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OFFICE OF AFFORDABLE HOUSING PRESERVATION

TITLE: Management Analyst (Records), GS -0343-11

LOCATION: Washington DC Preservation Office, Office of Affordable Housing
Preservation, A/S for Housing, Washington DC

INTRODUCTION:

The Office of Affordable Housing Preservation (OAHP) is located in the Office of
Housing and is responsible for the preservation of affordable housing supported, insured
or assisted by HUD and other Federal entities. Preservation efforts will include the
development and execution of restructuring agreements for affordable housing projects
with FHA-insured mortgages, supported by Section 8 assistance. It will also include the
financial and physical restructuring of affordable housing and other like projects in which
HUD has an interest, to improve their long term viability, and the recapitalization of other
multifamily and single family housing including those in other Federal affordable
housing programs as requested and required by Federal rules and legislation. Many of
OAHP’s efforts effect the preservation of housing through oversight, monitoring, and
evaluation of processes and procedures carried out by third parties such as Participating
Administrative Entities (PAEs) who are responsible for the initial evaluation, as assigned
by OAHP, of affordable housing and like projects with the purpose of proposing plans to
OAHP and other stakeholders for long term preservation. In addition, OAHP will
undertake other preservation responsibilities as assigned through the Office of Housing,
to include current preservation programs as appropriate as well as development of new
programs to address identified needs in projects or portfolios in which HUD has an
interest, in keeping with the Department’s commitment to preservation. In conducting the
business of preservation of affordable housing, OAHP is responsible for ensuring
compliance with relevant laws and statutes.

The incumbent serves as a Management Analyst in the Washington DC Preservation
Office, Office of Affordable Housing Preservation (OAHP). This position has the
responsibility for planning, reviewing, analyzing, coordinating, interpreting, applying,
and making recommendations on matters relating to Participating Administrative Entities
(PAESs) and other like entities in the performance of their duties in repositioning market
rents, underwriting, and debt restructuring recommendations. In performing these duties,
the incumbent considers decisions, policy determinations, agency regulations and
guidelines, agency goals and objectives, delegations of authority specific to the PAE and
consistent with OAHP guidance and congressional mandates.

Major Duties and Responsibilities

The incumbent provides Program support and assistance to facilitate in the analysis and
development of policy, procedures, instructions, legislation and research and performs the
following specific functions:

— Develops management plans, procedures, and methodology;



— Conducts studies of efficiency and recommends changes or improvements in
organization, staffing, or procedures;

— Develops procedures and systems for establishing, operating, and assessing
the effectiveness of control systems such as those designed to prevent waste,
loss, unauthorized use, or misappropriation of assets.

— Identifies resources (staff~ funding, equipment of facilities) required to
support varied levels of program operations;

— Reviews administrative audits and investigative reports to recommend
appropriate changes or corrective action required;

— Develops life cycle cost analyses of projects or performing cost benefits or
economics evaluations of current or projected programs;

— Develops new or modified program policies, regulations, goals, or objectives
for current preservation programs and other preservation programs and
activities as may be assigned to or undertaken by OAHP;

— Identifies data required for use in the'management and direction of programs.

— Develops reports for management. Collects and analyzes data, and compiles
reports adequate for management use.

— Conducts records management surveys and special studies to ensure essential
records schedules and corresponding records are created, maintained, and as
appropriate, disposed of.

— Conducts special records searches.

Factors

1. Knowledge Required by the Position

— Comprehensive knowledge and skills in the use of microcomputers.

— Knowledge of the organizational structure, functions and procedures of HUD,
and their relationships with the other program areas of the Department.

‘— Skill and khoWIedge in applying analytical and evaluative methods and
techniques to assignments in order to develop appropriate conclusions.

— A high degree of ability to assemble and analyze relevant facts and draw
appropriate conclusions.

'
\




— Considerable skill in presenting accurate findings and a high degree of ability
to make feasible and responsive recommendations both orally and in writing.

— Comprehensive knowledge of records management policy and procedures.

2. Supervisory Controls

The incumbent works under the general supervision of the Preservation Office
Director. The supervisor sets the overall objectives applicable to assigned
programs and defines the financial and other management resources available to
achieve the expected results. Performs duties and responsibilities with
independence, receiving minimal supervision from the Director.

3. Guidelines

Guidelines include very broad and complex policy directives and regulations.
Manuals, internal guidelines, and directives on administrative policy are available
for reference but are stated in general terms. The incumbent is required to use
resourcefylness, initiative, and seasoned judgment. This level may include
responsibility for development of new material for use OAHP-wide, or to
supplement and explain existing OAHP guidelines.

