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OFFICE OF AFFORDABLE HOUSING PRESERVATION

TITLE: Post-Closing Specialist, GS-1101-14

LOCATION: Headquarters Portfolio Management Office, Office of Affordable Housing
Preservation, Assistant Secretary 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 conducting the business of
preservation of affordable housing, OAHP is responsible for ensuring compliance with relevant

laws and statutes.

Under the supervision of the Director, Portfolio Management Office and direction of the
Closing/Post Closing Manager, the incumbent serves as a Post Closing Specialist for OAHP
Headquarters, Portfolio Management Office, Closing/Post Closing team, in Washington, DC.

DUTIES AND RESPONSIBILITIES: .

e Reviews Closing Dockets submitted by Participating Administrative Entities (PAEs)
according to a prescribed checklist, to ensure the docket contains accurate, complete, and
consistent documentation of the closed OAHP restructuring.

» Assists PAEs and their attorneys in planning for corrections of post-closing errors, by
reviewing their procedures, and by addressing any OAHP program issues (which often
are novel issues without precedent).

e Oversees the completion of Closing Dockets; contacts PAEs if errors are noted in the
review and asks for correction, then reviews resubmitted documents to clear the errors; if
resubrmitted documents are not received within a prescribed timeframe, sends the Closing
Docket to the Production Office for correction, then reviews a resubmitted docket when it

has been completed.
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Proclaims a Closing Docket as completed to OAHP’s satisfaction, and may have
authority to sign the authorization for payment to the PAE. If the incumbent does not
have said authority, forwards the authorization form to a staff member with authority for

signature.

May participate in periodic audits of the Closing Dockets to ensure the initial review was
completed correctly and without error.

Monitors the PAE in its plan to make the necessary corrections to Closing Dockets; this
includes periodic contact to review dates of anticipated actions and review of draft
forms/documents the PAE proposes to use for the correction, and review of the executed
forms/documents that are submitted to clear the errors.

Reports to OAHP senior management on the status of corrections, responsiveness of
PAE, and projected dates for corrections to be completed.

Maintains a chronological history of contact with the PAE in a database that is accessible
by all in the office. :

Runs database reports and evaluates PAE performance.

Acts as the OAHP expert on necessary documentation to be maintained in Closing
Dockets, and as such, responds to PAEs, PAE attorneys, and field ofﬁce questions on

those matters. .

Assists other Post-Closing Specialists in completing their reviews, offering technical
assistance as needed; and in their contact with PAEs and attorneys, particular in
controversial or tense situations.

Identifies areas where the procedures can be improved upon and upon concurrence from
the supervisor, may take the lead in developing policies and procedures.

Stays abreast of HUD and OAHP policies.

FACTORS:

1.

Knowledge Required by the Position

Expert knowledge of real estate finance including mortgage documents, deeds of  trust,
security agreements, cash flow participation features, and subordinate liens.

Expert knowledge of closing practices for FHA loans, and closings with multiple funding
sources in addition to FHA-insured loans.

Ability to use sound judgment in decision-making.

Ability to plan, direct, implement, and oversee a process with multiple parties and tight
timelines for action.
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e Ability to be organized, set priorities, and complete actions in an environment with
numerous activities to be completed at any given point in time.

2. Supervisory Controls

Works under the supervision of the Director, Portfolio Management Office and team leadership
of the Closing/Post Closing Manager with a minimum of direction and review. Final work
products are reviewed in terms of accomplishing the agency’s goals and objectives.

3. Guidelihes

Guidelines include HUD, OAHP, Section 8, FHA Mortgage insurance, Mortgage banking
- practices, Regulations, and statutes, some of which allow flexibility and must be modified to

achieve the OAHP goals.
4. Complexity

The incumbent performs highly complex assignments and long-range projects independently.
Issues dealt with are sensitive, confidential, and extremely complicated. Assignments require
extensive coordination and highly technical advisory work.

5. Scope and Effect

Projects or assignments performed have a critical effect on the nationwide operations and success
of OAHP. Failure to effectively perform the various duties and responsibilities of the position
could result in substantial financial loss to OAHP and HUD.

6. Personal Contacts

Personal contacts are with supervisors and staff with post-closing responsibilities in all OAHP
production offices, HUD Multifamily Claims/ Note Servicing/ and Insurance Operations (and
their contractors), PAE, PAE Attorney, title compahy, and recorder’s offices. In addition,

~ personal contacts are with OAHP and other HUD Housing senior management who have control
over policies and procedures. ‘

7. Purpose of Contacts

Contacts are generally to advise on, interpret, coordinate, or resolve complex issues relative to
ensuring that the Closing Dockets for closed OAHP restructurings are an accurate, complete, and
consistent record of the closed transaction.

8. Physical Requirements

No unusual physical demands are required for this position.

9, Work Environment

Work is performed in a typical office setting. Minimal travel may be required.
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EVALUATION STATEMENT

PROPOSED POSITION: Post-Closing Specialist, GS-1101-14
PRESENT POSITION: NEW

LOCATION: Closing/Post Closing Division, Portfolio Management Office, Hdqgtrs., Officé,
OAHP, Office of Housing.

