Management Information Specialist
GS-301-13

Introduction

The incumbent serves as a Management Information Specialist
assigned responsibility, either for personally performing,
accomplishing as a joint effort with other senior techniczl
staff; or providing technical direction as a project leader of a
“work group engaged in performing a full range of user assistance
and systems analysis functions ‘involving any developmental or
mzintenance phase in the total life cycle of one or more
automated systems. The employee performs various technical,
administrative, and coordinative assignments related. to
accomplishment of the organization’s mission as described in HUD
Handbook 1150.1. The subject matter of assigned applications
includes Public and Indian Housing programs.

Mzadior Duties

1. ias responsikility for z user azrez or mejor system or
systems withiz & user zreza.

Acts &s liaziscn with the assigned user orgenization to zid
users in planning and budgeting their ADP resources.
Anzlyzes and specifies requirements for hardware and
software neadls for speciel purpose computers dedicated to
assigned suer organizations; acts as lizison for procurement
Pprocess. ’

2. Performs or cirects zll stages in ths zutomation process
from initial rsquirements through system implementation.

Works closely with the user to produce Functionazl
Requirements Jocument, feasibility study, and cost/benefit

analysis. .

Performs in-czpth enzlysis of the existing system, both
manual and zuiometed; anticipestes, by inference, nesded but
unspecified system reguirements/capzabilities.

Reviews systex specifications including information flow and
processing lcgic; within the HUD standards, recommends
programming languages, advanced language processors, utility
software, anc zoftware packages for the most efficient and
effective method of satisfying system requirements.

Produces or is responsible for the production of project
workplans which meet HUD ADP standards.

. Reviews the work of IPS in testing and documenting assigned
systems; reviews zssigned subsystem for integration with the



system, effectiveness, efficiency, and adherence to HUD ADP
Develops and oversees execution of the system test plan.

Plans, develops, and coordinates system installation and

provides direct training and support to users at
Headgquarters and HUD Field Offices prior to, during and

following implementation.

Respon51ble for important administrative functions w1th1n
the Division, may be designated Acting Division Chief in the
absence of the Division Chief.

May be wholly or partially responsible. for writing all types

of documentation, including Statements of Work, .leading to
procurement and administration of contract services.

As necessary, develops task specificationsand zll related
documentation for the direction of tasks performed by

contractors.
Consults with IPS to arrange support for assigned projects.

Acts &s a project leader for the development of new system
and/or maintenance and moclflcataons to existing systems £

Public and Indizn Housing.
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Develops and rmonitors overall project plans that identify

milestones, tasks necessary to accomplish milestones

milestone deadlines, relationships between the taCks,

project deliverables, constraints, and responsible persons.
4

Anzlyzes modification regquirements.

Evaluates the effectiveness of systems, dcvices, proce es,
egnd methods used to safeguard prlvacy data in as<1cnea
cyc tems.

Participates in user conferences with program managers and
other responsible officials to.discuss:

a) Ongoing and future projects.
b) ADP service requirements.
c) Any ADP related problems.

Negotiates with staff or operating offlces to obtain needed
actions.

Reports to the D1v1=10n Chief or other zffected project
leaders at frequent intervals on new developments, generzl
progress, and cther matters of interest.

Is involved ir the formulation and explanation of proposals
and recommendations to user management officials to promote

.UnGe*stanalnc and acceptance of new systems or of changes to



existing systems.

Adjusts or coordinates in-progress work and project
schedules to accommodate changes in user requirements and

priorities.

Establishes and maintains liaison with other Departmental
ADP. serv1ce organizations to ensure that developed data
systems” interface properly and are compatible with ex1st1ng
or planned equipment and support facilities.

Observes'the principles and technigques of good planning and
management in negotiations with management officials and key
personnel in accomplishment of assignments.

Cconducts or directs studies oriented toward:

a) Improving the functions and performance of existing
systems.

b) Incorporating new capabilities.

c) Consolidating and integrating ongoing processes.

d) Improving interfaces with related systems.

e) Devising the application of enhanced data collection,
reduction, and dissemination technigues

£) Upgrading the overall effectiveness and efficiency of

automzted processes.

-

Factor 1 - Knowledge Reguired by the Position

A wide range of knowledge of computer technigues,
reguirements, methods, and procedures is required in order
to analyze major data processing systems.

