies; to provide technical assistance, exchange information, resolve differences, and serve to enhance Department public relations; to give and obtain information; to set up meetings or arrange travel; and to coordinate and ensure the release of correspondence and reports within required deadlines.
FACTOR 5.  DIFFICULTY OF TYPICAL WORK DIRECTED - Level 5-4, 505 pts
The work involves gathering information, identifying relationships, analyzing issues and developing recommendations to resolve substantive problems dealing with effectiveness and efficiency of multifamily housing programs. The incumbent analyzes issues and formulates recommendations for improving organizational efficiency or effectiveness, eliminate bottlenecks, promote supervisory understanding or otherwise solve the problem.
FACTOR 6.  OTHER CONDITIONS – Level 6-3, 975 pts
Supervision is provided to a team of GS-07 and GS-09 Program Specialist who are responsible for conducting Management and Occupancy Reviews (MORs) to determine the adequacy of the project’s operations in accordance with the Department’s rules and regulations, with a focus on occupancy requirements. The staff actively promotes resident initiatives in every aspect of work, where possible and practical.  Responsible for creating an MOR work plan; estimating the amount of travel funds required; and preparing travel documents such as authorizations and vouchers. The staff is also responsible for making initial contact with the owner; entering the proposed date into REMS; and sending notification to the owner.  The supervisor has full and final authority over all work directed and is responsible for providing advice and/or assistance as necessary.

Total Points = 2705; GRADE: GS-11, (Rangel 2355 – 2750)
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Management Information Specialist
[Referred to as Management Analyst (Information Systems)]
GS-301-12/13

INTRODUCTION

The incumbent serves as the Information Systems expert in the service center. In this role, the incumbent is responsible for office-wide oversight and coordination of activities and services in connection with management information and office automation systems including, but not limited to, personal computers, laptops, servers, information systems, telecommunication software and hardware, local and wide-area networks, and HUD-approved computer hardware and software.

MAJOR DUTIES AND RESPONSIBILITIES

Serves as the Office Technology Coordinator (OTC) for the office.  Provides the full range of IT support services including, but not limited to, all issues relevant to office-wide desktop productivity and computing needs, assistance with current software products, LAN Administration, hardware, and assistance with requirements for the office’s mission- essential system development and enhancements.

Coordinates with other OTCs and IT to insure that there is adequate backup to meet the organization’s needs.

Provides positive measurable customer satisfaction as part of OTC and other work efforts.

Meets or exceeds metrics assigned by management to measure success of work products/efforts.

Analyzes and specifies requirements for hardware and software needs for special purpose computers dedicated to assigned user organizations. 

Performs in depth analysis of the existing system, both manual and automated, and develops solutions to unspecified system requirements and/or capabilities.

Performs or directs all stages in the automation process from initial requirements through system implementation. Closely works with the end-user to gain input and then produces the appropriate functional requirement documents.

Serves as a project leader in the development of new systems, maintenance, and modifications to existing systems. 

Develops and monitors overall project plans that identify milestones, tasks necessary actions to accomplish milestones, deadlines, and relationships between the tasks, project deliverables, constraints, and responsible persons.

Evaluates the effectiveness of systems, procedures, and methods used to safeguard data privacy in the assigned systems. Serves as the point-of contact on security issues.

Participates in meetings and user conferences with program managers and other responsible officials to discuss ongoing and future projects, IT requirements, and any other IT related problems/issues.

Reports status to piers as necessary, on the development, general process, and/or other matters of interest. 

Participates in the formulation and explanation of proposals and recommendations to user management officials to promote understanding and acceptance of new systems or changes to existing systems. Adjusts or coordinates in progress work and project schedules to accommodate changes in user requirements and priorities.

Writes reports and conducts or directs studies as required. The incumbent is oriented toward incorporating new capabilities, consolidating and integrating ongoing processes, improving interfaces with related systems, devising the application of enhanced data collection, and upgrading the overall effectiveness and efficiency of automated processes.

Manages assigned development projects. Is responsible for implementation of state of-the art practices, techniques, and methodologies in all stages in IT system lifecycle. Ensures system responsiveness to business requirements, efficiency and cost effectiveness of system designs and usage of hardware, accuracy of project planning and budget estimation, and timeliness of project completion.

Attends with or represents the Program Manager or other Supervisors at meetings with program officials or contractors to discuss new regulations, to provide authoritative information and advice concerning automated data processing, to furnish accurate and realistic time, cost, and man power estimates and reasonable predictions of practical success or outcome, and to advance sound bases for resolution of differences.

Maintains a continuing review of all automated data processing, database administration and office information systems. Keeps abreast of current developments in functional areas, equipment, processing techniques, and other methods, for purposes of making recommendations or suggestions concerning new applications, additions, deletions or replacement within HUD's configuration. Included within the area of responsibilities are problem identification and analysis, procedural and operating instructions, cost studies, forms design, programming techniques and practices, input and output definitions, etc.

Monitors and evaluates the progress of contractual work and the quality of deliverables. Monitors all contract procurement and administration within the Division, and for ensures Division adherence to applicable statues, policies, and procedures.

Develops and disseminates ad-hoc and recurring reports out of the department’s and the office’s information systems and database.

Conducts IT and system training for staff assigned to the office.

Performs other duties as assigned.

FACTOR 1.
KNOWLEDGE REQUIRED BY THE POSITION (FL-1-8, 1550 Pts)

Comprehensive knowledge of the state of the art practices, techniques, and methodologies applicable to planning, developing, implementing, and evaluating IT systems to ensure development of efficient systems that are responsive to user requirements to apply experimental theories and new developments to problems not susceptible to treatment by accepted methods.

Comprehensive knowledge of current functions and capabilities of IT hardware, software, and teleprocessing to be able to advise users and managers of available and desirable opportunities for automation and alternatives for solutions to problems.  Knowledge of functions and responsibilities of user organizations to provide service.

Knowledge of current developments in IT systems management theory including appropriate supervisory and management techniques to ensure efficient and timely compilations of projects.

Knowledge of federal, departmental, and office regulations and procedures to develop an annual budget recommendation appropriate to the requirements of assigned user organization and in conformance with existing constraints and priorities.

Knowledge of project planning and resource allocation techniques and methodologies to ensure administration of the office’s annual budget within approved limits.

Knowledge of current federal, departmental, and office procedures and regulations for contract procurement and administration.

Knowledge of characteristics and capabilities of utility and commercial off the shelf (COTS) software, Visual Basic, MS Access, MS Excel, Sybase SQL, Oracle, Java, ME, database managements systems and other development and reporting packages available at HUD or used by the office’s service providers.

Expert knowledge of HUD’s Real Estate Management System (REMS), Financial Assessment Sub-System (FASS), Physical Assessment Sub-System (PASS), Online Property Integrated Information Suite (OPIIS), the Departmental Accounts Receivable Tracking/Collection System (DARTS), and the REMS reporting database, the Multifamily Portfolio Reporting Database (MPRD), the Tenant Rental Assistance Certification System (TRACS), and the TRACS Datamart.

Knowledge of current federal, departmental, and office regulations, policies, and procedures for personnel management, including performance evaluation, career development, and Affirmative Action programs to ensure maximum productivity.

