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OFFICE OF FAIR_ HOUSING AND EQUAL OPPORTUNITY '.
Office of the Deputy Assistant Secretary for '
Policy and Legislative Initiatives.
Special Assistant, GS-301 -14

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:
The incumbent serves as Special Assistant to the Deputy Assistant Secretary for
Policy and Legislative Initiatives (DAS) The Office is responsrb]e for the

: formulatlon and communication of all Departmental fair housing policy to the
public, the press, the Congress and-ex_ecutive branch agencies. The Office is

responsible for developing policy justifications for all HUD-funded fair housing '

activities, drafting proposed legislation; drafting Congressional testimony;
preparing Department s-response to fair-housing related legislation;
responding to the White House and the Offlce of Management and Budget on |
f4ir housing policy and initiatives; research planning and data analysis;’
formulation of policy on emerging fair housing issues (such as predatory .
‘lending); development of interagency civil-rights activities; working with
outside community and industry organizations on fair housing initiatiVes;

" planning outreach and education initiatives; website development; drafting '
press releases,_Speeches,‘ talking points; preparing multirned-ia'pre'sentations;

overseeing contracts; preparing annual reports to Congress; and drafting other

falr-housmg related publications. The Office also coordinates the National Falr
Housing Month activities, Fair Housing Natlonal Policy Conference actlvmes
“and national conferences and events. :

The Special Assistant to the DepUty Assistant Secretary is res_p.onsible for

helping shape legislative, bu;dget and communications strategies, and performs .

a variety of specialized projects, which, because of their unusual, specialized or
sensitive nature, cannot be handled by other members of the staff.
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'DUTIES;AND RESPONSIBILITIES

The incumbent serves as a key advisor a_ﬁd expert and provides leadership and
assistance on behalf of the DAS. Also serves as a troubleshooter and primary
resource persoh for the DAS on programmatic and policy issues. The Special
Assistant, by researching issues, acts as a channel for staff concerns, prepares
draft memoranda on the DAS' behalf, helps the DAS prioritize and delegate
assignments appropriately, suggests solutions to problems within the program
office and helps the DAS conserve his/her time for the substantive decision-
“making work of the Office. ” ‘

Conducts research on a wide range of topics/issues in the prepa'ration of .
mefnoranda; briefing materials, Congressional testimony, speeches, press .
releases, the Web.site, PowerPoint presentationé, and reports/publications
~available to the public.” R - |
“Plans and coordinates conferences and meetings for the DAS, verifies agenda
with appropriate personnel, ensures that all appropriate pre,parato'ry'mater'ial |
has been received and forwarded to the DAS before the conferences/meetin:gs
" are held. - Attends and records minutes of meetings which are later summarized
and distributed; and_vchecks to ensure that commitments made at the meeting -
are met and _k_eep_s the DAS informed. :

Represents the DAS, in advising and assisting the Director, Office of Policy and
Legislative Initiatives and Director, Office of Education and Outreach in the |
performance of their duties and in resolution of controversial complex
situations. The Special Assistant serves in a Iiaiso'yn capacity on fair housi_ngv
programs and all administrative matters and issues. - o

Organizes meetings and speaking engage’m'en.ts for the DAS: Prepares
- background briefings from appropriate staff and prepares pértfolio to assure
that the DAS is fully prepared for scheduled engagements.
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Represents the DAS at meetings w;th program officials within and outside the

_ Department. Expresses the viewpoint of the DAS and is authorlzed to commit

the office to specific programs or courses of actlon

Reviews and concurs on all incoming and’outgoing correspondence for the DAS
that relate to special problems or issues in which he/she has expressed
particular interest or on which he/she wants to be kept informed.

Participates in the work of the DAS office_('by'handling many assignments of a
executive nature that relate to the broad areas of policy and management such
as communication of policy and activities to the medla Congress or White

‘House. : o
' Respons'ible-for developing civil rights enforcement and compliance policies
-and implementing regulatlons for all relevant civil rights laws and Executive

 Orders.

-Conducts fair housmg over5|ght of the Government- Sponsored Enterpnses

Fannie Mae and Freddle Mac.

Develops policy on emerglng falr housing and fair Iendlng ISSUES (|nc|ud|ng :

. predatory lendlng)

Provides oversight in the reviews of proposed HUD regulations, pdl_icies and
programs for consistency with, and efficiency in achieving, the Department’s
civil rights obllgatlons and objectives mcludlng affirmatively furthering fair

housing.

Develops systems evaluation of existing HUD programs as to their consistency
with and efficiency in achieving, the Department’s civil rights obligations and

- objectives including affirmatively furthering fair housing.

