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Assistant Secretary for Commumity Planning and Development
Commmunity Planning and Development Division

HUD Field Office -

Communily Mauning and Development Representative, GS-301-11

I.  INTRODUCTION

This position is located in the Cammunity Planning and Development Division, HUD
Field Office. CPD Programs include: Comupunity Development Block Grant (CDBG)
Entitlement and State Progtams; HOME, Section 108 Loan Guarantee Programs, Economic
Development Initiative (EDY); Homeless Assistance Programs including Emergency Sheler
Grants (ESG); Housing Opportunities far Persops With AIDS (HOPWA), and Supportive
housing Pragrams; HOPE II, the Neighborhood Development Program; Empowermenr Zone
and Enterprise Community Program; and Technical Assistance Programs. The incumbent is
responsible for assuring such programs are effectively coordinated through the Consolidared
Plan process apd fiurther CPD’s Contimivm of Care and CDBG = JOBS policy cbjectives.

The incumbent uses knowledge of the Department’s legislation, regnlatiens and policy
directives to provide general information, advice and guidance, and support to other staff
members in the development of policy end procedures as well as in monitoring and
evaluating program performance in assigned program areas. These responsibilities require
the incumbent to pessess cormmumication skills, including some understanding of negotiation
techniques, to move grantees from policy to program implementation.

Io. DUTIES ANT) RESPONSIBILITIES
1. Adyice apd Guidanee

a. Researches and advises senior level CPD staff on policy, management,
resources and procedural requirements to be followed in canrying out HUD's
program responsibilities.

b. Provides support and assistance to grantees in meeting their local corumumity
_development, affordable houslng and homeless assistance needs in a
comprehensive and consolidated manner. The CPD Represenrarive assists
current and potential grantees with meeting application or submission
' requirements by being able to effectively communicate the requirezaents as
establiched in handbooks, Notices of Funding Availability, Progtam
regulations or other technical material.

c. Provides assisrance to CPD program staff in developing training or workshop
materials for use in instructing grantees on program requirements or
submission procedures.
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d. Makes recommendations to senior level CPD staff (o eliminate controversies,
and/or improve grantee program performance or program perforwance or
operations,

e. Provides advice and assistance to senior level CPD staff on development aud
implementation of program goals and objectives as they relate o the
achievement of the management plan objectives for the varous CPD program
areas, .

2. Document

The CPD Representative reviews applications or Final Statements for assigned CPD
programs. The Representative is expected to take the'lead in porifying senior level staff of
any disparities or deficiencies and provides recommended aliernative courses of action for rhe
grantee 10 rake to eorrect the deficiencies or discrepancies. The CPD Representative may
use his/her own initiative to suggest revisions to existing procedures or forms so zhaz
govemmen: processes may be streamlined and made more effecuve

3. onitori

The CPD representative reviews and provides analysis of grantee performance for
mare senior level CPD Representatives 1o use as part of their evaluations of grantee
performance. The CPD Representative participates under the supervision of more senior
CPD Representatives in conducting Risk Analysis of grantees, participates in the Division’s
selection process for defermining prawees 1o be monitored, and works with senior level staff
to coordinate reviews. The Representative may participate in on-site meetings with a variety
of local officials, affected citizens and other inrerested parties.

4. Coordinario

The CPD Representative may be called upon to serve in 2 working group with
counterpart HUD staff 1o devise recommended solutions to complex problems. The
informarion and recommendations developed by the Representative may be used as part of 2
lazger effort to improve program operations or grantee’s perforinance.

5. Other Duties As Assigned

The CPD Represeniative may be requested to participate in interagency working
groups or tasks forces, to coordinate activities with other offices within the Field Office, and
10 assist in the esrabhshment of coordinative waorking graups amung grantees.



M. SUPERVISORY RELATIONSHIPS

The incumbent works under the supervision of a Program Manager. He/she functions
with comsiderable independence in all aspects of assigmments within the limits of assigned
duties and program knowledge. . The incombeln may request assistapce from supervisors on

difficult technical problems involving the application of new or questionable techniques,
policies or procedures. Guidelines consist of published materials, wnuen departimental

policies and regulations, and procedures,

I‘V. OTHER SIGNIFICANT ELEMENTS (Qualification Requirements)
The incumbent must possess the following: '

1. Demonstrated knowledge of CPD programs, especially as it applies to assigned
prograx aress.

2. Effective oral and written communication gkills, allowing the im:imiben: ©
effectively represent the Department and serve as a liaison with CPD grantees
. and client groups.

3. Analyrical skills to enable the incumbenr to institute methods and approaches
to solve problems, coordinate with Departmental and other groups to assure a

coordinated approach to completing assigned tasks.

4.  Anunderstanding of the multi-disciplinary approach needed w effecive
coordinate and implernent CPD Programs at the local level.