INCUMBENTS: VARIOUS

REFERENCES: OPM, PCS’s for Realty series GS-1170, Appraising series GS-1171, Housing
Management series GS-1173 and General Business and Industry series GS-1101.

INTRODUCTION: The Office of Affordable Housing Preservation 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.

The incumbent serves as Post-Closing Specialist for OAHP Headquarters reviews Closing
Dockets submitted by PAE’s to ensure accurate, complete, and consistent documentation of the
closed OAHP restructuring. Acts as the OAHP expert on necessary documentatlon to be
maintained in closing dockets.

Title and Series Determination: The duties and responsibilities of the subject position are varied
and different in all aspects as it relate to the Affordable Housing Preservation efforts. The GS-
1170 and GS-1171 were considered and eliminated because the work of this position is not
directly related to the acquisition or management of real property. The GS-1173 was considered
and eliminated because the work is not directly related to managing housing projects, billeting
facilities, and other living quarters. The appropriate series is the GS-1101 which includes all
classes of positions the duties of which are to administer, supervise, or perform any combination
of work characteristic of two or more series in this group where no one type of work is series
controlling. The GS-1101 standard does not prescribe titling for positions allocated to this series.
The titling of this position is in accordance with the introduction to the Position Classification
Standard. The title and series is: Post-Closing Specialist, GS-1101.

Grade Level Determination: The GS-1101 standard does not have grade level criteria so the GS-
1173 which is described in the nine factor format is utilized for grade level determination.

Factor 1- Knowledge Requlred by the Position: This factor measures the nature and extent of

information or facts that the employee understand to do acceptable work (e.g., steps, procedures,
practices, rules, policies, theories, principles and concepts) and the nature and extent of the skills
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necessary to apply that knowledge. At this level the position requires the incumbent to apply a
mastery of policies, principles and methodologies, functioning as technical expert doing work
that involve complex issues. The incumbent uses knowledge and skill to resolve conflicts in
policy and program objectives. LEVEL 1-8 is Assigned 1550 Points.

Factor 2- Supervisory Controls: This factor covers the nature and extent of direct or indirect
controls exercised by the supervisor or another individual over the work performed, the
employee’s responsibility and the review of the completed work. In this position the supervisor
provides administrative direction with assignments in terms of broadly defined objectives and
deadlines. The employee has responsibility for independently carrying out programs, projects,
studies or other work. The work is reviewed for fulfillment of program objectives.

LEVEL 2-5 is Assigned 650 Points.

Factor 3- Guidelines: This factor covers the nature and extent of guidelines and the judgment
employees need to apply them. Positions at this level are characterized by the availability of
agency guidelines, policies, program management guidelines, legal opinions or precedents. The -
incumbent of this position is required to select, adapt, and apply housing policies and principles
to assignments using guidelines that are broad, nonspecific policies and basic legislation, with
interpretation, judgment and ingenuity. LEVEL 3-5 is Assigned 650 Points.

Factor 4- Complexity: This factor covers the nature, number, variety, and intricacy of tasks,
steps, processes or methods in the work performed, what needs to be done, and the difficulty and
originality involved. For this position the assignments are diverse and cover a number of housing
programs or projects for which a variety of different advisory functions are required. Decisions
regarding what needs to be done include exercise of experienced judgment in adapting
conventional methods or techniques to resolve obscure or unique problems.

LEVEL 4-5 is Assigned 325 Points.

Factor 5- Scope and Effect: This factor covers the relationships between the nature of the work
and the effect of work products or services both within and outside the organization. The work
involves the development of management policies for the use and operation of agency housing
programs. The incumbent of this position serves as the principle expert on housing program
matters. LEVEL 5-5 is Assigned 325 Points.

Factors 6- Contacts: This factor include face-to-face and remote dialog. The level of this factor
consider and take into account what is necessary to make the initial contact and the difficulty of
communicating with those contacted. At this level the contacts include a variety of management
officials and representatives of public and private agencies. The assignments or objectives dictate
the frequency of personal contacts. LEVEL 6-3 is Assigned 60 Points.

Factor 7- Purpose of contacts: The purpose of contacts range from factual exchanges of
information to situations involving significant or controversial issues and differing viewpoints or
objectives. This position requires the incumbent to advise on, interpret, coordinate and resolve
complex issues involving OAHP and HUD. LEVEL 7-3 is Assigned 120 Points.
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Factor 8- Physical requirements: This factor covers any unusual duty involving physical
hardship or hazard. The work is primarily sedentary. LEVEL 8-1 is Assigned 5 Points.

Factor 9- Work Environment: This factor covers the work area. The work is primarily in an
office setting. LEVEL 9-1 is Assigned 5 Points.

TOTAL POINTS ASSIGNED: 3690- Which falls within the range of (3605-4050) and equates to
the GS-14 grade level. )

FINAL CLASSIFICATION: Post-Closing Specialist, GS-1101-14.
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