4. Complexity

The work is technical in nature and requires independent coordination of tasks due
to the volume of assignments and tight time constraints with which the incumbent
is restricted in order to accomplish tasks. Assignments are highly sensitive and
confidential and cross various organizations and/or groups.

5. Scope and Effect

The incumbent’s approach, technique, and effectiveness in completing
assignments will have a direct impact on the overall operation of OAHP
employees, and the overall operation of current preservation programs as well as
other preservation programs and activities assigned to or undertaken by OAHP.
The work involves developing criteria, procedures and instructions, planning and
reviewing services on wide-ranging projects, programs and functions pertaining to
PAEs in OAHP’s restructuring program. Conformance with OAHP’s regulations
pertaining to their participation in the restructuring program and other
preservation programs and activities, and interest to the general public, affordable
and conventional housing groups and the mortgage finance industry. Incumbent
must be willing to adapt self to changing duties; must exercise a high degree of
judgment, tact, diplomacy, and must be able to work with employees at all levels.

6. Personal Contacts




The incumbent will have substantial contact with supervisors and employees from
other offices, as well as within HUD and with outside contractors, congressional,
state, local, national officials and/or the general public.

7. Purpose of Contacts

Contacts are for the purpose of coordinating, directing or advising on technical
office procedures or to provide and obtain information, to discuss problems, to -
request or require that work be done, to persuade individuals to a course of action,

or to answer questions.

8. Physical Demands

No unusual physical demands are required for this position. Assignments are
often under pressure situations.

9. Work Environment

Work will be performed in a typical office environment.



POSITION CLASSIFICATION
EVALUATION STATEMENT

POSITION: Management Analyst, GS-0343-11

ORGANIZATIONAL LOCATION: A/S for Housing,
Office of Affordable Housing Preservation

(OAHP) Washington DC Preservation

Office

INCUMBENT: VACANT

REFERENCE: OPM PCS for Management and Program
Analysis Series, GS-0343, TS-98, August
1990

OPM Administrative analysis Grade
Evaluation Guide, TS-98, August 1990

BACKGROUND: This position description is written to provide a Management Analyst
in the Affordable Housing Preservation Office (OAHP) to accomplish efforts in
oversight, monitoring, and evaluation of processes and procedures carried out by third

parties.

TITLE/SERIES DETERMINATION: The primary purpose of this position is to
accomplish planning, reviewing, analyzing, coordinating, interpreting, applying, and
making recommendations on matters relating to participating Administrative Entities
(PAEs). Monitors PAEs duty performance in repositioning market rents, underwriting,
and debt restructuring recommendations. Develops management plans, procedures, and
methodology. Conducts studies of efficiency and recommends changes or improvements
in organizations, staffing, or procedures. Reviews administrative audits and investigative
reports to recommend appropriate changes or corrective action request. Develops life
cycle cost analyses of projects or performing cost benefits or economics evaluations of
current or projected programs. Conducts records management surveys and special studies
to ensure essential records schedules and corresponding records are created, maintained,
and as appropriate, disposed of. The Analyst considers decisions, policy determinations,
agency regulations and guidelines, agency goals and objectives, delegations of authority
specific to the PAE and consistent with OAHP guidance and congressional mandates.
Positions requiring knowledge of: the substantive nature of agency programs activities;
agency missions, policies, and objectives; management principles and processes; and the
analytical and evaluative methods and techniques for assessing program development or
execution and improving organizational effectiveness and efficiency are included in the
Management and Program Analysis Series, GS-0343. Nonsupervisory positions
primarily concerned with analyzing, evaluating, and/or improving the efficiency of
internal administrative operations, organizations, or management is titled Management

Analyst.




GRADE LEVEL DETERMINATION: The grade level of this position is evaluated by
application of the nine evaluation factors in the Administrative Analysis Grade

Evaluation Guide.
Factor 1, Knowledge Required by the Position Level 1-7 1250 points

At Level 1-7, positions require knowledge and skill in applying analytical and evaluative
methods and techniques to issues or studies concerning the efficiency and effectiveness of
program operations carried out by administrative or professional personnel, or substantive
administrative support function. Knowledge is used to plan, schedule, and conduct
projects and studies to evaluate and recommend ways to improve the effectiveness and
efficiency of work operations in a program or support setting.