Knowledge of the procedures and techniques for effective written and oral communication.

FACTOR 2.
SUPERVISORY CONTROLS (FL-2-4, 450 Pts)

This position is under the general supervision of the Supervisory, Quality Control Analyst. The supervisor sets the overall objectives and resources available. The employee and supervisor, in consultation, develop the deadlines, projects, and work to be done. The employee, having developed expertise in the line of work, is responsible for planning and carrying out the assignment, resolving most of the conflicts that arise, coordinating the work with others as necessary, and interpreting policy on own initiative in terms of established objectives. In some assignments, the employee also determines the approach to be taken and the methodology to be used. The employee keeps the supervisor informed of progress and potentially controversial matters.  Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with other work, or effectiveness in meeting requirements or expected results.

FACTOR 3.
GUIDELINES (FL-3-4, 450 Pts)

Administrative policies and precedents are applicable but are stated in general terms. Guidelines for performing the work are scarce or of limited use.  Guidelines include general policy and procedural standards, and federal, departmental, and office guidelines. The employee uses initiative and resourcefulness in deviating from traditional methods or researching trends and patterns to develop new methods, criteria, or proposed new policies.

FACTOR 4.  COMPLEXITY (FL-4-5, 325 Pts)

The work includes varied duties that require many different and unrelated processes and methods such as those relating to well-established aspects of the IT field.  The projects managed by the incumbent include all phases in the IT systems lifecycle from the evaluation of processes for potential automation through implementation, evaluation, and maintenance.  Decisions regarding what needs to be done include the assessment of unusual circumstances, variations in approach, and incomplete or conflicting data.  The work requires making many decisions concerning such things as interpretation of considerable data, planning of the work, or refinement of the methods and techniques to be used.  System development and maintenance must accommodate frequent and unpredictable legislative changes, as well as new or modified policies and procedures.  The work requires originating new techniques, establishing criteria, or developing new information.  All assignments are to be completed in accordance with sound design and development methodologies and procedures on schedule within allotted time.

FACTOR 5. SCOPE AND EFFECT (FL-5-5, 325 Pts)

The work involves establishing criteria; formulating projects; assessing program effectiveness; or investigating or analyzing a variety of unusual conditions, problems, or questions.  The work of the division in planning, developing, and implementing current and long-range IT services is central to the organization’s mission.  The work product or service affects a wide range of agency activities.  The services provided involve the use of computers of various sizes with multi-user terminal access and teleprocessing.  Many of the center’s staff members may be outstationed or telecommuting from remote locations. Applications include financial management systems that control billions of dollars of program and support functions, national public housing programs, and research and statistical analysis projects used to develop program policy and to properly allocate funding.

FACTORS 6 & 7.  PERSONAL CONTACTS & PURPOSE OF CONTACTS (3c=180 Pts)

Personal Contacts (FL-6-3, 60 Pts)

The personal contacts are with individuals or groups from outside the employing agency in a moderately unstructured setting. The contacts are not established on a routine basis; the purpose and extent of each contact is different; and the role and authority of each party is identified and developed during the course of the contact. Personal contacts are with all levels of personnel at headquarters, field offices, other federal agencies, state and local government agencies, private organizations, contractors, and professional associations. The incumbent serves as liaison for users of IT services providing advice on development and execution of automation plans.

Purpose of Contacts (FL-7-c, 120 Pts)

The purpose the these contacts includes advising high-level officials on the feasibility of major proposed systems requiring large expenditures of resources and having agency wide impact on policies and procedures, justifying and defining resource requirements for annual budget formulation, and influencing development of IT policies and procedures within and outside of HUD. Consults with sub-contractor personnel to resolve problems in provision of support, to set the priorities among tasks, and to ensure efficient completion of tasks. Consults with management level personnel of outside agencies to plan and execute cooperative projects and to contribute to the development of interagency policies and procedures. At this level the employee typically is concerned with high visibility, unique, or sensitive projects and long-range issues or problems. Tact, mature judgment, and cooperation are required in personal contact with systems sponsors and users at line and management levels.

FACTOR 8.
PHYSICAL DEMANDS (FL-8-1, 5 Pts)

The work is sedentary. No special physical, demands are required to perform the work.

FACTOR 9.
WORK ENVIRONMENT (FL-9-1, 5 Pts)

The work is performed in a typical office setting that is adequately lighted and ventilated. Special safety precautions are not required.

Total Points 3290, GS-13 (Range 3155 – 3600)

ADMINISTRATIVE STAFF SPECIALIST

(Referred to as Administrative Specialist)

GS‑0301‑11

INTRODUCTION

The incumbent of the position is located in the Multifamily Housing Service Center (SC). The position requires practical knowledge of a broad range of managerial, technical, operational, and administrative policies and procedures. The incumbent serves as the technical expert for the Service Center on administrative and human resources activities and advises the SC Director and Director, Quality Control and Support Services on their scope and execution as well as the impact upon all other operating elements within the SC.  The incumbent is responsible for coordinating and monitoring activities to include personnel management, related automation, budget, material management, and administrative responsibilities, which includes those activities within the jurisdiction of the SC.

MAJOR DUTIES AND RESPONSIBILITIES

The incumbent serves as the principle advisor and administrative, personnel, and budget officer to the SC Director and the Director, Quality Control and Support Services, providing technical advice and guidance as well as coordination of activities performed within the jurisdiction of the SC to include coordination with HUD Headquarters personnel, HUD Multifamily Hubs and Program Centers.

1. Serves as the coordinator for review of internal controls within the SC; oversees completion of the mandated internal controls reviews, and preparation of Management Plan reports concerning SC activity, as necessary or requested.  

2. Serves as the Training Officer for the SC, providing advice and assistance to the Supervisor, Quality Control and Support Services Division or SC Program Manager in training decisions.  These responsibilities include selection and evaluation of personnel to attend training courses, budgeting training funds to enable the SC to conduct in‑house or outside vendor training. The incumbent also originates and/or assists the SC in the development and execution of training programs to include out-stationed SC employees.  This activity will require the monitoring and review of the certification programs for SC staff, assuring that all employees complete required certifications and/or have the opportunity for optional certification consideration.

3. Serves as an technical resource/adviser to the SC Director and Director, Quality Control and Support Services in developing and maintaining workable organization models, improving management methods and recommending actions which ensure maximum use of staff, money, and materials. In connection with this activity, the incumbent advises the SC Program Manager and Supervisor, Quality Control and Support Services on implications of proposed actions, and interprets HUD Departmental policies and procedures, providing technical assistance for the benefit of the SC.  

4. Serves as the direct liaison between the SC and Human Resources Division (HRD) of the designated HUD Administrative Services Center (ASC) Office in their efforts to provide personnel management services to the SC, identifying outstanding problems or roadblocks regarding staffing and personnel management and working to resolve these issues.

5. Advises and assists the SC Director and the Director, Quality Control and Support Service Division in the implementation of the personnel management program of the SC, which includes local personnel policies, employee development and/or administration of personnel management systems, recruitment and placement using existing merit staffing policies and procedures, administration of Union‑Management and employee relations program, employee development and training and active promotion of affirmative action policies in daily personnel management activities. The incumbent serves as a technical source in all areas of personnel administration.

