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Assistant Secretary for Community Plapning and Development

Comuaunity Planl) iz and Development Duvi-on

HUD Field Oifice

Comysupity Planni g and Davelnpmeut Program Advisor
GS-0501-14 (Increm bency Only)

1.  Introducting

Field Oﬂice Th:mmmbem isgencmllythepomt ufmmtunbehalfofthe CPDDmtoz
with the full arrzy o° CPD Program grantees within the geographic location of the HUD Field
Office, or fo provid: technirval guidace on fssues affecting the field office At are mational in
scope or Which bring a national perspective o the office’s work assiguments, Afeas of specific
program knowledge and expertise ere: Community Developmeat Block Grant (CDEG)
Entitlement and Stz Programs, HOME, Section 108 Loan Guarantee Programs, Economic
Development Initiative (EDI); Homeless Assistance Programs includiug Bmergency Shelser
Grants ("T), Housing Opporturitis for Persons With AIDS (HOPWA), and Suppertive Xousing
Programy; HOPE II the Neighborhood Development Program; Empowermem Zone and
Entexprise Comppun ty Program; and Techofcal Assisemce Programs. The intmobent is
responsible for assuring sach prograsms are effectively coordinared through the Consolidated Flag
process and further CPD's Continum of Care and CDBEG = JORS policy abjsetives.

The mocmmbex X uses extensive knowledgs of the Departinent’s legislation, regylations and
podey directdves in all CPIY’s prograwas fromm a local and matioonl pepspsctive to provide
informanon, advice ¢nd techuical assistance to elected officials, Chief Executive Officers, senior
level s@if, managers and other officials at the city, county or State government levels, private-
not-for profit, asd 1he privale business sector. The CPD Technical Advisor haz extensive
owlizdge of the CPD grantess in the Field Office’s jurizdiction, with emphasis on those

_grantess of particala - eoncem to the CPD Director, the Assistant Secretazry for CPD and the

Secretary of the D:partraent.  Thesz responsibilitizs vequire the incumbent to possess
conziderable comam rcation and wepotiation skills, a through understanding of one or more
HUD mroprams anl the ability 1o translate administeation policy moals imo effective
opleraeatation strat gins.

Assigned gra tees may have varying histories of administrative, envirommental, social,
economic o afford ble housing problems, may lack experlise in the necessary fimancial
mansgerent of fede e] program funds, or have Jarge or complex administrative amd political
struetures inhibiting the effective cvordination of CPD programs &s requived nnder the
Consolidated Plan atd fusthered throngh implememation of a local Continuumt of Cate, The
assignnd grantee(s) n ymally have multiple HUD prants, administer programs or projects which
leverage public and Jrivate funds and which sinmltanecusly éncompass a veriety of Federal,
State sand local programs funding sourees.

The CPD Prcpam Advisor must possess and exercise sound judgement and initiative in
overcoming chstacle: to program fmplementation. In a majority of the cases, the CFD Programn



Advisor Wil be cal st upon 0 act as a trouble shooter o waclve complex issres and foster

cooperative warkin ¢ relationships betwosn parties at the State and logal goverament levals

involved in CPD frograms, within the CPD field office, or to vocalize local concerns at’
Headquariers meetin gs or conference calls. 'When gceomplishing this mission, the CPD Program

Advizor may estableh, with fhe epproval of the CPD Direcior, special commitress gr Task

Forces W address speific problems or smes. The CPD Program Advisor must be gble to deal

with hostilc audienc or grantees, exersising ¢omsiderabls tact aod judgement when speaking for

the Deparmment, 7The CPD Technical Advisar st exexgise independent judszemests and

decisibns oonceraing the applicabilley of program rsgnlavione, polities and procedures as they

relate t0 3 prant=e’s peeds is essential.

I.  Duties and Responsibilities

A.  Represeatstimn. Through weitlen and oral presentation the CPD Program Advisor is
expected 1o . epresent the CPD Director or Assistant Secretary for CPD 3t varions
mestings apd public events both locally and at Headquarters. In addition he/she must be
able to respoid Yo telepbonic, written or in-person requests from the gramtees, HUD,
state and Iocil and other Federal officials, the Sec Rep or Area Coordinator, and the
public on all CPD programs and program initiatives. The CPD Program Advisor will
be called uptn In address State and Iocal govermnment bodies, private not~-for-profic
agencies, civi: groups, or professional organizations on CPD programs ar mitiatives and
Secretarial prorities. The CPD Program Advisor must possess putdic speaking skills and
be able to co umunicae effectively in large and smsll group meetings with persons of
divesse ethmic backprounds and knowledge of CPD programs.

