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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of Education and Outreach '
Program Analyst, GS 343-9

INTRODUCTION

This position is located in the Office of Fair Housing and Equal
Opportunity, Office of the Deputy Assistant Secretary for Policy and
Legislative Initiatives, Office of Education and Outreach. The Office
develops policies, procedures and strategies relating to the formation and
implementation of FHEO’s education and outreach activities. The Office
performs marketing and outreach services to ensure an appropriate focus
of activity in underserved communities, and that fair housing program

~ information is provided to partners and industry groups. The Office
performs activities designed to develop and implefnent education and
outreach efforts to heighten public awareness of all forms of housing
discrimination prohibited under the Fair Housing Act; coordinates the
National Fair Housing Month activities, Fair Housing National Policy
Conference activities, national conferences and events, and serves as
Government Technical Representatives for contracts and other
specialized education and outreach activities.

The incumbent serves as a Program Analyst and performs a variety of
assignments involving fair housing education and outreach program

activities.
DUTIES AND RESPONSIBILITIES

Works with higher-level specialists to promote education and outreach
relationships with staff of external organizations, including fair housing

and-civi .gh.ts gFOU>ES',-'hCUS'5-‘-3‘rn'mcal'n” nrn:n.__::tln,ngi,_rrea! actate. ...

proTeSSIonal associations and dcademics:

Assists in working with the Office of Public Affairs in publicizing fair
housing activities and responding to press inquiries.



Assists in helping plan and coordinate all of HUD’s fair housing ed ucation
and outreach activities, including Public Service Announcements, Fair
Housing Initiatives Program education and outreach grants, and other
contracts.

Assists in conducting studies of the public’s awareness of HUD's fair
housing enforcement function and identify how people are learning about
HUD’s fair housing role.

Assists the Office Director in gathering data to evaluate the effectiveness
of HUD’s current fair housing education and outreach activities, including
FHIP education and outreach initiatives grants, media campaigns, and
Public Service Announcements.

Gather and assemble printed materials (brochureﬁs; fact-sheets,
newsletters, and other publications) to educate the general population on
fair housing laws. ‘

Assists in the preparation of background information and supporting
documents for use in media presentations (CD Roms, PowerPoint, online
content and general population on fair housing laws.

Gathers data to inform the public of HUD’s fair housing cases and
initiatives, including drafting press releases to publicize recent

enforcement successes and other initiatives in the press and other media.

Works with Office Director in developing partnérships with organizations
to promote fair housing awareness and other goals. This includes '
forming partnerships and creating networks among faith-based
organizations, housing counseling organizations, traditional fair-housing

..groups.and others. . ..

Helps plan events and other forums in which to promote HUD's fair
housing mission as it relates to education and outreach.
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FACTOR 1, KNOWLEDGE REQUIRED BY THE POSITION

Basic knowledge of the laws, regulations, procedures and policies
governing fair housing programs and an operational knowledge of HUD
programs and their relationship to FHEO.

Knowledge to deal with the complex and sensitive questions relating to
the administration of the numerous and varies civil rights mandates
administered by the Assistant Secretary of FHEO.

Ability to assemble and analyze complex and non-complex facts and
draw conclusions.

Skill in fact finding, analysis, research, problems solving, writing and
consulting to identify problems and recommend new and creative
solutions.

Understands public relations and the importance of presentation when
matters involve areas of controversy or sensitivity. Ability to
communicate complex, and sometimes sensitive material, accurately,
with appropriate detail, and in plain language.

Understands the basics of the mortgage lending process and how the
secondary market operates.

Highly developed skill in oral and written communication.

Experience in using technology, such as the Internet arid Web sites, to
effectively communicate information to large numbers of people.

The incumbent works under the general supervision of the Office
Director. The Director assigns specific projects in terms of issues and
sets deadlines for completing the work. The incumbent is expected to

.



plan and carry out assignments independently, determining the methods
and techniques to use. The supervisor performs a review of the results
obtained and conformance to policies and instructions. Work is reviewed
in progress and upon completion for technical adequacy and
completeness, conformity to policy and feasibility of recommendations,

FACTOR 3, GUIDELINES

The incumbent primarily performs work within the scope defined by
supervisor and must give priority to that work. Incumbent uses basic
judgment in applying general guidelines to produce new knowledge and
insight into fair housing issues. The incumbent must identify, collect and
analyze information, and draw conclusions and make recommendations
that will affect the administrative enforcement of federal fair housing
laws on a nationwide basis. ’

FACTOR 4, COMPLEXITY

Assignments involve the analysis and evaluation of a broad range of
varied functions. Assignments are complicated by different and
unrelated subject matter data, methods and techniques. The incumbent
is required to make decisions concerning the applicability of data and
apply a variety of fact-finding techniques and analytical methods to -
recommend decisions on individual issues.

FACTOR 5, SCOPE AND EFFECT

The incumbent’s work results in the development of new knowledge and
procedures in the field of Fair Housing and Equal Opportunity. The work
involves conducting studies, projects and analyzing, reviewing and

___evaluating a variety of data, and participating._in the establishmentand. .. .

U v

implementation.of policies;.guidelines-and procedures..Compl

CiE 3

assignments is vital to the Department’s equal opportunity in housing
missions, which particularly affect the fair housing practices of Federal,
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State and local governmental and public and private organizations and
institutions across the nation.

FACTOR 6, PERSONAL CONTACTS

Personal contacts are with officials from both inside and outside of the -
Department at national levels, industry representatives, and
representatives from fair housing organizations. There are no rules or
set guidelines for these contacts and each is different and dependent
upon the purpose of the contact.

FACTOR 7, PURPOSE OF CONTACTS

The purpose of the contacts is to communicate Departmental policy or to
collect information to assist in the preparation of such policy. Contacts
may also be for the purpose of discussing and working out solutions to
problems. Contact is also made to interview persons and discuss issues
or programs to obtain information and opinions from individuals or
representatives of public and private organizations having substantial
interest in fair housing issues. |

FACTOR 8, PHYSICAL DEMAND

Work sometime requires participation in meetings and negotiation
sessions for long period times. The duties are frequently performed
under stringent time constraints. Travel may be required.

FACTOR 9, WORK ENVIRONMENT

Work is performed in an office that is properly heated and ventilated and

in an
—{n-& safe comfertable work areas«- -
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