6. Coordinates and participates in the administration of services provided to the SC, acting as liaison to the designated ASC, providing support services activity to the all SC employees, both in the SC central office and in outstation locations.  The services include printings, reproduction, mail handling, records and file management, communication and space management, procurement and maintenance of supply forms, furniture and equipment, transportation and travel services.

7. The incumbent is responsible for the coordination and tracking of resource allocation    for the SC; tracking of resource allocation; and travel fund analysis. In connection with these duties, the incumbent analyzes, evaluates, develops, and recommends improvement in policies and practices for better utilization of resources. The incumbent keeps the SC Program Manager and Supervisor, Quality Control and Support Services apprised of resource activity and shortfalls that have been addressed and the methods of resolution.

8. The incumbent functions in a "team" environment, offering and providing assistance as necessary and working cooperatively with others in order to complete work assignments and attain goals. Positive and effective teamwork as demonstrated through cooperation and coordination with other staff members is paramount in the effective delivery of HUD programs.

NOTE: All HUD personnel will comply with safety regulations occupational safety and health standards, and other safety directives and orders.

FACTOR 1.  KNOWLEDGE REQUIRED (FL-1-7, 1250 Pts)

· Comprehensive operating knowledge of HUD Multifamily Housing regulations and program functions.

· Comprehensive operating knowledge of human resources management laws and regulations.

· Operating knowledge of administrative management as well as budget and finance requirements.

· Ability to make formal and informal presentations.

· Ability to communicate with diverse partners and customers both orally and in writing.

· Comprehensive knowledge and understanding of Labor Management Relations.

· Ability to work independently and within a team concept.

FACTOR 2.  SUPERVISORY CONTROLS (FL-2-4 450 Pts)

Incumbent is under the direct supervision of the Multifamily Service Center’s Supervisor, Quality Control and Support Services.  The incumbent is expected to proceed independently in carrying out the assigned duties with completeness and accuracy. Incumbent works 
completely independently within the team concept in the SC to ensure assignments are accomplished in a timely manner.  Duties shall be evaluated on efficiency and accuracy as well as 
incumbent's judgment and overall effectiveness. Assignments may be received on an individual basis or as routine daily work assignments.

FACTOR 3.  GUIDELINES (FL-3-3, 275 Pts)

Standard reference books, HUD manuals, dictionaries, HUD regulations, policies, and procedures, and OPM administrative policies and procedures. The incumbent consults these reference books as well as a large body of unwritten policies, precedents and practices which are not completely applicable to the work and are not specific and which deal with matters relating to judgment, efficiency and relative priorities.

FACTOR 4.  COMPLEXITY (FL-4-4, 225 Pts)

The incumbent must be able to make sound decisions and judgments on a variety of complex problems.

Incumbent must be able to work effectively within and outside the SC and with all levels of the SC staff as well as with SC subcontractors, including SC staff remotely out-stationed.  

FACTOR 5.  SCOPE AND EFFECT (FL-5-4, 225 Pts)

The responsibilities assigned to this position are for the purpose of coordinating and monitoring activities within the jurisdiction of the Multifamily Service Center to include automation, budget, material management, and administrative responsibilities.

The work of the position is concerned with providing guidance concerning administrative activities and advises the Program Manager, Service Center and Supervisor, Quality Control and Support Services Division on their scope and execution as well as the impact upon all other operating elements. Approval or disapproval of an application, the restriction or termination of projects, legal actions, and the overall success or failure of the SC's objectives is involved.

FACTOR 6.  PERSONAL CONTACTS (FL-6-3) Total 3c = 180

Personal contacts include visitors from other offices within the Department of Housing and Urban Development, representatives of the Employee Service Center, administrative, material management, and budget center offices of the Department, representatives of other Federal agencies to include the General Services Administration, and representatives of local and city governing bodies and representatives of vendors under contract with the SC. The incumbent has extensive working relationships with people doing business with the SC in various technical capacities and must use a high degree of tact in his/her contacts and professional judgment.

FACTOR 7.  PURPOSE OF CONTACTS (FL-7-c)

Contacts are to provide technical support and guidance or administrative issues relative to the SC; to advise, exchange information, resolve differences, and provide service to enhance SC public relations; to give and obtain information and to ensure the release of information and reports within required deadlines are met.

FACTOR 8.  PHYSICAL DEMANDS (FL-8-2, 5 Pts)

This position places no physical demands on the employee. The work includes some walking, standing, bending and carrying of light items such as paper and books.

FACTOR 9.  WORK ENVIRONMENT (FL-9-1, 5 Pts)

The work of this position involves the normal risks and discomforts typical of an office environment. May require occasional travel.

Total Points = 2615 GS-11 (Range 2355 – 2750)

QUALITY CONTROL ANALYST

GS‑1101–12/13

INTRODUCTION

The incumbent of the position is located in the Multifamily Housing Service Center and is supervised by and responsible to the Supervisory Quality Control Analyst. 

MAJOR DUTIES AND RESPONSIBILITIES 

The incumbent serves as a Quality Control Analyst with responsibility tracking work progress and status, estimating and reporting on work completion, responding to and assisting with technical issues and problems and reporting on work performance. The incumbent personally performs the tasks identified below.

Conducting assessments, reviews and investigations to evaluate performance and determine if performance consistently meets quality and timeliness requirements. 

Assisting in the development, implementation, and enforcement of HUD policies and directives to effectively perform the required tasks;

Reviewing multiple sources of data, including self developed data, for reporting requirements to ensure that it is of high quality, accurate, and meets all MEO, agency, and other federal information requirements;

Performing a broad range of quality control reviews of work products generated in the Program Compliance and Monitoring Division and Financial Processing Division;

Providing guidance and direction on quality control processes to Program Compliance and Monitoring Division and Financial Processing Division;

Performing quality control reviews of the sub-contractors, creating written reports submitted to Supervisory Quality Control Analyst;

Assisting in the implementation of Quality Control recommendations, the investigation resolution of work task errors, and training related to quality recommendations;

Recommending training for staff to prevent errors; and

Performs other duties as assigned.

Project Management

Incumbent assists in the technical planning of and work accomplished by sub-contractors.   The responsibilities include, but are not limited to: analyzing, justifying, and comparing costs; providing technical requirements and descriptions of the work to be accomplished; planning the work schedules, deadlines, and standards for acceptable work, reviewing work for quality and/or progress; and making recommendations on the acceptance, rejection, or correction of work products or services and similar matters which may affect payment to the sub-contractor.

Quality Control

The incumbent assists in developing and documenting standards for measuring the efficiency and effectiveness of the work performed by the Program Compliance and Monitoring Division and Financial Processing Division. Reviews numerous reports and uses an in-depth knowledge of quality control and to determine proper use of quality control and measurement techniques and the reasonableness of conclusions. The incumbent performs comprehensive and substantive quality control of all types of work associated with financial operations, compliance and all other assigned tasks. The incumbent assists in identifying the need for changes through review of program level quality control reports. Works with staff to identify problem areas, and assists in the development and implementation of corrective action plans. Applies and interprets quality control guidelines and gives technical advice.  Provides information via telephone, writing, or in person to HUD staff, other governmental organizations and HUD’s business partners seeking assistance in the interpretation and use of quality assurance guidelines and procedures.

