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PROGRAM SUPFORT ASSISTANT
(OFFICE AUTOMATION)
GsS-303-7
INTRODUGCTION

This position is located in the Flsid Office, and the incurmbent

- performs duties in the following areas: office automation, administrative support and
caordination, and program assistance. The incumbent’s program assistance duties
may involve the areas of Asset Management, Real Estate Owned, or Production.
Other duties may involve responsibilities in direct support of the supervisor and which .
contribute to the effsctive operation of the Offices, including carrespondence control,

time and attendance, scheduling of appointments.

The dutiss require the basic program knowledge, and the ability to interpret and apply
a variety of program and administrative procedures, practicss, and data for the,
functional areas involved,

The duties recju:re knowledge of general office automation softwars, praétxces and
procedures. Incumbent must be able to type a compstitive level of proficiency usmg
word processmg equipment on a computer terminal, |

MAIOR DUTIES AND RESPONSIBILITIES

Incumbent may be responsible for performing any combination of the foilowwig duties
and responsrbdmes or other comparable duties and respons"bﬂmes whlw are of =~

similar oomplexity
P AS A

A Reviews proposals for proper and complete documentation and for compliance
with HUD -and program spseific requirements.

E. Inputs data into and retrieves data from the appropniate data systems. Reviews
monthly reports and identifies incomplete reports.

C. Maintains data bases relative to the assigned programs and mvest:cates
discrepancies.

D. Initiates correspondencs, such as acknowledgement lettors, reguests for
- additional information, and transmittal memorandums, fils in references, dates,
citations from manual, regulations, etc., which requires researching and
extracting from files and records. Prepares materials in final form, assembles
matsrial (with necessary attachments), routas matserial for appropriate
distribution, etc. Conducts appropriate follow-up.
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- of projects and activities. When appropriate, the incumbent provides tra:nmg

_ routine tad'mlcal matters involving HUD’s housirig programs

D

( | [
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Serves as a control point for the Branch/Division's activities and responsibilities,
Establishes and maintain logs and controls to assure timely accomplishment of
work and goals, such as management reviews, physical inspections, audit
reviews, industy meetings, etc. Assists staff in follow-up as necessary.

Prepares various program and administrative reports, computer generated
reports, charts, and status reports, as nesded and requested by stalf

specialists.

Handles filing of project folders in official dockets to ensurg complsteness, and
that correspondencs and documents are filed in the most efficient manner, -
Sets up spacial files as the need arises so that information is avaﬂable for status

reports and preparation of special reponts,

Actively consults with staff specialists to mest program objectives, provide
quality customer service, and to ensure that reports, data input, and rétrisval
requests are accomplished in a imely manner, Maintains a close working
relationship with staff in other areas of the office to assure proper cocrdination

on basic praocessing changes to dients and other staff.

Answers public inquiries on routine technical matters and provides generél
advice and assistance to morigagors, mortgagees, and cther clisnt groups on

Uses creativity in problem solving with other staff in projecting a posmve
cooperative image for the Branch, Division and the Department. Fosters
partner-type relationships by attending regular meetings with other staff,
industry and other intsrested parties to discuss problemns and issues related to

the Branch/Division’s activities.
ISTR _ RT

Makes travel arrangements for supervisor and other staff, inciuding hstel and
transportation ammangements. Notifies specific branches and staff of dates
involved, makes requests for travel suthorizations, and prapares travel
vouchers, and reports. Maintains an accurate record of travel expenditures.

Serves as contact peint for information regarding the functions of the
organization. Fumishes information on matters such as program regulations,
pending and completed project assignments, and availability of documents in
connection with the organization's functions.
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Assures that incoming correspendencs is properly legged and tracked and

-Types assignments requinng the sslection of materials from a number of ‘
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sourees, and that sometimes requires research for data. Uses correct
punctuation, capitalization, and grammar, and arranges material in the prope
format, consistent with established procedures, guidelines and instructions.

O,

Maintalns and processes time and attendance records.

that appropriate responses are prepared consistent with existing procedures
and gu%dellnes

Answers incoming telephone calls and greets visitors; responds to rou’a’ne

- questions from clients; routes visitors/callers to appropriate reépondeng; and

takes messages when staff are unavailable to immediately answer inquiries..

ll._SUPERVISORY RELATIONSHIPS . | -
|

The incumbent requires general supervision, Generally works independently and |
exercises initiative and judgement in carrying out assigned duties according to ru!es.
regulations, and policies. Work is occasionally reviswed for oomphance with pOll

and accepted prachoes '




	page 1
	page 2
	page 3
	page 4