The level of knowledge required to perform the duties of the subject are similar to that
described above. The incumbent of this position develops management plans,
procedures, and methodology. Conducts studies of efficiency and recommends changes
or improvements in organizations, staffing, or procedures. Reviews administrative audits
and investigative reports to recommend appropriate changes or corrective action request.
Develops life cycle cost analyses of projects or performing cost benefits or economics
evaluations of current or projected programs. Conducts records management surveys and
special studies to ensure essential records schedules and corresponding records are
created, maintained, and as appropriate, disposed of. Level 1-7 is assigned

Factor 2, Supervisory Controls Level 2-4 450 points

The employee and supervisor develop a mutually acceptable project plan, which typically
includes identification of the work to be done, the scope of the project, and the deadlines
for its completion. Within the parameters of the approved project plan, the employee is
responsible for planning and organizing the study, estimating cost, coordinating with staff
and line management personnel, and conducting all phases of the project. The employee
makes definitive interpretations of regulations and study procedures, and the initial
application of new methods. The supervisor is informed of potentially controversial
findings, issues, or problems with widespread impact. Completed projects, evaluations,
reports, or recommendations are reviewed by supervisor, staff and line management for
compatibility with organizational goals, guidelines, and effectiveness in achieving
intended objectives. Level 2-4 is assigned.

Factor 3, Guidelines Level 3-3 - 275 points

Guidelines consist of standard reference materials, texts, and manuals covering the
application of analytical methods and techniques (statistical, descriptive or evaluative)
and instructions and manuals covering the subjects involved such as organizations,
equipment, procedures, policies, and regulations). The analytical methods contained in
the guidelines are not always directly applicable to specific work assignments. However,
precedent studies of similar subjects are available for reference. The employee uses
judgment in choosing, interpreting, or adapting available guidelines to specific issues or
subjects studied. This position meets level 3-3 where guidelines typically include agency




policy and precedents. Manuals and internal guidelines and directives on administrative
policy are available for reference. Level 3-3 is assigned

Factor 4, Complexity Level 4-4 225 points

The work involves gathering information, identifying and analyzing issues, and
developing recommendations to resolve substantive problems of effectiveness and
efficiency of work operations in a program or program support setting. Work at level 4-4
requires the application of qualitative and quantitative analytical techniques that '
frequently require modification to fit a wider range of variables. This position is similar
to level 4- where the incumbent develops management plans, procedures, and
methodology. Conducts studies of efficiency and recommends changes or improvements
in organizations, staffing, or procedures. Reviews administrative audits and investigative
reports to recommend appropriate changes or corrective action request. Develops life
cycle cost analyses of projects or performing cost benefits or economics evaluations of
current or projected programs. Level 4-4 is assigned.

Factor 5, Scope and Effect Level 5-4 225 points

The purpose of the work is to assess the productivity, effectiveness, and efficiency of
program operations or to analyze and resolve problems in staffing, effectiveness and
efficiency of administrative support and staff activities. Work involves establishing
criteria to measure and/or predict the attainment of programs or organizational goals and
objectives. At level 5-4 work affects the plans, goals, and effectiveness of missions and
programs at these various echelons or locations. Employees at this level identify,
analyze, and make recommendations to resolve workflow, work distribution, internal
administrative operations of the organization and activities studied. Level 5-4 is assigned

Factor 6, Personal Contacts . ~ Level 2

Personal contacts are with employee’s individuals or groups within and outside the

employing agency in moderately unstructured settings. The contacts are not routine, the
purpose and extent of each is different, and they are identified and developed during the
course of contact. Typical contacts are with other offices within HUD, and with outside

contractors, PAE’s and the general public. Level 2 is assigned.
Factor 7, Purpose of Contacts Level B 75 points

The purpose of incumbents contacts are to coordinate, direct or advise on technical office
procedures or to provide and obtain information to discuss problems, to request or require
that work be done, to persuade individuals to a course of action, or answer questions.

Level B is assigned.
Factor 8, Physical Demands Level 8-1 5 points

The work is primarily sedentary although some slight physiéal effort may be required.
Level 8-1 is assigned.




Factor 9, WorkvEnvironment Level 9-1 5 points

The work is usually performed in an adequately lighted and climate controlled office.
May require occasional travel. Level 9-1 is assigned.

Total 2510 points

FINAL DETERMINATION: A total of 2510 points falls in the range of 2355-2750
points for conversion to GS-11. This posmon is correctly classified as Management
Analyst GS-0343-11.