Coordinates the communication of FHEO policy to stakeholdérs, including
preparing speeches, talking points and other communications for the Office

b
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Director, Deputy Assistant Secretary, the Assistant Secretary for FHEO and the
Secretary. o '

Works closely with the Office of Public Affairs in publicizing fair housing
activities and responding to press inquiriEs;

Develops strategies and instruments to inform the public of HUD s fair housing
cases and initiatives.

Helps manage _the content and organization of FHEO's website.

- Coordinates with the Office of Policy Development and Research in the design
and implementation.of in-depth, long~term studies.on matters related to the |
De'partment’s civil rights obligations and objectives. '

Reviews and analyzes proposed legrslatron task force reports and other work
papers on new lmtratlves being planned by éntities within FHEO and other HUD
program areas for their impact on the Department’s civil rights obligations and
obJectrves mcludmg the objective to afﬂrmatlve|y further fair housing.

Develops strategles for respondmg to proposed Ieglslatlon or other proposals
and prepares written responses :

e

Meets and develops relationships with the leadership of external organizations,
including fair housing and civil rights groups, housing—cOunseling
organizations, real estate professional associations and academics;

Assists in managing radio, print, television' and online Public Service
Announcements; also evaluates effectiveness of HUD's .current fair housmg
education and outreach actrvmes including FHIP education and outreach |
~initiatives grants, media camp_argns, ‘and Public Service Announcements.

Carries out strategies to promote the Administration’s initiatives that have a fair
housing component, such as boosting minority homeownership; '



[dentifies and develops partnerships with organizations to promote fair housing
awareness and other goals. This includes forming partnerships and creating
networks among faith-based organizations, housing counseling o_rgkan.izétions,
traditional fair-housing-groups and others;

'Plans events and other forums in which to promote HUD’s fair housing mission;
- Develops other program offices’ un'derstanding of fair housing reduirementS"
related to their respective programs. ThlS includes planning tralnmg for other

HUD offices and speaking at other program office events,

Serves as Office Manager for the DAS and providés technical and administrative

guidance to the staff and the Office DirectorS’ staff assistants and secretaries. .

The Special Assistant advises the staff assistants and secretaries on
correspondence procedures and keeps the Office Dlrectors advised of potentlal
problems. The Special Assistant recommends techniques for the effective and
expeditious preparation of a variety of materials. ' '

FACTOR 1. KNOWLEDGE REQUIRED

Knowledge of the principles and concepts of the field of civil rights including a
thorough knowledge of relevant laws and legal principles, sociological |
implications, and history of the field. Broad knowledge of the Federal State
and local government administrative processes by which civil rights laws are
‘implemented and skill in developing significant new knowledge through
research. '

Expert knowledge of analytical and evaluative methods and qualitative and
quantitative techniques'for analyzihg and measuring the effectiveness,
efficiency and productivity of administrative and technical programs. Functions
as an authority with responsibility for FHEO program evaluation studies and
developing new methods and.procedures to measure program | ‘
‘-accomphshments results and effectlveness involving the substance of key

FHEO programs.
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Detailed working knowledge of the statutes and implementing regulations for
- all HUD programs in order to link civil rights requirements with program
administration. The range of programs is broad, including housing

development, housing management, community planning and development and

area-wide planning and development.

Detailed knowledge and understanding of the interrelationships among -
“operating programs to effectively organize and coordinate activities.

Skill in fact-finding, analysis, research, problem solving, writing and consulting
to identify problems and recommend new and significant solutions. A high
level of analytical skill in order to recognize and define complex solutions

Outstanding skill and ability in applying the knowledge to deal with the
complex and sensitive questions relating to the administration of the numeroUs
and various civil rlghts mandates administered by the Assistant Secretary of

FHEO. h

o
-

Skill in preparing well written, critical analyses, memoranda and reports that

clearly support recommendations.and conclusions. The incurhbent has the

_ | ability to edit and rewrite documents that coritain complex, technical ideas for:
~ work products requiring clear, plain written-language.

Ability to communlcate effectively, orally and in wrltmg with audlences mSIde
and out5|de the federal government. ' '

' FACTOR 2. SUPERVISORY CONTROLS

The lncumbent works closely Wlth and reports directly to the Deputy Assnstant
Secretary for Policy and Leglslatlve Inmatlves The employee exercises
independent judgment in planning and carrymg out assrgned duties and
recommends program initiatives. Individual tasks and prO_]eCtS are planned
designed and carried out by the incumbent independently. “The incumbent is
considered a technical authority on FHEO program matters, and his/her
positions, decisions, and recommendations are normally evaluated by the DAS

FE el



only to assure consistency with broad Departmental goals and policies. Work
assignments are accepted as technically authoritative. The incumbent has
direct access to the Deputy Assistant Secretary and consults with- hlm/her on
matters of |mportance for which no- clear precedent exists.