B.  Techuical Asdstance and Training. The CPD Program Advisor provides support and
assistance fo §rapiees in meeting their loeal community develcpment, affordable housing
and homeless needs in a comprebensive, copsolidated mapmer. The CPD Program
Advisor assiss cixrent and potennial granmes with mscting application. or submission
requirements Mrough sither dlrecr assistance, weithen compnmnication, or referral and
coordination 1/ith other CPD or HUD staff. He/she undertakes gssistsnce after program
approval with regard w Federal requirsments for program gperation, suggests solutions
if difficuities arise and shares information zegarding improved management practices.
The CFD Pro;yam Advisor may establish and ¢hair special task forces or working granps
t0 suggest imirovements in Field Office operations, gfantee operation® ar o assist a
gramee With 1 mg-standing or particular problems. The CPD Program Advisor may 2lso
‘be called upoi. 10 head up a disasier velief team should euch a need exist within the field
office jurisdiction. The team would work with a variety of local atxre and federal
officials to develop a recovery strategy and ensure asgistatce Was rapidly deploved.

Ag necestary, the CPD Progrem Advisor is required to lay our options for the
CPD Director and staff to consider to make pragrsms operate more effective. The
CPD Progran Adviser is involvad in the forzmlation of programmatic options
and gpaiysis c¢f ways vo steeamline programs, eliminate admipistrative obatagles
and improve grentee performance.  For example assisting grantess in



understanding stwategic plapming concepts, coordipating locs)l and federal
programs 1 ndar the cansolidated plen, enconssging citisen empowerment thraugh
effeetive & tizan participation, aud empowering citizens through the ersation of
jobs end eroncmic oppertunities for Jocal residents. ’

The techmjzal gssistance is provided op an individual bagis, bur may =lgo involve
participation in workshops or training to a grmtee’s staff. Trainiop cam be formal or
informa), ¢epending upon the needs of the granies(s). The CPD Program Advisor s
expected to take the lead and exereise congiderable independent judgment ragarding the
most appro yriate echnical assistance to be provided and whether or not short- or lans-
term assist:nice is required.  He/she is expetted to organize and work with the gramtee
and local vchniesl assistance providers to develop s program of techmical assistance
services dinied at improving the granteas performance. The tachnical assistarce should
make a sigr ificant contribution vo the grantes’s ability to administer their HUD-assisted
programs. »

Document Reviews, The CPD Program Advisor reviews applications or Fiml
Statetnents { or the following programs: Community Development Rlock Grant (CDBG);
Special Neeis Assistance (Fomeless) Programs; HOFWA; Emergency Shelter Graor;
Technical Assletance and other special discretinnary programs. The CPD Program
Advisor revicws plans and reports perindically submitted by gramtees and working with
Program M:nagement Teams, or pational working groups or task forces, determines
areas where Taining or technical assisanee would be most appropriste 2.g. Consolidated
Plans, semi-annual, anmal end closeour teporis; and Grantee Perforsnance Reports
(GPRs). Th: CPD Frogram Advisor is expected to take the lead and inform CFD senior
level staff of any disparities or deficiencies and provide altermative recommended courses
of action thy the CPD represcutatives could offer tu gramess as remedies 70 Curresy the
noted defieie ncies or discrepancics. The CPD Program Advisor is also expected to
orgamize anc coordinate, as noossgary, with other HUD staff ro determine grantee
performence axd czpacity inchding working with the DIGA staff tv develop mproved
risk analysi¢ methodologics and coordimated procedures to reduce duplicstive or
overlapping :unctions. The CPD Program Adviscr ucing hic/her own initiative may
detaymine it 1 ecessary or approprizie o Fugestt revisions to existing procedurss or forms
50 that gavap ment processes may ba streamlined and made more effective, He/she may
be responsib}: for the review of Anmual TPA Audits, OIG and GAQ Audi and tuke the
lead respansihility for Gacking and evaluating findinge s aceordance with established
practices.