NOTE: All HUD personnel will comply with safety regulations, occupational safety and health standards, and other safety directives and orders.

FACTOR 1.  KNOWLEDGE REQUIRED (FL – 1-8, 1550 Pts)

Mastery of' a wide range of policies and procedures for servicing of the Section 202 and 811 programs, Section 221(d)(3) Below Market Interest Rate program, Section 236 program, Rental Assistance Program and Rent Supplement Program, Use Agreements/Restrictions, as well as knowledge of the Section 8 Project Based programs. While acting as a representative of HUD the position requires independent action in making determinations, recommendations, and investigations that involve the above program areas.  Knowledge of Multifamily Housing mission, structure, and organizational relationships.  Mastery in applying these principles to complex, sensitive, or precedent‑setting tasks.  Ability to make formal and informal presentations; ability to communicate with diverse partners and customers both orally and in writing.  Ability to work independently and within a team.

FACTOR 2. SUPERVISORY CONTROLS (FL – 2-4, 450 Pts)

Supervisor sets the overall objectives and identifies resources available.  The employee in consultation with supervisor will establishes project timelines in accordance with established mandated laws, rules and regulations.  The incumbent is responsible for planning and carrying out all assignments, resolving most conflicts, coordinates work with others and interpreting policy.  Completed work is review only from an overall standpoint in terms of feasibility, and/or effectiveness in meeting established requirements.

FACTOR 3. GUIDELINES (FL – 3-4, 450 Pts)

Standard reference books, HUD manuals, dictionaries, HUD releases and guidelines are available as needed for reference purposes. In order to accomplish the desired results, the incumbent is expected to consult a large body of policies, precedents and practices which are not completely applicable to the work and are not specific and which deal with matters relating to judgment, efficiency and relative priorities rather than with procedural concerns.

FACTOR 4. COMPLEXITY (FL – 4-5, 325 Pts)

The work involves gathering diverse forms and types of qualitative, quantitative, and cost information, identifying relationships, analyzing issues and developing recommendations to resolve substantive problems dealing with effectiveness and efficiency of multifamily housing programs that may require many different unrelated approaches and methods to achieve a desired result. The incumbent analyzes issues and formulates recommendations for improving organizational efficiency or effectiveness, eliminate bottlenecks, promote supervisory understanding or otherwise solve the problem.  Work requires originating new techniques, ideas for ensuring work is accomplished within the pre-established parameters.


FACTOR 5. SCOPE AND EFFECT (FL – 5-5, 325 Pts)

Establish and define methods to ensure the effective operation of projects and to improve the efficiency, productivity and otherwise facilitate the smooth flow of work through the administrative function of the division. This individual identifies problems, recommends possible solutions that will influence management decisions regarding the multifamily housing facilities. The responsibilities assigned to this position include conducting quality control activities within the assigned non-Section 8 housing portfolio.  Services and recommendations emitting from this position are comprehensive because of their effect on work quality and consistency, and delivery of services to HUD business partners.  Completed work usually results in improvements the organizational effectiveness or efficiency.  The restriction or termination of projects, legal actions, and the overall success or failure of the Department’s objectives is involved.  

FACTORS 6 & 7.  PERSONAL CONTACTS & PURPOSE OF CONTACTS (FL- 6-3, 60, FL7-2, 50 =110 Pts)

Personal Contacts – (FL – 6-3, 60 Pts)

Personal contacts include visitors from other offices within the Department of Housing and Urban Development, representatives of Public Housing Authorities, city governing bodies, legal aids, sponsors, mortgagees, community groups, and professional groups. The incumbent has some working relationships with people doing business with the Department such as sponsors, contractors, mortgagees, residents, and local governmental officials, and must use a high degree of tact in his/her contacts and professional judgment.

Purpose of Contacts  - (FL – 7-2, 50 Pts)

PROGRAM SPECIALIST
GS-0301-09

INTRODUCTION

This position is located in the Multifamily Housing Service Center and is responsible for conducting management and occupancy reviews of all non-subsidized HUD-insured and 202/811 PRAC properties as well as conducting compliance reviews of properties with Use Agreements or Deed Restrictions.  Work consists of providing management guidance to owners/agents of multifamily projects.  

MAJOR DUTIES

Conducts Management and Occupancy Reviews (MORs) to determine the adequacy of the project’s operations in accordance with the Department’s rules and regulations, with a focus on occupancy requirements.  Responsible for creating an MOR work plan; estimating the amount of travel funds required; and preparing travel documents such as authorizations and vouchers. Also responsible for making initial contact with the owner; entering the proposed date into REMS; and sending notification to the owner.

Responsible for conducting a Desk Reviews to include: Reviewing of the previous Management and Occupancy Reviews, past physical inspection reports in PASS, files and databases of tenant complaints, and TRACS certifications and voucher reports.  The review includes the identification and determination of tenant files to be reviewed; contacting Financial Analyst(s) assigned to property to determine if there are financial issues,   and contacting voucher processing sub-contractor to determine if there are issues relating to submission of vouchers that should be addressed.

Responsible for conducting On-Site Reviews, including: Reviewing items on Form HUD-9834, including maintenance and security; financial management; leasing and occupancy; tenant and management relations; drug free housing; and general management practices.  Identifies owner/agents failure to accurately and correctly process rental assistance, which resulted in over or under payment of resident subsidies.  Responsible for reviewing service coordinator activities; completing FHEO checklist; conducting unit inspections to make certain that Exigent Health and Safety findings contained on last REAC inspection have been mitigated; reviewing selected tenant files and completing RHIIP required Tenant File Review Worksheet; and holding exit conferences.

Responsible for conducting of Post-Review Activities to include, but is not limited to; numerous REMS updates; preparing a written report distributed to the owner/agent for the project detailing findings of non-compliance and necessary action to resolve any findings or a plan to correct findings; receiving a response from owner verifying correction or a plan to correct any findings; analyzing and approving/disapproving all corrective plans to correct findings to insure completion of the corrective plans; submitting to HUD recommended enforcement plan for any owners that do not resolve findings or complete corrective plans.

Responsible for carrying out appeal-related activities with review to include, but may not be limited to; providing information to the Supervisory Program Specialist relating to first-level appeals of Management and Occupancy Review ratings and/or findings.

Responsible for maintaining Use Agreements which may entail recording all use agreements in REMS; scheduling and performing a compliance review of all projects with use agreements/deed restrictions; verifying compliance with all restrictions and other requirements; conducting an on-site review if necessary; preparing a written report distributed to the owner/ agent for the project detailing findings on non-compliance and necessary action to resolve any findings or a plan to correct findings; receiving a response from owner verifying correction or a plan to correct any findings; analyzing and approving/disapproving all corrective plans to correct findings to insure completion of the corrective plans; submitting to HUD recommended enforcement plan for any owners that do not resolve findings or complete corrective plans.

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION - Level 1-6, 950 pts
Analytical and evaluative skill sufficient to monitor, identify, analyze issues, trends and developing problems.
Skill in performing research of precedents, necessary to develop possible solutions or logical course of action to existing or anticipated problems or issues.
Knowledge of the multi-family housing programs, procedures, principles, organizational theory and housing management requirements sufficient to advise assigned housing management regarding practices, procedures and techniques for effective operation in their facilities.
Knowledge of pertinent procurement laws, regulations, policies and precedents, which affect all multifamily housing programs and related support resources. 