FACTOR 3. GUIDELINES-'l |

Guidelines are broadly stated, and nonspecific. The incumbent performs
independent research using fair housing case files and case law in additionto . -

-“his/her own methodology in reaching‘ his/her findings and in recommending .

programs and/or policy changes. Incumbent uses a high degree of judgment
and ingenuity in determining intent, and in interpreting and revising policy and
regulatory guidance for use by others within FHEO. Serves as an expertin fair

'ho_using issues and in developing or interpreting guidance on program planning

and evaluation.

FACTOR 4. COMPLEXITY

-*
a

Assignments are to plan, direct and conduct broad studies, 'an.alyze and
recommend decisions on highly complex and broad problems of a fundamental -

or pretedent setting nature. Generally the problems dealt with involve a unique

combinat_ion_ of facts, conditions and issues being studi_ed for the first time.

_Decisiohs regarding what needs to be done include Iargely'unprecedented

issues, amblguous and hlghly complex condltlons and major areas of
uncertainly resulting from gaps or conflicts in laws, court decisions,. regulatlons '
or policies being studied. The incumbent is called upon to determine the

nature and scope of the problem its cause and the approprlate Departmental

remedy.

Assignments involve an in depth analy}sis of the fair hdusing enforcement
efforts at all levels of goveérnment. The work requires a high degree of
judgment in evaluating issues, identifying solutions to confticting issues and

recognizing needs for changes in program operations. .Generally this involves



across the nation.

‘multiple, complex and interrelated issues havmg a potential substantlal lmpact
on the Department’s fair housmg law enforcement policy.

FACTOR 5. SCOPE AND EFFECT

The work of the position-results in improvem_ents in the overall implementation

- of FHEO programs in Headquarters and Field, which may include developing

long rang policy plans, goals objectives and educatlon and outreach activities

The ultimate purpose of the Department s FHEO programs is to eliminate
- systemic barriers to equal opportumty in housing and to develop and maintain
- equal opportunity for participation in and benefit from all Departmental
.. programs. The purpose of the work is to provrde a-high level of services to’

FHEO while maintaining proper controls and adhering to regulatory gurdehnes

- The work contrlbutes to the efficiency of daily operations of the office. The

work involves the performance of highly technical programmatic assignments
to solve a variety of problems, most of which are sensitive, confidential and

- often c\:ontroversi‘ai in'nature. The projects are broad and complex and are
~ designated to provide support in the office’s mission. Completion of

assignments are vital to the-Department’s equal opportunity in housing

| 'mission, which particularly affect the fair housing practices of Federal, State,

and local government and pu.bl'ic and private organizations and institutions

e

FACTOR 6 PERSONAL CONTACTS

'_Personal contacts are with high level officials within the HUD, Department of
Justice, Fannie Mae, Freddie Mac, Department of Treasury, National Assogiation

of Realtors, National Association of Home Builders, National MultiHousing
Council, National Association of Real Estate Brokers, National Association of *

_ Hispanic Real Estate Professionals, National Association of Asian American Real

Estate Professionals. Other contacts are with key officials in State and local fair
housing enforcement agencies, civil rights and fair housing leaders throughout
the country, Title VIII attorney’s, representatives of the housmg industry, and
other political and community and housing industry representatives.



These contacts are generally non-routine and deal with politically, socially and
economically sensitive issues. There are no rules or set guic_lélines for these
contacts and each is different and dependent upon the purpose of the contact.

FACTOR 7 PURPOSE OF CONTACTS e

The purpose of the contacts is to identify and discuss controversial issues or
programs relative to fair housing enforcement, identify possibile solutions,

“advise and consul'tl on policies, practices and proposals affecting fair hdusingA

enforcement and to secure the cooperation and utilization of programs and
personnel of all agencies and organizations whose resources can be utilized to
provide fair housing. '

The purpose of the contacts is to develop and implement Memoranda of
Understanding concerning the Fair Housing Act compliance in the low-income
housing tax credits program, to expand rental housing opportunities for
Hispanics and to boost minority homeowne‘fshi‘p and reduce housing |
discrimination. Contacts responsibilities also include providing technical
guidance on fair housing matters to membership of housing industry -
associations and négotiating ahd implementing all instruments that effecutuate

that purpose.

FACTOR 8. PHYSICAL DEMAND

Most work is primarily sedentary. Work sometime requires participation in
meetings and negotiation sessions for long periods of time. The duties are

frequently performed under stringent time constraints. Extended and fre‘,q'uent

travel may also be required.

FACTOR 9. WORK ENVIRONMENT

Works in an office that is properly heated and ventilated and in a safe an -

comfortable work area.
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