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II.

)

HANAGEHENT‘iﬁihng

G5-343-13

INTRODUCTION

This position is located in the 5&&#4-‘7.4- bss mbgatd Dv. OF the
Office of Housing. The incumbent reports diractly to the
Director, - This position sarvas as tha
expart analyst who has mastered the application of a wide
range of methods for assessing and improving program
affectiveness. '

The incumbent in this position applies advanced analytic¢al and
evaluative methods for making recammendations with respect to

-researching problems and issuaes of program and operxational

effectivenass.

The Office includes Automation, Administrative Support,

. Managment Services, Contract and Communications.

DUTIES AND RESPONSIBILITIES

o Provides Human Resource administrative and management

advice and assistance to managers, supervisors and
employses.
o Davaelops and implements Hnman Resource policies,

programs and procedures for all Housing parsonnel, ie.,
G5, GM, WG, and SES. ;

o Develops, manages, and or coordinates hiring programs

o Surveys, develops, analyzes and assesses all) of Housing
training needs.

o Determines needs; develops, manages and may present
actual training courses.

o Performs managemant studies. v

-] Develops, manages and writes computer programs for

various Housing tracking systems.

o Recommends approval of all Housing training funds.
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Manages, reviews and analyzes Housing Performance
Apprxaisal submigsions '

Tracks and recommends approval of training travel
funds.

Develops, writes and disseminates administrative
instrucrions, procedures and policies for all
Headquarters Housing employees relative to rasources
and administrative support, i.e., recruitment

and staffing; position management and position
classification; travel; time and attendance; payroll
procaesseing; training; employese performance and
appraisal (EPPES & EPAS); merit pay; SES; labor
relations, and executive identification and
developmant., ‘

Exercises responsibility for all eqgual opportunity
programs within Housing. S

\
Serves as the liaison between Housing and FHEO.

Davalops andAimplements affirmative action programs in
Housing.

Develops the plans, programs and work analyses
necessary to define, establish and implement
administrative, personnel, control systems
work methods and proceduxe.

Performs extensive and in-depth reviews of management
and support gystems in operation or being developed to
assure their progress and practicability and efficiency
is relative to the overall goals and cobjactives of
Housing,

Prepares, analyzes and evaluates manpower, .
administrative, financial, budget, and cost studies;
evaluates opportunities for improvements in management
systems; presents advice and recommendations/for review
and implementation. '

Proparss and ldentifies various trend analyses
situations, ratios and deviations, etc., as a result of
the various analyses conducted for managers and
supervisor, - 3 -
May serve as a team member or project leader .in
developing studies, requirements for automated systems,
surveys, reviews and have full responsibility for
interactions between managers, and the office of
Information Policies and Systems (OIPS).

1
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o Performs ongoing evaluations of various components of
Housing resulting in improvement recommendations for
oparating efficlency and effectivenass,

o Particlipates in the development and 1mplemantatioh of
Housing-wide program management, ADP control, and
personnel management systems. :

o Conducts special cost-benafit analyses, studies,
raports, surveys, inquiries and evaluations.

o Prepares oral and written reports and presentations;
praparas graphs and charts that present clearly,
concisely and effectively analytical results of
evaluations and studies performed; provides staff
support for foxmal presentaticns.

\

o Prepares raplies ta inguiries fxom members of the;
congregs, other government agencies, Field offices,
contractors, and the general. public on complex and
substantive questions relating to Housings
operations or procedures.

IIX. FACTORS

.~ FACTOR 1. d equire Positi

Expert knowledge of the offica of Housing policies, its
programs regulations, activities and functions.

Expert knowledge of modern ADP capabilities, including data
base management, analysis and design techniques.

Indepth knowledge of Housing manuals and management systems.

Expert knowledge of administrative, management, Human
Resource and fiscal requlations as they ralate to|the
policies, functions and practices in Housing and the

Departmant.. , k

.Comprehensiva and extensive knowledge of fupction, and

principles of management analyses.

Expert knowledge of PFederal civilian personnel and” employee
programs rules, requlations and practices.

Extensive knowledge of pracrices, theories, techniques and
methodology of management analyses-

P. 24
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B

Expert knowlaedge of the Departmehts structurs, functions,
procedures and practices.

Skill-in gathering, assembling and analyzing complex facts,
drawing conclusions, and devising solutions to complex
problems, i : :

Ability to maia oral'and/or written reports; give clear
praesentations in and concise manner.

Ability to gain cooperation as well as cooperating with
others. :

Ability to plan, design and direct Housing training needs
suwey s \"-.._

FACTOR 2, Supervigors céngrolg N

‘Incumbent works under general supervision. HE/she parforms
assignments and tasks indapendently. Completad work is
reviewed for conformance with HUD and Housing pollicy.

FACTOR 3. Guidelines

Guidelines include verbal and written-instructions,
Departmant Handbooks, Federal Personnel Manuals, trxavel
requlations, various computer manuals and instruction books.
Guidelines are not always available and the incumbent must
often interpret those gquidelines and instructions which are
not always available, to meet the needs of Housing
management. '

FACTOR 4. Complexity

Assignments require analysis of interrelated issues of
effectiveness, efficiency, and productivity affecting majox
progams of the agency. Studies are often complidated with
difficult characteristics baing encountered in p;nnning and
establishing long range program goals and ohjectives.

PACTOR 5. Scope and Bffect

The primary purpose of the position is to facilitate, direct
and manager Housings goals, and objectives. This includes
providing information, advice, and recommendations to
employees, managers and top officials.

P.
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-~ PFACTOR 6. Personal Contacts

Contacts are with top level personnel from offices
throughout Headquartars, other Federal agencies, private
contractors, associates within the incumbent’s immediate
agency and organization. .

FACTOR 7. Puxpose of Contacts
Contacts arae for the purpose of obtalning, providing or

clarifying information, following up on status of documents,
and explaining regulations, procedures and raquirements.

FACTOR 6. Physical Demands
The work is sedentary in natura bux does raquire occasional
walking, bending, and stooping when\inng files. Some traval
may ba required N

FACTOR 9. Environment

- ‘ The work is parformed in an office setting.