Knowledge of the czpabilities of hardware including

mainframes and minicomputers in the agency eguipment
configuraticn.

Knowledge of systems aﬁalYSlS techniques for writing system
specificaticns. .

Knowledge of planning and management techniques for the role
of project leader and lizison.

Knowledge of characteristics and cepabilities of utility and
packaged software, data base manazgement systems, and
programming languages available at EUD

Skill at writing clear procedural instructions for user
personnel.

Knowledge of NDP standards for the production of project
workplans and system documentation.

Knowledge of procurement and contracting procedures for



writing pre-award and post award documentation and
performing evaluation of contractors’ proposals.

- Knowledge of HUD's organizational structure, especially the
organization and functions of the Office of Information
Policies and system and assigned user offices.

Knowledge of assigned user area and systems as well as.
related user areas or systems to understand, interactions

- and the scope and effect of changes to requirements.

Factor 2 - Supervisory Controls

The supervisor assigns work on a project basis, provides policy
guidelines and overall objectives, and in consultation which the
employee, determines timeframes and possible shifts in steff on
other resources. Work is performed independently with a minimum
of supervision or instruction, in consonance with established
objectives, with the employee resolving most conflicts &and
coordinating work with those on the progect team and in the
program area. Emp10yee keeps the superv1sor advised of progress
and situations requiring major changes in resources or projected
timeframes. Completed work is reviews for compliance with
policy, effectiveness in achieving wuser reguirements, accuracy of
estimated timeframs and projected problem arezs, achievemsnt of
harmonious relatioznships in coordinating the project with
operating and manacement personnel throughout the Departm~ﬂL
cquality of leaders .lp, direction, and technical guidance prov

to the project teax
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Factor 3 - Guideli=xes

Formel Agency ADP policies and precedents provide guidance which
is generzl in nature with little direct zpplicaetion for

accomplishing tasks.

The major constraints on new systemc development are imposed by
the need for compatibility with existing systems. The employee
must be able to deviate from traditional methods, applying
creative and more efficient solutions and newly availzble
software and technigues to development problems, to improvement
of performznce in existing systems, to consolidation and
integration of ongecing processes, and to addition of new
capabilities to existing and proposed systems.

Factor 4 - Complexi:zy

Projects involve development of new systems and major
modifications to existing systems, from feasibility study to
post-implementation eveluation. The employee acts as a project
leader, being respcnsible for coordinating work between permanent



P
staff, contractors,  and users.

The projects are usually of such scope as to have little
precedence within the Department. They involve =Late of-art
computer technology such as minicomputer networks, computer

graphics and data base management systems.

ossible.
¢ bensfit and
her computer

A number of approaches to accomplish the work are po
Alternatives must be explored through in-depth ccst

feasibility analysis and consultatlon w1th both

" experts and managers.

Factor 5 - Scope _and Effect

-

The work involves identifying issues and resolvirc crit*cal
problems in the aevelopment of major data procec_;"c system

which affect ths mission and work environment of the entlre

Department. In davelopment of systems of this nzture, the

employee must cocordinate system impact studies o such diverse

areas as datz flow, time dependencies, eguipments rsguirsmsnts,
area intencdsd for

and staff resources-in the epplication
automation.

Timeliness and eificiency affect systems mandatedc
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Recommendations mzds by the employes are used b
to meke decisions with Department-wide impact (
enhancement of cdita collection technigues that
ieadguarters and all Field Offices; recommendin
hardware or software which improves the effective
which have Depariment-wide significance).
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Fector 6 - TF=srscnzl Contacts

The employee’s wcork involves contacts with high level user

menagemant, ADP Lu
c

udget personnel, personnel from the Office of
Procurement and ntracts, EUD'Field Office fanagers, IiEs,

iware experts inside and outside thes
wtatives of professionzl organizations, and
ndor representatives.

system software/hn
Department, repre
hzrdware/sofcwarec v

Factor 7 - Purnos= of Contacts

Contzcts zre for the purpose of planninc and coordinating &
of activities for receiving znd providing information nece
to anzlytical ancé design work, coordination of work requir
and advising on work efforts. Persuzsion is usuzlly requi
gain from rerresentatives of other organizations considera
new methods cr changes in estazblished work procedures and
organizational relatianships. The project leader typically

~justifies or defends the ove*all plan to top management

off 1c1a15 . Tact and cooperation are required in personal