Interpersonal skills sufficient to effectively communicate with personnel at various levels of the organization, by means of both written and oral communications.
FACTOR 2 - SUPERVISORY CONTROLS - Level 2-3, 275 pts
The supervisor makes assignments by defining overall objectives relative to funding and project objectives, with the majority of work arising from the annual work plan and related activities. The incumbent plans and carries out the successive steps and handles problems and deviations in the work assignment.  The supervisor is available for consultation on difficult or unusual problems. Completed work is evaluated for compliance with regulations, procedures, practices and policy.
FACTOR 3 - GUIDELINES - Level 3-3, 275 pts
Guidelines most often consist of regulations, policy and precedence, standard reference material covering analytical methods and techniques. The guides available are not always directly applicable to specific work assignments requiring the application of judgment in choosing, interpreting or adapting to apply.
FACTOR 4 - COMPLEXITY - Level 4-4, 150 pts
The work involves gathering information, identifying relationships, analyzing issues and developing recommendations to resolve substantive problems dealing with effectiveness and efficiency of multifamily housing programs. The incumbent analyzes issues and formulates recommendations for improving organizational efficiency or effectiveness, eliminate bottlenecks, promote supervisory understanding or otherwise solve the problem.
FACTOR 5 - SCOPE AND EFFECT - Level 5-3, 150 pts
The purpose of the work is to plan and carry out projects to improve the efficiency, productivity and otherwise facilitate the smooth flow of work through the administrative function of the division. This individual identifies problems, recommends possible solutions that will influence management decisions regarding the multifamily housing facilities. Completed work usually results in improvements the organizational effectiveness or efficiency.

FACTORS 6 & 7 - PERSONAL CONTACTS AND PURPOSE OF CONTACTS - Level 2b, 75 pts
The persons most frequently contacted are employees, supervisors, managers both within the immediate organization and the management of the multifamily housing facilities. The most frequent purpose of contact is to provide advice to managers on non-controversial organizational issues and concerns. Contacts are usually to resolve issues or problems regarding the MOR, or to provide recommendations to resolve administrative problems.

FACTOR 8 - PHYSICAL DEMANDS - Level 8-1, 5 pts
The work is primarily sedentary, although some physical effort may be required as part of on-site reviews.

FACTOR 9 - WORK ENVIRONMENT - Level 9-1, 5 pts
Work is typically performed in an adequately lighted and climate controlled office or designated telework facilitate or designated home space, but requires traveling to housing facilities.


TOTAL POINTS -- 1885

PROGRAM SPECIALIST
GS-0301-07

INTRODUCTION

This position is located in the Multifamily Housing Service Center and is responsible for conducting management and occupancy reviews of all non-subsidized HUD-insured and 202/811 PRAC properties as well as conducting compliance reviews of properties with Use Agreements or Deed Restrictions.  Work consists of providing management guidance to owners/agents of multifamily projects.  

MAJOR DUTIES

Conducts Management and Occupancy Reviews (MORs) to determine the adequacy of the project’s operations in accordance with the Department’s rules and regulations, with a focus on occupancy requirements.  Responsible for creating an MOR work plan; estimating the amount of travel funds required; and preparing travel documents such as authorizations and vouchers. Also responsible for making initial contact with the owner; entering the proposed date into REMS; and sending notification to the owner.

Responsible for conducting a Desk Reviews to include: Reviewing of the previous Management and Occupancy Reviews, past physical inspection reports in PASS, files and databases of tenant complaints,and TRACS certifications and voucher reports.  The review includes the identification and determination of tenant files to be reviewed; contacting Financial Analyst(s) assigned to property to determine if there are financial issues,   and contacting voucher processing sub-contractor to determine if there are issues relating to submission of vouchers that should be addressed.

Responsible for conducting On-Site Reviews to include: Reviewing items on Form HUD-9834, including maintenance and security; financial management; leasing and occupancy; tenant and management relations; drug free housing; and general management practices.  Identifies owner/agents failure to accurately and correctly process rental assistance, which resulted in over or under payment of resident subsidies.  Responsible for reviewing service coordinator activities; completing FHEO checklist; conducting unit inspections to make certain that Exigent Health and Safety findings contained on last REAC inspection have been mitigated; reviewing selected tenant files and completing RHIIP required Tenant File Review Worksheet; and holding exit conferences.

Responsible for conducting of Post-Review Activities to include, but is not limited to; numerous REMS updates; preparing a written report distributed to the owner/agent for the project detailing findings of non-compliance and necessary action to resolve any findings or a plan to correct findings; receiving a response from owner verifying correction or a plan to correct any findings; analyzing and approving/disapproving all corrective plans to correct findings to insure completion of the corrective plans; submitting to HUD recommended enforcement plan for any owners that do not resolve findings or complete corrective plans.

Responsible for carrying out appeal-related activities with review to include, but may not be limited to; providing information to the Supervisory Program Specialist relating to first-level appeals of Management and Occupancy Review ratings and/or findings.

Responsible for maintaining Use Agreements which may entail recording all use agreements in REMS; scheduling and performing a compliance review of all projects with use agreements/deed restrictions; verifying compliance with all restrictions and other requirements; conducting an on-site review if necessary; preparing a written report distributed to the owner/ agent for the project detailing findings on non-compliance and necessary action to resolve any findings or a plan to correct findings; receiving a response from owner verifying correction or a plan to correct any findings; analyzing and approving/disapproving all corrective plans to correct findings to insure completion of the corrective plans; submitting to HUD recommended enforcement plan for any owners that do not resolve findings or complete corrective plans.

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION - Level 1-6, 950 pts
Analytical and evaluative skill sufficient to monitor, identify, analyze issues, trends and developing problems.
Skill in performing research of precedents, necessary to develop possible solutions or logical course of action to existing or anticipated problems or issues.
Knowledge of the multi-family housing programs, procedures, principles, organizational theory and housing management requirements sufficient to advise assigned housing management regarding practices, procedures and techniques for effective operation in their facilities.
Knowledge of pertinent procurement laws, regulations, policies and precedents, which affect all multifamily housing programs and related support resources.
Interpersonal skills sufficient to effectively communicate with personnel at various levels of the organization, by means of both written and oral communications.
FACTOR 2 - SUPERVISORY CONTROLS - Level 2-2, 125 pts
The supervisor provides individual assignments by indicating generally what is to be done relative to funding and project objectives, with the majority of work arising from the annual work plan and related activities. The incumbent uses initiative in planning and carrying out the successive steps and handles problems and deviations in the work assignment.  The supervisor assures that finished work and method used are technically accurate and in compliance with pre-established guidelines.

