
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: Department of Human Services
	Text1: Policy  Analyst
	Text2: CS 13
	Text3: $89,457 - $115,262

	Text4: This position is located in The Department of Human Services (OHS). Office of the Director and provides policy support to the Chief Operating Officer (COO) and legislative support to the Office of the Director, as well as both the agency's administrations, the Economic Security Administration (ESA) and the Family Services Administration (FSA). 

  

The Office of the Director is comprised of several offices which help the agency's overall operations and report directly to the COO such as the Office of Administrative Support, Office of Emergency Management, Office of Information Systems, Office of Program. Review, Monitoring and Investigation, Public Relations, Capitol Operations, Human Resources, and Customer Service. 

  

ESA determines the eligibility of applicants and recertifies the eligibility of District residents receiving benefits from both federal and District-funded assistance programs. Eligibility and cash assistance determinations for Temporary Assistance for Needy Families, medical assistance programs. the Supplemental Nutrition Assistance Program and childcare subsidies are all managed through various offices within the administration. ESA also administers the Burial Assistance Program, Interim Disability Assistance, and other smaller assistance programs. 

  

FSA works to promote family stability through the provision of comprehensive social services. There are six (6) offices within the administration: Adult Protective Services Division, Office of Refugee Resettlement Office of Teen Parent Assessment, Strong Families Program Division, Office of Homeless Services end the Office of Community Services Bleck Grant. FSA is also responsible for administering the Social Services Block Grant and the Domestic Violence Grant. 

 

The incumbent works closely with the COO to develop strategies and set priorities for the COO and the overall agency by serving as a policy analyst and advisor to the COO, relied upon to provide technical direction, assistance and policy guidance on a variety of issues. Additionally, the incumbent reviews and analyzes policies and proposals submitted by the ESA and FSA and when appropriate assists in transmitting the documents to the Executive Office of the Mayor, the Deputy Mayor und the Council of the District of Columbia. The incumbent also complies. edits, organizes and submits the: agency's pre-hearing and post-hearing responses for all hearings and roundtables in which OHS participants. Furthermore, the incumbent works on issues with the agency's senior staff affecting the laws and statues of the District of Columbia. The incumbent assists with drafting testimony for the Agency Director on a broad range of complex legal matters and issues. Additionally, the incumbent shepherds proposed bills. pertaining to the agency and its mission, through the legislative process ns the agency's liaison to the Legislative Branch, the Council of the District of Columbia. 



Works under the general supervision of the COO who in conjunction with the incumbent, discusses work projects, time frames and work plans. As a proven expert, the incumbent is relied on to plan and carry our assignments und special projects independently. drawing upon his/her own skills, knowledge and expertise. Incumbent is responsible for initiating action required and overseeing ongoing actions. Incumbent resolves most problems on own initiative and apprises the COO of potentially controversial matters. The incumbent’s work, critical actions and decisions an: reviewed by the COO for attainment of objectives, feasibility and general effectiveness in meeting requirements. 



Guidelines used by the incumbent include established laws, regulations and policies of the District and Federal Government. OHS, ESA and FSA. The guidelines provide general guidance in the functional areas assigned. 1nc employee interprets and applies the guideline to agency issues and provides direction to subordinate office or program activities. The incumbent proposes new policies or procedures based on investigations performed or on trends and patterns identified. These investigations consist or analyses of 

report, requirements and existing practices, and for developing material for presentation. 



Incumbent work tasks cut across organizational and functional lines, which require involvement and regular communication with a broad spectrum of public 11nd private stakeholders. Contact is with senior/executive officials with the agency. the Executive Office of the Mayor, the Deputy Mayor's Office, the Council of the District of Columbia, other public/private District organizations, federal agencies, as well as program staff, consumers, service providers, grantors, vendors, community, residents, neighborhood lenders and elected officials. 



PHYSICAL DEMANDS: 

 

The work is primarily sedentary but requires movement through outside research activities. 

 

WORK ENVIROMENT: 

 

Work is done in an office selling; however, incumbent js required to attend hearings, roundtables, and mark-ups at the Council of the District of Columbia, as well as meetings in other District Government offices





 


	Text5: Collaborate with other senior level staff. agencies and offices in developing and evaluating policies, legislation, long-range plans, trends, and proposals in relation to the agency's overall strategic direction and mission. 

 

Plans, conducts, and coordinate assigned studies, projects or program segments relating to the policy development functions/tasks of the agency's offices which report to the COO, including formulation of its organizational standards. system processes, procedural requirements, program guidelines and evaluation and monitoring requirements. Identifies and coordinates resolution of policy conflicts. 

 

Develops or prepare critical assessments und results of policy studies; presents analyses, program proposals, and recommendations for brooder application or citywide implementation. Drafts or assists in the drafting of statements and recommendations on proposed special legislation, regulations etc. Tracks and provides summaries on all active pieces of legislation which impact the agency. 

 

Presents research, analytical results and policy options. Formulates and drafts comprehensive analytic reports. papers, research documents, and other written material for internal policy making use and for publication. 



Prepares written narratives, analytical reports, research work plans, and memoranda setting forth facts and findings; and writes and presents ports. 



COMPLEXITY: 

 

The incumbent is responsible for the formulation, development, guidance and oversight of Department policy tusks. The work involves responsibility for employing various techniques and methods toward the speedy resolution of problems, both real and potential. Develops and applies new approaches to the analysis or complex issues. Decisions involve major areas of uncertainty in approach, conflicting requirements and continuing changes in program initiative und budgetary constraint. coupled with new policies and procedures. 



The work involves reviewing and analyzing reports the agency is responsible for submitting to federal and local bodies or branches of oversight, as well as shepherding proposed bills, pertaining to the agency end its mission, through the legislative process as the agency's liaison to the Legislative Branch, the Council of the District of Columbia. The work requires developing new or improved procedures and methods to implement programs pursuant to changes in statues, executive orders, operational requirements and requirements emanating from other sources. The policy and guidance developed contribute to the effectiveness and impact of DHS services and programs provided lo Agency consumers and District residents. 
	Text6: 

EXPERIENCE AND EDUCATION 

Graduation from accredited college or university with a bachelor's degree and three (3) to five 5) years or professional experience in a program area related to the assignment or an equivalent combination of education and experience. 

 

LICENSURE/CERTIFICATION 

None. 


