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DIRECTOR
GS-340-15

I. INTRODUCTION

This position is located in the Office of the Assistant Secretary for Fair Housing and Equal
Opportunity, General Deputy Assistant Secretary, Office of Field Oversight. The office is the
primary point of contact between the field and FHEO Headquarters. The Office is responsible
for advising and assisting the General Deputy Assistant Secretary on all matters relative to
implementation of FHEO programs and activities in the Regional and Field Offices, including
coordinating Regional and Field requests and responses, analyzing performance data, and
providing input to assist in the evaluation of the performance of Regional FHEO Directors. The
Office is also responsible for communicating to the Regional offices, FHEO policies that are
developed by the Headquarters program offices.

The Director serves as advisor to the General Deputy Assistant Secretary and is responsible for
monitoring and reviewing Regional and Field office performance and providing technical
assistance, in consultation with the Office of Enforcement and the Office of Programs, on
enforcement and program and operations matters. |

II. MAJOR DUTIES AND RESPONSIBILITIES

Manages and supervises the activities of the Office of Field Oversight. The staff includes five
professionals, (1) Program Analyst, GS-343-15, (1) Program Analyst, GS-343-14, (1)
Management Analyst, GS-343-14, (1) Program Analyst, GS-343-13, (1) Program Analyst, GS-
343-12 (FPL GS-13), and (1) Program Analyst (Trainee), GS-343-9 (FPL GS-12).

Supervises a staff and manages other resources to achieve maximum efficiency and balance in
utilizing the resources assigned. Plan work to be accomplished by subordinates, set and adjust
short-term priorities and prepare schedules for completion of work. Assigns work to
subordinates based on priorities of the office and ensures work is efficiently and effectively
carried out. Evaluates work performance of subordinates, developing budget and administering
and managing funds. Establishes goals, objectives and activities for the division. Responsible
for identifying training needs and ensures the staff receive proper training. Also responsible for
counseling, disciplinary actions, awards, merit staffing, reassignments, rotations, promoUons
delegating responsibilities, and other actions.

Serves as advisor to the General Deputy Assistant Secretary for FHEO, Deputy Assistant

Secretaries, Office Directors, and other Headquarters FI—IEO Offlc1a1s on the 1mplementat1on of
“ff‘j‘"me m—u:u Drograms in the field.”

Serves as the Quality Managernent Review (QMR) representative for the Office of Fair Housing
& Equal Opportunity. The QMR is a broad management and operational review program that
sets standards, assesses performance, determines efficiencies and deficiencies, and makes



changes and improvements within FHEO's Field offices. The incumbent reviews and evaluates
performance and results of field operations; provides on-site technical assistance, as needed;
establishes quality management controls for more effective program operations; identifies and
develops corrective solutions for each field office; identifies and shares exemplary
management/operational practices throughout the organization and assesses customer
satisfaction. The incumbent prepares written reports after each QMR. The incumbent prepares a
summary report of all the findings, observations and exemplary practices at the end of the fiscal

year.

Serves as the Quality Assurance Review (QAR) representative for the Office of Fair Housing &
Equal Opportunity. The incumbent conducts limited on-site reviews of FHEO field offices. The
incumbent determines the effectiveness of field operations; reviews and evaluates performance.
The incumbent performs case reviews and conducts interviews with the FHEO staff, other
program Directors, customers and clients. The incumbent prepares written reports after each
QAR for the Assistant Secretary, General Deputy Assistant Secretary and the Deputy Assistant
Secretaries.

The incumbent is an expert in HUD program activities as they are implemented in the field. This
expertise include but is not limited to: (a) the evaluation of FHEO programs in the Field, such as
Title VIII complaint investigation and compliance review activities, and Title VHI and Title VI
conciliation activities; (b) the overall administration of FHEO programs from the Field Office
level, including all those functions that have been delegated to the Regional Director for FHEO;
(c) the management and administrative systems of the Department for program implementation;
and (d) the operation of Housing and Community Planning and Development Programs '
administered by the Department; and ) FHEO QMR/QAR Process Team Leader for the QMR

program.

Represents the General Deputy Assistant Secretary for FHEO in negotiating performance goals
with Regional Directors and FHEO/Program Assistant Secretaries. The incumbent exercises
extensive independent judgment in approving acceptable levels of performance for each Field
Office. Provides direct technical assistance to the Field Offices relating to policy decisions,
policy interpretations, new procedures and priorities.

Evaluates national work measure standards for FHEO based on studies and research conducted in
the Field offices utilizing extensive knowledge of program regulations and field implementation
of program requirements.

Directs a program to ensure periodic and effective evaluations of Field Office (Centers) FHEO
programs, which include the evaluation of Field staff on their ability to train, monitor, evaluate
and make recommendations for corrective actions.

implementation of the TEAM system and measure trends.

Directs the preparation of handbooks and guidelines on the performance evaluation system.
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Makes independent determinations of acceptable workload accomplishments in Field Offices
based on expert knowledge of the operation of FHEO programs and on an analysis of
performance data extracted from available data sources.

Coordinates with FHEO Headquarters Office heads relative to workload pI‘O_]eCtIOIlS and Field
Office production goals for their respective programs.

Develops management studies and surveys which may involve any aspect of the management of
FHEO programs or of the organization's concepts and procedures involved. Such studies and
surveys will generally have concrete operating objectives, and be relevant to the immediate or
projected requirements of the FHEO organization.

