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Realty Specialist
GS 1170-13

The Realty Specialist is located in the Quality Assurance Division. The incumbent performs under the general supervision of a Supervisory Quality Assurance Specialist or a Division Director. The incumbent carries out functions directed at improving the performance level, accountability, and data reporting of local agencies participating in the Department's rental assistance programs and at maximizing the cost effectiveness and efficiency of the programs.

The Quality Assurance Division is responsible for implementing all activities related to improving the quality of operation of the assigned rental assistance programs at the Department and the local housing agencies (HA). The Division reviews HA operations on a wide array of performance and financial indicators, identifies recommended and corrective actions and ensures their implementation; reviews and analyzes data submitted to the Department on program performance, use and costs; analyzes Department policies for impact on the cost and efficiency of programs and recommends changes as appropriate; analyzes a variety of rental market data; and maintains data on program costs and operations.

The incumbent serves as an expert advisor on all aspects of the nationwide rental market for the rental assistance programs, including HA determination of payment standards, establishment or negotiation of rents, cost containment and data integrity and Departmental requirements. Responsibilities include the review of HA operations, identification of any inappropriate administrative policies and procedures and cost or financial management errors, and the on-going analysis of rental market conditions and trends, to ensure that HA and Departmental subsidy standards conform to changing conditions. The incumbent also reviews statutory, regulatory and administrative policies associated with the programs to determine changes required to improve program performance, accountability, cost-effectiveness and greater service to the public. The incumbent is responsible for working with HUD field office personnel and other staff of the Office of Housing Voucher Programs and to develop and implement program corrections and improvements. The incumbent is also responsible for working with lower graded staff on developmental tasks within the Division. Responsibilities also include analyzing data to keep current of program compliance and performance requirements; serving as a leader of any team to assist in developing appropriate solutions to complex issues identified by monitoring; and providing expert advice and guidance on any rental market issues within the purview of the Division.

Duties and Responsibilities
Participates in the Division's performance of complex, comprehensive remote and on-site monitoring reviews and analysis of the program policies, procedures and practices of individual HAs in the implementation of the rental assistance programs. Uses information from these reviews to identify programmatic errors, inappropriate administrative policies and procedures, cost or financial management errors, and data integrity problems.

Performs review and analysis of rental housing costs and amenities and trends within identified rental market areas or sub-markets and prepares fully documented recommendations for adjustment of HUD standards or allowances or HA administrative policies or actions.

Analyzes data from a variety of systems in making determinations regarding the compliance and performance of the HAs in administering rental assistance funds for maximum benefit in their local communities. Systems include, but are not limited to, the Public Housing Information Center (PIC), HUD's Consolidated Program and Accounting System (HUDCAPS), the Real Estate Assessment Center's (REAC) Financial Analysis Sub-System (FASS), and the Voucher Management System (VMS).

Performs complex review and analysis of a wide variety of performance, leasing, financial and market data to determine the effectiveness of an HA's performance and/or the program's operations. Utilizes a variety of computer applications to gather and analyze data and project future trends, costs and activities.

Trains lower-graded staff in the review and analysis processes and oversees their work performance during reviews and other assignments.

Recommends appropriate solutions to complex operational problems and takes an active role in presenting, implementing, and/or overseeing the needed changes. Provides expert technical assistance to HAs, HUD field and Headquarters staff and others as necessary on issues relating to the market analysis function and the improvement of program design and operations.

Reviews and analyzes statutory, regulatory and administrative policies associated with the programs to apply to review assignments and to identify changes needed to improve program performance, integrity, and accountability at the HA and national level, cost-effectiveness and greater service to the public. Analyzes the costs and benefits associated with specific policies and participates as an expert in consideration of program changes.

Initiates and/or leads or participates in team assignments as needed to develop solutions to complex issues identified by monitoring or program analysis;

provides expert advice and guidance on any quality assurance issues within the purview of the Division.

Assists the Director or a subordinate supervisor in the accomplishment of any management plan or performance goals for the Division, including participating in the development of goals and the measurement and monitoring of performance; clarifies issues and resolves problems relating to goals achievement.

Provides technical assistance to program participants by responding to questions, identifying technical assistance needs and developing and delivering training packages to address those needs. Provides advice and guidance on unique situations not previously encountered and for which there are no national precedents or experience.

Prepares complex reports, including statistical, programmatic and administrative information; evaluations; plans and strategies on HA performance and program issues. Prepares other written materials, including program recommendations, operating procedures, briefing papers, notices and correspondence.

Factor 1 - Knowledge Required by the Position

The specialist applies knowledge of a wide range of real estate principles, concepts, and practices as well as a good understanding of the real estate market to perform work such as:

· Providing guidance to other agencies, or State and local government in situations involving a combination of complicating factors such as unusual and diverse uses of the rental assistance and homeownership programs.

· Conducting extensive utilization surveys, or compliance inspections of property, in some cases involving multiple client agencies

Developing long and short range plans for, and/or overseeing substantial geographic areas with an extensive Federal population; a broad range of transactions; extensive or unusual historic preservation or environmental issues; and a wide range of variables such as rental cost methods that pertain to rental assistance and homeownership programs.

Knowledge of a range of contracting rules, regulations, and procedures relating to the rental market typical of the rental assistance and homeownership programs.

Factor 2 - Supervisory Controls

The supervisor provides administrative direction with assignments in terms of broadly defined missions or functions. The specialist plans, designs,

and carries out major projects and studies, or major portions of realty programs.

The supervisor considers the work technically authoritative and normally accepts results without significant change. Recommendations are evaluated in terms of availability of funds and other resources, broad program goals, impact on the real estate market in the rental assistance and homeownership programs.

Factor 3 – Guidelines

Guidelines are broad, nonspecific policies and basic legislation requiring extensive employee interpretation, judgment and ingenuity.

Specialists are frequently recognized as authorities in one or more specific areas of realty work and use a high degree of originality and discretion in such areas as; interpreting and adapting realty and related Federal and State regulations; or evaluating realty programs and procedures for needed changes.

Factor 4 – Complexity

This work involves various duties, projects, or studies requiring many different and unrelated processes. Employee performs substantial depth of data analysis that involve extensive, detailed analysis such as income analysis, price/cost analysis to forecast costs for which no history or cost data exists.

The incumbent must consider the range of existing and new policies, procedures, laws, and regulations in relation to realty program goals and objectives as the relate to the rental assistance and homeownership programs, and must be aware of any conflicts that these new or changed practices and procedures may have with existing requirements.

Factor 5 - Scope and Effect

The purpose of the work includes resolving critical or unusual problems for a broad range of complex frequently long-term, realty projects. It can also include isolating and defining issues or conditions, as typically is the case with marketing projects or assignments involving large number of units or properties in a given geographical area, or major projects involving coordination with numerous Federal agencies and/or State and local governments which have conflicting goals. It may also include developing standards and guidance for the improvement of agency, State or local government practices and methodology to meet unusual management problems.