Monitoring. The CPD Program Advisor has oversight for easuring that mogitoring
findings or ovtstanding audits are all cleared within the required ume—&ames The CPD
Program Advisor is responsible for monitoring and evaluating resipients of CDBG,
Special Needs Assistance Programs (Howeiess) and other grants, This process reguires
plamning, sch:duling, conducting on-site reviews, analyzing informarion, coordinating
gronp activiti:s and recommending subsequent actions. The CPD Program Adviser
undertakes a risk amalysis. participates in the Team’s and Division-wide selection
process, and prepares & writen strategy for monitoring. The CPD Prograrn Agvisor may



ofganize & mnitoring team to agsist in e review of a grames with maltinle problen
arens. As pstt of thar wam offort, the CPD Program Advieor is the recognized sxpert
resource in ] 2 Ficld Office in terms of understaading the breath and seope of grantee
prableras, the applicability of federal laws and statues affecting the grantee’s abflity to
perform, and designing alternative appropriate stratagies or solutions. He/she plays 5
majar role in :0aydmaring manitoving review reams with the grantes and other HUD staff
specialists, w,1en such teama ars appropriate.

Following the on-sjte portion of the review, the CPD Program Advisor i responsible for
aseessing the i Jequacy of the rewlew team’s efforts in addressing 2 grantee’s mapagemgent
systesy(s). det:rmining whetber team membsrs adequately addressed complianse in such
priority aress 3§ program process, scconmability of awarded funds snd program income,
program bene fit, national cbjectives and eligibility, and effective use of fuuds and
subrecipient g anagement, He/she may also be regnired to conduct preliminary reviews
in such areas ; s envirooment, 1shor gtandards, acquisition/telocation, and rehabilitation.
Based upon fle preliminary review, the CPD Program Advisor may take

gctions to sgek forther investipative work or to work directly with e CPD
" Representative 10 make adjustments o resolve the prohlems previously encoumered, In
assisting granize’s, he/she may yueet with a variety of local officials, affected civizens,
and other inte ested partiss. :

The incumben apalyses sample data, reviews files, and performs inspectinms of activities
fanded by C°D programm gfanws. He/she anslyses the ipformation obtained apd
determines whi siher the gransee has somplied with applicable laws and regulations. When
the analysis of the on-she raview has beea compieted, the CPD Program Advisor conveys
the resuirs of ¢1i5 analysis o CPD saff, both orally and in writing, The ol and written
gatification of this amalysis must be clear and acenrately gtated: Pagticularly in the case
of team visits, the CFD Program Advizor sequired to obrain and incorporate the reviews
of other staff yvemubers.  The CPD Program Advisor misy accompary tesm members in
conducting priwtee complionce reviews,  Helshe is responsible for enmuring that
sppropriate follow-up actiops are tsken o asmre that all menitoring findings apd
coficerns ate ngolved,

Completions snd Closeowts. The CPD Program Advisor coordinates the completion and
sloseont of ass'gned projests and grames. He/she i5 responsible for advising the sranee
of the closeowi process with the appropriate staff. :

Other Duties .\s Assigned. In addition to those duties carried out within the geopraphic -
area of his/her responsibility. the CPD Program Advisor is involved with meeting the
goals establish d in the Anvmal Mapapement Plan. For example, he/she may be called
npan 9 calyy - activities that are normally the function of otherUD staff, He/she
may be reqnired to train ather staff in ths office or serve on interdivisional conmmnees
ar aet gs the O fice’s rapresentative on foca], staw or interagency coyucils of task forces.

He/she may bz required to obtain expert skills in at Jeast one HUD proprami area ang
in vhat apacig act a8 the lead coordinator (e.g. Hemeless Coordinatey) for the CFD
Office or Tean.. The CPD Program Advisor may also be regnired to work on Special

né - ] 1



projests.

Supervisiar. Exerciced, As s CPD Program Advisor, the incumbent may serve a5 teanr
leagday, wosl ing with other CPD Represeniatives and counterpart staff from other offices
within HUL! ta solve particularly complex problems apd issves. The CPD Program
Advisor is ,issigned responsibility for projecs and activitiss which requive extensive
cogrdinatioy within and outside the Department. 'While the CPD Program Advisor does
pot carry.ory all supervisory functions, he/she myy assign snd veview wark of other team
members ani may provide performance inforraztion o the official supervisor,

Supervision Recelved. The CPD Program Advisor works under the gencyal supeyvision

of the CPD  Mirecror or Deputy Director and functions with considgrable independence
in a1 aspects of assigned work. within the limite of practice and policy. Decisions and
secommenda ions presented are normally considered to be authorirative.  Little specific
divection or :echipjeal suidance i5 pecessary, alihough the Depaty Director or Direcior
may be copsilted when particularly difficult or controversial issues arise. Guidelines
cosiist of hndbooks, agency dirsctives, OMB Cuchlars and dircerives, program
guidenee and accepred grant practices but they bave limited applicabllity o require

‘considerable waptation 1o specific grantee problams.

