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MANAGEMENT INFORMATION SPECIALIST
GS-301-13

' INTRODUCTION:

This position is located in the Information and Communication Division, Office of
Information Services and Communications within the Office of the Deputy Assistant
Secretary for Operations and Management, Office of Fair Housing and Equal )
Opportunity (FHEO). The staff provides support, to Headquarters and field offices, on
technical issues related to FHEO automated systems and hardware issues as applicable to
those systems. In performing this activity, the staff assures that offices are provided
necessary technology resources to carry out the duties of FHEO; works extensively with
FHEO program offices to understand the automation requirements necessary to assure
that systems are developed and/or engineered to support program activity and that
information collected provides for accounting for workload accomplishment and
translates "program jargon" to technical jargon to assure that IT (technical staff) can
develop systems, applications or programs that meet the stated requirement.

The staff is also responsible for responding to all FHEO systems data related FOIA
requests as well as internal requests from FHEO management concerning FHEO systems;
developing and providing training for all systems/applications implementation activities
as well as training staff on correspondence procedures and Departmental correspondence
standards; providing on-site technical support and ‘guidance to Office Directors tasked

- with responding to consent decrees issued against the Department in various litigations
throughout the country; maintenance of Lotus-Notes lists for various groups to facilitate
ease of communication and Internet Fair Housing page content.

The staff is also responsible for being knowledgeable of communication devices
including, pager, personal digital assistant and cell-phone as well as the processes
required to assign the units to individual users. Additionally, the staff is responsible for
maintaining and assuring the correctness and timeliness of the FHEO Web Site.

DUTIES:

Represents the organization on project teams compiled of Equal Opportunity Specialists
and Program Analysts of FHEO as well as Office of Information Technology staff.
Conducts and plans projected work-processes, operational practices and needs
assessment, which affect FHEO nationwide. The projects typically cut across classical
information processing applications with the goal of resolving problems in the area of
civil rights through the application of Information Technology.

--Performs . assignments..concerning planning, design, development,.

-.control .and coordination .of .a dwerse set.of automated proc
scope, with a strong working knowledge in the management o

'-hc:p
B ¢
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Conducts field visits to data processing installations servicing FI-IEO directly and to



other organizations, which indirectly provide computer services in support of
Headquarters programs to evaluate the feasibility of applying automated techniques in
support of civil rights programs This requires a working knowledge of the technical
characteristics of

computer hardware and software, including application software, data representations and
operating systems.

Provides technical assistance and technical guidance to all FHEO offices regarding
packaged software, application software, communications and hardware issues. Also,
conducts and/or coordinates training for FHEO Headquarters and field staff usually as
automated systems are implemented.

Provides identification of problems and specific issues throughout FHEO and the field
and conducts preliminary analysis of systems to help determine the nature of
requirements, logical work and information flows and whether ADP technology should
be implemented.

Evaluates alternatives means for completing data processing projects, such as the use of
mini and microcomputers, mainframe, the Internet Local Area Networks (LAN) or Wide
Area Networks (WAN). Develops and implements innovative computer techniques for
use in support of management information systems including "user friendly" techniques

~ to encourage more efficient and effective completion of compliance reviews and

~ investigations. .

Services FHEO offices regarding the positing of web site programmatic content with
emphasis on correctness. Also responsible for assuring that Departmental guidelines and
formats are in compliance.

Factor 1 - Knowledge Required

Knowledge of data processing theory, concepts and practices, and skills and abilities for
applying this knowledge to assignments involving computer software and hardware used
by the Department and external organizations providing computer services in support of
fair housing programs. The incumbent must possess a reasonable degree of technical
knowledge about computer software and hardware enabling him/her to select efﬁcwnt
and effective data processing methods for use in meeting administrative and
programmatic needs in a wide variety of data processing environments, including the use
of various kinds of equipments, software, machine-readable media, and computer
languages. Technical knowledge is required for planning and coordinating the efforts of
__one or more data processing activities located in more than one geographical area.

~Knowledge of Microsoft Excel, Word and PowerPoint provided in the suite of
the Department microcomputer platform. Additionally, must be '
knowledgeable of web positing and editing software used by the Department.



Knowledge of recent trends and current developments in the data processing, auditing
and investigative professions which affect the effectiveness with which data processmg
techniques can be used to meet audit and investigative needs.