FACTOR 3 - GUIDELINES - Level 3-2, 125 pts
Procedures for accomplishing work has been established by supervisor and guidelines are consist with regulations, policy and precedence, standard reference material covering analytical methods and techniques. The guides available are not always directly applicable to specific work assignments requiring the application of judgment in choosing, interpreting or adapting to apply.
FACTOR 4 - COMPLEXITY - Level 4-4, 150 pts
The work involves gathering information, identifying relationships, analyzing issues and developing recommendations to resolve substantive problems dealing with effectiveness and efficiency of multifamily housing programs. The incumbent analyzes issues and formulates recommendations for improving organizational efficiency or effectiveness, eliminate bottlenecks, promote supervisory understanding or otherwise solve the problem.
FACTOR 5 - SCOPE AND EFFECT - Level 5-3, 150 pts
The purpose of the work is to plan and carry out projects to improve the efficiency, productivity and otherwise facilitate the smooth flow of work through the administrative function of the division. This individual identifies problems, recommends possible
solutions that will influence management decisions regarding the multifamily housing facilities. Completed work usually results in improvements the organizational effectiveness or efficiency.
FACTORS 6 & 7 - PERSONAL CONTACTS & PURPOSE OF CONTACTS - Level 2b, 75 pts
The persons most frequently contacted are employees, supervisors, managers both within the immediate organization and the management of the multifamily housing facilities. The most frequent purpose of contact is to provide advice to managers on non-controversial organizational issues and concerns. Contacts are usually to resolve issues or problems regarding the MOR, or to provide recommendations to resolve administrative problems.
FACTOR 8 - PHYSICAL DEMANDS - Level 8-1, 5 pts
The work is primarily sedentary, although some slight physical effort may be required.
FACTOR 9 - WORK ENVIRONMENT - Level 9-1, 5 pts
Work is typically performed in an adequately lighted and climate controlled office or designated telework facilitate or designated home space, but requires traveling to housing facilities.
TOTAL POINTS – 1585, GS-7 (Range 1355 – 1600)

PROGRAM ASSISTANT (OA)

GS-0303-06/07

Statement of Difference

This position may be used as Program Assistant (OA), GS-0303-06 the position will require a variety of readily available guides for use by the incumbent with more supervisory oversight of the assignments.

INTRODUCTION

This position is in the MEO’s Multifamily Housing Service Center . The incumbent serves as a technical assistant providing administrative support to the MEO’s Multifamily Housing Service Center staff.  The position also performs Multifamily Housing processing and review activities appropriate with the grade level.

DUTIES AND RESPONSIBILITIES

The position requires the performance of a variety of complex duties.  As a member of the Multifamily Housing Service Center staff, the incumbent performs a variety of duties that require an understanding of the responsibilities of the Program Manager and a good knowledge of housing programs and organization. In carrying out the duties of the position, the incumbent must be able to work with and communicate effectively with key Departmental staff, executives of other Federal agencies, , and executives from private industry.

A.
 Program Management and Internal Controls

Coordinates administrative matters in his or her immediate office. Working with the Program Manager, Deputy Director, and Supervisors, the incumbent consolidates all administrative reports including budgetary and cost data, procedures information, action plans, schedules, assessments, key findings, management information requirements, etc.

Initiates necessary correspondence, such as acknowledgment letters, requests for additional information and transmittal memorandums filling in references, dates, citations from manual, regulations, etc., which requires researching and extracting from files and records. Prepares materials in final form, assembles material, with necessary attachments, routes material for appropriate distribution. Conducts appropriate follow-up.

Assumes and carries out a variety of special assignments, involving the development of methods or operation or improvements in administrative practices of the office procedures and work routines. Based on findings, the position recommends and assists in the adoption of policies and procedures designed, to improve administrative functions. 

Assists in preparation of issuances, regulations, handbooks, handbook changes, etc.

Coordinates all travel requirements for the Office including budgeting and review of vouchers prior to approval.

As assigned, performs research and gathers background data for use by the Director, Deputy Director, and Team Leaders.

Assists in special efforts to collect program information, and statistical or budget data. 

Assists in the preparation of training sessions.

Provides staff support for formal presentations, briefings, and meetings.

Performs other related duties as may be assigned.

Prepares quarterly and year-end reports for recurring actions.

Responsible for preparing PRAC and PAC Contract Renewals.  This includes reviewing a report of expiring contracts and renewal contracts, reviewing the property's budget; conducting LOCCS reviews; notifying the HQ Desk Officer of funding needs for the next 12 months from contract expiration; following-up, on a monthly basis, until funds are received; preparing an amendment to PRAC; sending executed copy of amendment to Ft. Worth and the owner; and verifying the execution with Fort Worth.

Responsible for Health & Safety Issues or Other Community/Resident Concerns.  This includes receiving health and safety concerns and performing the initial research of the issue; responding to community entities or residents with the initial response; and following-up with owners and other HUD staff to ensure satisfactory resolution of the concern.

Responsible for Physical Inspection related to EH&S Issues.  This includes notifying deficient property owners; following-up; reviewing owner certifications; entering data into REMs; and beginning enforcement actions, if required.

Responsible for Monthly Accounting Reports (MARs).  This includes planning to obtain MARs through first identifying and monitoring properties that are required to submit MARs reports; updating logs; and following-up with owners if a report is not submitted.  The task includes review the Monthly Reports and checking to ensure that HUD Forms are included in the submission; completing the Summary Worksheet; reviewing Form HUD-93479 for reporting of all revenue; reporting of MIO Plan Draws; beginning cash balances; reviewing Form HUD-93480 for the total disbursed; reviewing Form HUD 93481 for the total payable; mortgage delinquencies; etc.  The task includes follow-up with Owners after the MARs Review, preparing an owner's letters; updating REMS; reviewing the owner's response; etc.

Responsible for Management Certifications.  This includes the receipt and review of Management Certificates.  The task includes reviewing Management Certifications, Forms HUD-9839 and documentation; reviewing the submission for completeness; determining if the management agent's fee is acceptable; determining if the management fee is required for Form HUD-9839-A or Form HUD-9839-B; verifying the property's Residential Gross Rent potential (Form HUD-92458); follow-up with disapproved Management Certificates, entering the approved management agent and fees into REMS; preparing a letter explaining the reasons for the disapproval, if the management fees are not approved; adjusting the management fee percentage, etc.

Responsible for Tracking, Verifying, and Explaining HUD 2530s. This task includes tacking and logging 2530s in order to check processing; verifying completeness of 2530s and returning those that are incomplete; entering 2530s into APPS; preparing cover memos explaining results; and logging the 2530 out of the tracking system. 

Responsible for Review Excess Income Reports Yearly.  The task includes receiving a property owner's request to retain excess income; accessing DARTS; notifying the owner of request; entering the information into REMS; notifying the owner that the authorization to retain excess income is withdrawn, if the property later becomes ineligible to retain excess income; reviewing owner appeals and issuing a final determination; etc.

Responsible for Review Excess Income Reports Monthly.  This task includes maintaining a log of all Section 236 properties and entering copies of Form HUD-93104 into the log every month; verifying that the property has been approved to retain excess income; checking the amount due in certain circumstances; requesting corrected agent forms; verifying calculations and amounts entered on the forms; and filing the Form HUD-93104.

Responsible for Review Excess Income Reports Occasionally.  May include, but is not limited to: Accessing DARTS to verify that there are no delinquencies; Requesting copies of endorsed checks if the property has delinquencies; Providing HQ accountant with check info; Accessing DARTS for outstanding receivables; Contacting the properties with outstanding receivables; Printing DARTS reports; and Notifying the properties with missing monthly reports that they must submit the missing reports to the Lockbox and to HUD.