Effective peﬂ yInance requives that the CPD Program Advisor spend considerabls tims
in fe field, |Ye/che must be able m travel 1520% of she Wme-

The CPD Prozam Advisor must possess the ability to commmnicate effectively orally
and in writny, Considerable wet. diplomacy and persuasion are required to deal
effectively with divergent gronps.

A CBD Progam Advigor is expected to have p broed knowledge of the sosial,
covironmental sconomic end peliticel forves that comsprize the amey of somouuity
development a xd effordable housing peeds of grantee’s within the geographic ares of the
Field Office.



Factor 1, Kno Nladg Huquirad by the Pasltien -.I..eval - 18 1850 Points

A mastery of UD rulas and regulations, stalutes and other controlling dosuments
poriaining to virlous T PO, programs to faciitats developing new or improved wurk
mrethads, procegures, argannza'hnnal shructures, etc,

A mastery of the trends in € PL programs, and the mansgement and wilizafion of
up-to-dats info. mation within the fizld in order to provide C PO staff with infarmation
upon which to davelop solutions to significant problems.

Factor 2, Supervisory Contrals - Leve'l - 2-8& 650 Points

Warl: is dons uader very genaral administrative supsrvision of the Direstor, wha
provides guidayice as to mgjor Departmertal objectives, priorities 2nd policies, and
who is available for consuitatian. The work is reviswed in tenms of overal
acgomplishmen:s, meeting of critical deadlines and ¢compliance with objsctives. [t
invaolves indeps dent judgesment, although matiers coriceming substantive questions
may be addrest:ied with Dirgeter. The incumbent functions independently on & day-to-
day basis In planing and managing assignments, independently determining the
proper scope 0. the project, the methods o be used to achieve the abjective and
discusses only ymusual situzlions with the supenvisor, Indspendént decisions
regarding work ariorities are narmaily unreviewed prior to final asfion assuming
eonsideration I3 givent 1o everall reguirements. The incumbent is available, as required
for techrical cor suitgtion for fisld staff, The Dirsctor ralies on the technical expertse

of e Insumbém In assuring that averall goals and objectives ara met
Factar 3, Guideines - Level 3-5 €80 Polms

Guidelines inglucs Deparimenial Hancbooks, Notices, and Guidelines. The expert

vaes ;udgemerrt and ingenuy in adepting these policles 1o solve extremely y complex
rakiems, and in developing new methods for usa the Housi ataﬁ i'-l?r‘ Sb L.
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Factor 4, Comp) oxity - Level 4-8 S25 Puiﬂts

The wark Irvalve:: parforming complex reviews and analysee of CFPD  proklems
and legues, Identfying cperational and pregrammeatic deficizncies, and providing
£ PP staff witt technical sesistence. The incumbent is semetimes cansulied by
Hazdquartera pol oy staff when commenting on

pelioy changes, eic. 'Recomrnendations by the mcumbent are sometimes ngen
serivus consideralian dus to his/her expertiss in the & FD - field,

Factor B, Scopa 3nd Effect - Love] £.8 325 Points

The work involves developing programs and procedures necessary o anslyze
praogram effectiveress and recornmend appropriate changes in extrernely complex
pragram operations. Many of thase changss extend throughout the Field Offics and
may be shared wih Hezsdguarters for nafionwide implementation. .



Factor B, Fersonnsal Comtacts - Level 6-3 80 Polnts

Cantracts e with employees in Feld offices. CPL  dlenis, and employees in
Headquariers. Contacts are for the purpose of exchanging intonmziion or darifying
information or elarifving questions or negetiating rescltions 1o compiex issues.
Faclor 7, Purpozse of Contacts - Level 7-3 120 Pointe

The purpos: of the comtasts is to resolve prablems, develop improved systems,
gather inforr 1stion, eto.

Factor 8, Pl ysical Demands - Level 81 5 Peints

The werk is usually sedentary and invalves sitting comfortably to 2eeamplish m
tesks. No spscig physical demmands are required,  Trave/ 13 reyuirzed .

Factor 8, Werk Environment - Level -1 5 Points

The wark Invulves normal risks or diseamforts assaciztsd with working in en
adequatety Jlg fred and ventllated offics.

e[ Points— TE7C