Continued growth in knowledge of the complexities of civil rights authorities including
the Fair Housing Act, Title VI, Section 504, Age, Section 504, and the Americans with
Disabilities Act (ADA) particularly as each applies to automation.

Knowledge of pertinent computer equipment and characteristic of general and
special-purpose equipment used within HUD and at other date processing
installations, which provide services in support of fair housing programs.

Factor 2 - Supervisory Controls

The Management Information Specialist, experienced in applying data processing
concepts, methodologies and in working within a broad range of defined assignments,
plans and carries out a variety of assignments with guidance on project objectives.

Incumbent develops the techniques necessary to carry out assignments, resolves conflicts
which arise, coordinates work with others, responds to management priorities and
changes in the data processmg environment.

Supervisor reviews completed work for soundness of overall approach,
effectiveness in meeting requirements or expected results. The use of data
processing techniques are considered technically authoritative and the best possible
alternative under current conditions.

Factor 3 - Guidelines

Guidelines include professional data processing texts; Federal Information Processing
Standards established by the National Bureau of Standards; Handbook and Operating
documents which describe the Department's like the Department's System Development
Methodology and other entities data processing installation's policies, procedures and,
methods. In addition, the guidelines also include system development documentation on
any of the Department's automated systems such as Functional Requirements
‘Documents, Systems Specifications, Computer Program Specifications, Test Plans,
Conversion Plans, User's Handbooks, Terminal Operator's Handbooks, and Computer
Operation Guides.

The incumbent uses the concepts and techniques presented in the guidance described
_above to identify the techniques that can most effectlvely be applied to civil rights or
1nvest1gat1ve matters mvolvmg the use of data processing. While the goals to be achieved

are usually clear, the incumbent must exercise considerable resourcefulness in identifying

the most effective and efficient techniques for meeting the specific objectives, and
planning projects, and executing steps to obtain the desired results. The incumbent must
suggest unique processing approaches, and alternative methods for meeting the objectives



based on the availability of existing data, software and hardware.

Sinﬁlarly the incumbent must be a familiar with various civil rights rcgulations
and policies which provide an operational framework for defined applicable
processes describing the overall procedures for the operational program.

Factor 4 - Complexity

Work at this level is characterized by broad assignments involving the whole gamut of
FHEO programs. The incumbent may perform work on any of the automated systems
used by the organization. Decisions onl which systems can be used to meet the desired
objectives, and the most effective techniques available to achieve the objectives
frequently require probing and analysis. '

Analyses are required to develop the most effective techniques for meeting the
objectives within short timeframes. This frequently requires integrating various types
of hardware and software to resolve technical matters, and closely coordinating project
activities with key data processing professionals within FHEO and the Department.

Factor 5 - Scope and Effect

The incumbent's work has an effect on the manner in which FHEO conducts its
automated programs enabling the Office to save resources in the conducting of audits and
enabling the Office to more easily identify problem areas requiring management
improvements. The work affects the functioning of standardized applications for
programs and consequently a wide variety of subject matter functions carried on
throughout the department. His/her efforts make it possible to conduct tests effectively
and efficiently of the organization's operations using the computer that would not be
practicable otherwise.

Factor 6 - Purpose of Contacts

The incumbent's personal contacts primarily include.daily contacts with a wide variety of

individuals, including data processing experts within the Office of Information
Technology and computer professionals in outside organizations, equipment and software
vendors, and program managers within FHEO.

Factor 7 - Purpose of Contacts
The incumbent must occasionally justify, defend, negotiate, or settle matters involving

_significant or controversial issues. At this level the incumbent attends meetmgs to
accomphsh such goals. The persons ‘contacted have diverse viewpoints, goals; and =

“objectives conceming the isstie or problems of the Department. The in¢limbent st
gain an understanding of the problems; develop suitable long and short-range
alternatives for resolving them. The incumbent must also coordinate project efforts to
achieve solutions that will meet the organizational needs. In addition, the incumbent is

v



expected to advise management on the long range changes needed in the organization's
data processing plans and policies, as required.

Factor 8 - Physical Demands

The work 1s primarily conducted at the Washington Headquarters; however,
numerous site visits throughout the nation are necessary to ensure timely
completion of data processing projects. The work is primarily sedentary.

Factor 9 - Work Environment

The work is performed in a typical office setting. Special safety precautions are not
required.