Responsible for Residual Receipts.  The task may include entering the request to withdraw funds from the Residual Receipts Account into the Reserve Tracking module of REMS, reviewing the request for eligibility of items and completion of required forms as approved by HUD; verifying the eligibility of funds; contacting the owner/agent's property manager; generating approval documents, filing Form HUD-9250 and any approval letters, and entering the necessary information into REMS; etc.

Responsible for Reserve for Replacement.  The task includes entering the request to withdraw funds from the Reserve for Replacement account into a tracking system, reviewing the request for appropriateness of items and submission of bids;  verifying the availability of funds; contacting the property manager to clarify any questions;  generating approval documents, filing, and entering the necessary information into REMS.

B.
 Internal Controls

The Program Assistant serves as the control point for Office and Team activities and responsibilities. Establishes and maintains logs and controls to assure timely accomplishment of work and goals, and events such as conferences, staff meetings, industry meetings, etc.  Assists staff in follow-up as necessary.

Prepares various program and administrative reports, computer generated reports, charts, and status reports on multifamily projects as needed.

Oversees filing of projects and program files to ensure completeness and that correspondence and documents are filed in the most efficient manner. Sets up special files as the need arises, such as subject files, etc., so that information is available for status control and preparation of special reports.

FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION (FL-1-4, 550 Pts)

The incumbent must have:

Knowledge and skill in the use of state-of-the art automation.  Ability to work effectively in MS Word, Excel, and Calendar and Schedules programs or programs of the like.  Ability to manipulate data files on personal computer.

A general knowledge of Federal Housing Administration programs and Housing regulations, directives and handbooks pertaining to the multifamily programs under the Office’s jurisdiction, and a the ability to be cognizant of a manager’s view, policies, and special interest. The position also requires knowledge of the Departmental organization, and administrative procedures.

General understanding of the procedures and requirements as they relate to the maintenance of records, preparation of statistical and budget reports, and ability to solve administrative problems.

Ability to identify and obtain research and information on housing and related issues.

Knowledge of microcomputer applications to input data and retrieve appropriate automated reports.

The skills of a qualified typist are required.  A typist proficiency or the Self-Certification is required.

Ability to write responses to correspondence.

Ability to work under pressure. 

Ability to write clear and concise letters or other narrative material.

FACTOR 2.  SUPERVISORY CONTROL (FL-2-3, 275 Pts)

Work is performed under the general supervision of the Office Director Deputy Director and Team Leader’ who make assignments on broad terms and furnish guidance in resolving problems in various degrees of difficulty not covered by available guidelines.

The incumbent is expected to recognize all types of problems as they arise and to recommend solutions based upon experience, expertise, and judgment.

Work is reviewed based on compliance with guidelines and instructions, technical proficiency and overall results achieved.
FACTOR 3.  GUIDELINES
(FL-3-3, 275 Pts)

Guidelines include HUD and Housing regulations, program procedures, manuals, and general regulations of several Federal agencies (OPM, 0MB and Treasury). However, the incumbent frequently must adapt operating procedures to new situations due to frequent program, regulatory, and system changes. In addition, guidelines and agency instructions will be utilized (handbooks, notices, etc.) to keep staff informed of new or changing policies and regulations.

FACTOR 4.  COMPLEXITY
(FL 4-3, 150 Pts)

The incumbent will require versatility to perform the functions of this position, which entails shifting frequently from one phase or type of work to another.

The incumbent works on a staff that is involved with HUD ‘s Multifamily Housing programs. The programs are Housing-wide and the incumbent must make varied recommendations.

Incumbent must be able to react responsively and with a positive attitude to rapidly changing requirements and adverse conditions, and adapt methods and procedures to new situations.

FACTOR  5.  SCOPE AND EFFECT
 (FL 5-2, 75 Pts)

The work entails collecting, selecting, organizing and providing information in oral or written form.  Effective communication skills are paramount in the dealings with departmental staff, executives of other government agencies and private industry, members of Congress including public interest groups.  Good working relationships with his/her superiors and a thorough knowledge of the programs and organizations affects the ability to facilitate the workflow and assist the staff and accomplish assignments and resolve various problems and situations that affect the orderly and efficient flow of work.

FACTOR 6.  PERSONAL CONTACTS (FL 6-2, FL b, 75 Pts)

Personal contacts are by phone and personal callers to the office from Federal, State, national, regional and local officials, business organizations, citizens, etc., concerning various aspects of Multifamily Housing programs.

The incumbent‘s contacts are with Congressional staff, State and local officials, public interest organizations and private industry. The incumbent also is in contact with program development employees, and employees of other areas of HUD.

FACTOR 7.  PURPOSE OF CONTACTS


The purpose of contacts is to give and obtain information regarding compliance with established policies and procedures, and to set up appointments and conferences.

FACTOR 8.  PHYSICAL DEMANDS
(FL 8-1, 5 Pts)

The work is mostly sedentary; however, the incumbent is required to do some walking, standing, bending, and carrying of light items such as papers, books, files, etc. Otherwise, the position requires long periods of sitting and working on a personal computer. No special physical demands are required to perform work.

FACTOR 9.  WORK ENVIRONMENT
(FL 9-1, 5 Pts)

The work is performed in an office setting.

Total Points = 1410, GS-7 (Range 1355-1600)

FINANCIAL ANALYST

GS-1160-09/11/12

INTRODUCTION

The incumbent of the position is located in the Multifamily Housing Service Center.  The position requires practical knowledge of basic accounting principles and a broad range of financial analysis and financial management policies and procedures.  The incumbent serves as a technical expert for the Service Center on financial analysis and monitors the financial management and financial reporting activities of an assigned portfolio of multifamily properties participating in various HUD multifamily programs.    

MAJOR DUTIES AND RESPONSIBILITIES

The incumbent serves as the principal financial compliance specialist for an assigned portfolio of multifamily properties and as an advisor to the Service Center on the financial activities of other properties or projects as assigned.  

1.   Processes special claims including special claims for rent-up vacancies, regular vacancies, special claims for unpaid rent and claims for tenant damages.

 2.   Processes rent adjustments and utility allowance adjustments for an assigned portfolio of properties.  This includes, but is not limited to, a) receipt and initial screening of rent adjustment and/or utility allowance requests from property owners or management agents, b) analysis of the adjustment request, c) preparation of a rent or utility allowance decision letter and Rent Schedule (HUD-92458) or preparing a denial letter, d) entering data into appropriate databases (REMS, etc.), e) reviewing appeals of rent/utility allowance decisions and f) general contact and coordination with property owners or their representatives and management agents.   

3.   Performs annual Audited Financial Statement Limited Review for an assigned portfolio.  This activity may include, but is not limited to using the Limited Financial Review format with explanations of score; checking for unresolved findings; reconciling and checking the adequacy of the Reserve for Replacement Account; reconciling Residual Receipts Account; checking computations of surplus cash, balance sheet, notes, and statement of cash flows for repayment of unauthorized loans or payment of entity (owner) expenses; reviewing expenses on the statement of profit and loss; reviewing miscellaneous accounts; and reviewing excess income.  Follow-up after Limited Annual Audited Financial Statement Review may include preparing letters to the owner; copying and filing, reviewing owner's responses, filing the owner's letters; entering information into REMS; and recommending enforcement action.  

