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INTRODUCTION -

This position is located on the staff of the Director,

The incumbent performs analytical, technical, advisory, and operational tasks in
support of the Director. The incumbent serves as an advisor on Housing.- related
issues, programs, and policies, and resolves major problems or issues which are
assigned by the Director. The incumbent is consulted regularly on matters related to
policies and procedures, and provides advice and assistance to subordinate
organizational levels. The incumbent undertakes routine and complex projects related
to the areas of Asset Management, Real Estate Owned, and Production.

-

DUTIES

1. Serves as the functional expert and provides leadership and assistance as
necessary to Field Office Housing stafi. Identifies systemic problems which
crosscut functional areas related to the areas of Asset Management,
Production, and Real Estate Owned. Serves as a member of other teams to
develop appropriate solutions (which often will be extended areawide) to
extremely complex issues and problems identified by exther program
evaluations or contact with Field Office staff.

2. Provides expert advice and guidance to Housing staff and others on complex
Housing issues; serves as liaison between the Headquarters and Field Office
staff on new palicies and procedures; provides input to Headquarters staff on
specific policy and legislative changes, or new legislation.

3 Acts as coordinator and principal advisor on key programmatic issues and
problems.

4, Provides advice to Housing staff to ensure effective pfogrammatic performance,
and ensures that staff are focusing attention on those priorities identified by the
Director.

5. Provides advice to the Housing staff on the overall management of Housing

programs, including Asset Management, Production, and REO.

6. Prepares analytical papers on programs assessing program effectiveness and
suggesting new policies and policy changes. Develops appropriate strategies,
tools, and procedures to address identified performance deficiencies and
unusually complex problems.

7. Assists Housing staff in the achievement of Management Plan goals, assesses
Management Plan reports and provides input, where required.
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8. As the Field Office expert on Housing Programs, the incumbent is responsible
for making interpretations for all related regulations, issuances and policies.

9. Provides technical assistance to Housing staff on complex policy or operational
issues. Serves as a consultant in the development of tailored packages to
address those needs. Facilitates the identification of sources for the provision
of technical assistance to Housing staff. Initiates, convenes and chairs
meetings, workshops, seminars and conferences.

10.  Occassionally serves as Team Leader for various staffs or projects. When
serving as a Team Leader, distributes and balances workload among the team,
make team assignments, concurs in all correspondence. Reviews, initials and
make recommendations to the Director on all travel orders, travel vouchers,
leave and performance ratings prior to approval.

11.  Utillizes available computer equipment and data systems to maintain data, track
performance trends and compliance issues and generate appropriate work
products.

Factor 1, Knowledge Required by the Position - Level - 1-8 1550 Points

A mastery of HUD rules and regulations, statutes and other controlling documents

pertaining to various Housing programs to facilitate developing new or improved work

methods, procedures, organizational structures, etc.

A mastery of the trends in Housing programs, and the management and utilization of
up-to-date information within the field in order to provide Housing staff with information
upon which to develop solutions to significant problems.

Factor 2, Supervisory Controls - Level - 2-5 650 Points

Work is done under very general administrative supervision of the Director, who
provides guidance as to major Departmental objectives, priorities and policies, and
who is available for consultation. The work is reviewed in terms of overall
accomplishments, meeting of critical deadlines and compliance with objectives. It
involves independent judgement, although matters concerning substantive questions
may be addressed with Director. The incumbent functions independently on a day-to-
day basis in planning and managing assignments, independently determining the
proper scope of the project, the methods to be used te achieve the objective and
discusses only unusual situations with the supervisor. Independent decisions
regarding work priorities are nhormally unreviewed prior to final action assuming
consideration is given to overall requirements. The incumbent is available, as required
for technical consultation for field staff. The Director relies on the technical expertise
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of the incumbent in assuririy that overall goals and objectives are met.

Factor 3, Guidelines - Level 3-5 650 Paoints

Guidelines include Departmental Handbooks, Notices, and Guidelines. The expert
uses judgement and ingenuity in adapting these policies to solve extremely complex

problems, and in developing new methods for use by the sing staff. Ser sowrL
Pra)ec+5 “here are V{/“'fl/d /d o yece QH"P Y o/fofw o s,

Factor 4, Complexity - Level 4-5 325 Points

The work involves performing complex reviews and analyses of Housing problems
and issues, identifying operational and programmatic deficiencies, and providing
Housing staff with technical assistance. The incumbent is sometlmes consulted by
Headquarters policy staff when commenting on

polacy changes, etc. Recommendations by the mcumbent are sometimes ngen
serious consideration due to his/her expertise in the Housing field.

Factor 5, SCOpe and Effect - Level 5-5 325 Points

The work involves developing programs and procedures necessary to analyze
program effectiveness and recommend. appropriate changes in extremely complex
program operations. Many of these changes extend throughout the Field Office and
may be shared with Headquarters for nationwide implementation.

Factor 6, Personnel Contacts - Level 6-3 60 Points

Contracts are with employees in Field offices, Housing clients, and employees in
Headquarters. Contacts are for the purpose of exchanging information or clarifying
information or clarifying questions or negotiating resolutions to complex issues.

Factor 7, Purpose of Contacts - Level 7-3 120 Points

The purpose of the contacts is to resolve problems, develop improved systems,
gather information, etc.

Factor 8, Physical Demands - Level 8-1 5 Points

The work is usually sedentary and involves sitting comfortably to accomplish most
tasks. No special physical demands are required.

Factor 9, Work Environment - Level 9-1 5 Points

The work involves normal risks or discomforts assocxated with working in an
adequately lighted and ventilated office.
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