Serves as a representative of the General Deputy Assistant Secretary on task forces dealings with
Departmental management objectives.

Participates with Offices Directors in review of and makes recommendations on improvement of
work methods, and program and organizational initiatives.

The incumbent maintains liaison and coordination with all principal staff as necessary to
effectively carry out the functions of this Division.

Participates with Office Directors in review of and makes recommendations on improvements of
work methods, and program and organizational initiatives.

Sets lon g-range plans and short-range operating objectives for the Division that include stated,
quantified and measurable objectives, to measure performance both in terms of achievement and
efficient use of resources.

Develops staff at all levels in terms of their technical and supervisory capabilities to insure using
their potential to the fullest extent toward achievement of the Division mission.

In negotiating with Field Office Directors and General Deputy Assistant Secretarial
representatives, the incumbent exercises informed judgment based on his/her knowledge of the
program priorities of the Assistant Secretary for FHEO. The incumbent must maintain expert
FHEO program knowledge and as such is expected to develop technical materials without
detailed supervision or guidance.

Factor 1. Knowledge Required by the Position

Amastery of the concepts and principles of the field of equal opportunity is necessary to
administer and manage a broad jurisdictional program to identify and recommend solutions for -

partlcularly broad and complex equal opportunity and performance management problems as

ag the Pnfnrm’-\mpnf of the nnnhr‘n'hle m\nl ﬁOth efntntpe .

Highly developed skill in fact finding, analysis, to formulating and presenting recommendations,
negotiating resolutions of strongly contested issues, in oral and written communication. Must




possess skill in analyzing the causes and effects of deficiences in performance, and in
formulating corrective actions.

Skill in performing complex investigations.

Expert knowledge of analytical and evaluative methods used for analyzmg and measuring the
effectiveness, efficiency and productivity.

Superior management skills for improving and developing office practices, procedures, and work
methods as well as developing measurable operative performance objective.

Ability to conduct studies (concurrently or in sequence) that identify ways to improve
effectiveness of work methods, procedures, organizations, manpower use, distribution of work
assignment delegations of authority, management controls, information and documentation
systems, and similar functions.

Factor 2. Supervisory Controls

Work is done under minimal supervision of the General Deputy Assistant Secretary (GDAS).
The GDAS provides guidance as to major departmental objectives, priorities and policies. The
work is reviewed in terms of overall accomplishments, meeting of critical deadlines and
compliance with objectives. It involves a high degree of independent judgment and although
matters concerning substantive questions may be addressed with the GDAS. The incumbent
functions independently on a project basis in planning and managing assignments, independently
determining the proper scope of the project, the methods to be used to achieve the objective and
discusses only unusual situations with the GDAS. Independent decisions regarding work
priorities are normally reviewed prior to finan action assuming consideration is given to overall
requirements. The GDAS relies on the technical expertise of the incumbent in assuring that
overall goals and objectives of Office are met.

Factor 3. Guidelines

Guidelines include basic administrative policy statements concerning perfcrmance management
or policy initiatives of the Department.

The incumbent uses a high degree of judgment and discretion in determining intent, and in
interpreting and applying general guidelines to produce new knowledge and insight into
performance management, such as developing study formats for use by-others. The incumbent is
recognized as an expert in the development and/or interpretation of guidance on evaluation of
performance and productivity improvement.

Factor 4 Complexntv

highly complex and broad problems of a fundamental or precedent setting nature. Generally the
problems dealth with involve a unique combination of facts, conditions and issues.

Ass1gnments are to plan dlrect and conduct broad studles anaIyze and recommend de0151ons on



On a continuing basis, incumbent provides specialized assistance on performance management in
the field. The incumbent is frequently requested to provide informed advice and judgment on
specific administrative regulations and other programmatic policy and procedures

Work involves planning and administering methods and techniques to enable FHEO to carry out
its mission. The incumbent will recommend to the GDAS the priorities based on the severity of
the deficiencies discovered. Decisions in this work regarding what need to be done include
major areas of uncertainty in approach, methodology or interpretation and evaluation of the .
process. :

Factor 5. Scope and Effect

The prupose of the work is to oversee a comprehensive FHEO program that includes an
enforcement function, and providing consulting services to management for FHEO on a broad
range of FHEO issues including performance management and producitivity in the field.

The work results in the development and implementation of new procedures relating to
performance management to be used in the field offices and in the field of fair housing and equal
opportunity, which may include developing long-range program plans, goals, objectives and
milestones. ‘

Additionally the purpose of the work is to provide expert guidance and superior technical
assistance and or advice in fair housing and equal opportunity matters within the geographical

area.

Factor 6. Personal Contacts

Personal contacts are with high-level managers, middle managers, supervisors and staff officials
throughout the federal government, and key officials of state and locatl government.

Factor 7. Purpose of Contacts

The purpose of the contacts is to negotiate or conciliate resolutions to highly controversial or
major issues, or to communicate, justify, or defend decisions on major controversial issues.
Many issues are strongly contested, but incumbent must maintain firmness, objectivity, maturity
and a high degree of professionalism in bringing difficult issues to a reasonable and sound
resolution. The contacts also provide information and materials necessary to assist the office in
carrying out its various roles and responsibilities. . '

Factor 8. Physical Demands

The work is primarily sedentary, although some slight physical effort may be required. B



Factor 9. Work Environment

Work is generally performed in offices and conference rooms, and includes extensive visits to
field offices that involve everyday risks and discomforts and require normal safety precautions.
Frequent travel is required.