4.   Reviews Monthly Accounting Reports (“ABC Reports”) - HUD forms 93479 (Schedule A), 93480 (Schedule B), 93481 (Schedule C) - submitted by owners and/or management agents of assigned properties and maintains tracking logs for each ABC report.  

5.   Performs a compliance review of annual Audited Financial Statement (AFS).  This activity may include, but is not limited to sending letters to the owners; identifying deficiencies and requesting additional information if responses are unacceptable; updating REMS; filing documents; and sending letters in response to REAC notification that have not been received.

6.   Follow-up with Compliance Review in Enforcement Action Required.  This may include, but is not limited to preparing a recommendation for enforcement action; notifying the jurisdictional HUD office; and updating REMS.

7.   Process and review Management Agent Certifications (HUD 9839-B).  This includes, but may not be limited to receiving and reviewing Management Agent Certifications and any supporting documentation; reviewing the submission for completeness; determining if the management agent's fee is acceptable; determining if the management fee is required for Form HUD-9839-A or Form HUD-9839-B; verifying the property's Residential Gross Rent potential (Form HUD-92458); conducting additional analysis; etc.  Follow-up with disapproved Management Certifications may include, but is not limited to, entering the approved management agent and fees into REMS; preparing a letter explaining the reasons for the disapproval, if the management fees are not approved; adjusting the management fee percentage to maintain the yield and enter the information on Form HUD-9839-A or Form HUD-9839-B (if the residential management fee yield is to be held capped each time a rent increase is approved).

8.   Review Excess Income Reports.  This may include, but is not limited to receiving a property owner's request to retain excess income and verifying that the property is current in its mortgage payments; accessing HUD systems to monitor and track income and budget activity; notifying the owner of request; entering the information into REMS; notifying the owner that the authorization to retain excess income is withdrawn, if the property later becomes ineligible to retain excess income; reviewing owner appeals and issuing a final determination; reviewing, on an annual basis, the property's yearly report detailing the usage of excess income.

9.   Process request for release of Residual Receipts funds.  This may include, but is not limited to entering the request to withdraw funds from the Residual Receipts Account into the Reserve Tracking module of REMS & distributing the funds to the assigned Program Specialist; reviewing the request for eligibility of items, submission of 3 bids, and completion of required forms as approved by HUD; verifying the eligibility of funds; contacting the owner/agent's property manager; generating approval documents. 

10. Process request of release of Reserve for Replacement funds.  This may include, but is not limited to entering the request to withdraw funds from the Reserve for Replacement Account into a tracking system and distributing to the assigned Program Specialist; reviewing the request for appropriateness of items and submission of bids; verifying the availability of funds; contacting the owner, management agent or site manager to clarify any questions; generating approval documents (Form 9250 and approval letters for Section 202 and 811 properties); filing Form 9250, or the approval letter, in the property's Reserve for Replacement file and entering the necessary information into REMS; and retaining a copy of Form 9250. 

FACTOR 1.  KNOWLEDGE REQUIRED
(FL 1-7, 1250 Pts)

Comprehensive knowledge of HUD Multifamily Housing regulations and program functions.

A good practical knowledge of the missions, functions, goals, objectives, work processes, and sources of funding of assigned activities in order to relate needs and accomplishments to anticipated and actual dollar figures in budget.

Practical knowledge of contracts to include rules and regulations governing obligations and expenditures and interpretation of financial clauses.

Knowledge HUD policies, practices and regulations, and the regulatory provisions applied to the appropriation and budgetary process.

Knowledge of disbursements of fund accounting methods, procedures, and techniques used in maintaining, balancing, and closing an accounting system with extensive subdivision of accounts.

Knowledge of procedures and regulations for collection of government funds.

Knowledge of HUD multifamily housing programs.

   
FACTOR 2.  SUPERVISORY CONTROLS
(FL 2-4, 450 Pts)
Works under the general supervision of a higher graded employee – Supervisory Financial Analyst or the Service Center Director/Deputy Director - who assigns work, provides information on overall objectives and issues instructions on new or revised policies and procedures. The incumbent works independently in carrying out recurring assignments; including identifying and analyzing data necessary to prepare reports and financial statements. The supervisor or higher graded employee spot-checks work in-progress and upon completion for adherence to procedural instructions, accuracy of interpretation of regulations, clarity, timeliness, and attainment of objectives.

FACTOR 3.  GUIDELINES
(FL 3-4, 450 Pts)
Standard reference books, HUD manuals and Handbooks associated with financial management, financial reporting and monitoring and accounting principles, HUD Multifamily program requirements and associated Handbooks and directives, accounting desk references.  The incumbent consults these references as well as a large body of unwritten policies, precedents and practices which are not completely applicable to the work and are not specific and which deal with matters relating to judgment, efficiency and relative priorities.  


FACTOR 4 – COMPLEXITY
(FL 4-5, 325 Pts)
The incumbent must be able to make sound decisions and judgments on a variety of complex problems.  The incumbent works within established practices. Decisions regarding what needs to be done require an analysis of the accounting systems and functions where pertinent issues are known and where there are few conflicting in determining the course of action. The employee provides extensive supporting schedules and analysis necessary to reflect adjustments to related accounts on a variety of interrelated transactions.


FACTOR 5.  SCOPE AND EFFECT
(FL 5-4, 225 Pts)
The responsibilities assigned to this position are for the purpose of coordinating and monitoring activities within the jurisdiction of the Multifamily Service Center to include financial analysis, monitoring, tracking and recording financial data, and communication with property owners, management agents, subcontractors, CPAs and other Service Center staff.  The purpose of the work is to maintain accurate accounts, and to compile accurate statements and reports. The work results in eliminating duplication of effort, better adherence to financial recording and reporting requirements, and more assurance of accurate information for the operating programs.
FACTOR 6.  PERSONAL CONTACTS
(FL 6-3 & FL 7-c, 180 Pts)
Personal contacts include visitors from other offices within the United States Department of Housing and Urban Development, representatives of other Federal agencies, representatives of local and state governing bodies and representatives of vendors under contract with the Service Center.  The incumbent has extensive working relationships with people doing business with the Service Center in various capacities and must use a high degree of tact in his/her contacts and professional judgment.  
FACTOR 7.  PURPOSE OF CONTACTS

The purpose of the contacts is to obtain or provide information on the status of accounts and financial activity of the assigned portfolio of multifamily properties in the Service Center’s jurisdiction.  The incumbent must also explain the accounting process and resolve operating problems and submit necessary documentation in a timely manner.


FACTOR 8.  PHYSICAL DEMANDS
(FL 8-1, 5 Pts)
The work is sedentary.

FACTOR 9.  WORK ENVIRONMENT
(FL 9-1, 5 Pts)
The work of this position involves the normal risks and discomforts typical of an office environment.  Minimal travel.  

Total Points = 2980, GS-12 (Range 2755 – 3150)

HUD Multifamily Housing Agency Tender            
Appendix P-16
Technical Proposal

