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CHAPTER 2. RESPONSI Bl LI TI ES

The Secretary of the Departnent of Housing and Urban
Devel opnent is the primary person responsible for
providing equality of opportunity in enploynent in the
Department for all persons; to prohibit discrimnation
because of race, color, religion, sex, age, nationa
origin or disability in all aspects of its personne
policies, prograns, practices, and operations and in
all its working conditions and rel ationships with

enpl oyees and applicants for enploynent; and to
pronote the full realization of equal opportunity in
enpl oynent through continuing prograns of affirnmative
action at every managenent |evel within the
Department. The Secretary of the Departnent has

del egated these responsibilities as foll ows:

A Assi stant Secretary for Fair Housing and Equa
Qpportunity.

The Assistant Secretary for Fair Housing and
Equal Qpportunity al so serves as the Director of
Equal Enpl oyment Qpportunity for the Depart nent
and is responsible for enforcing the provisions
of all relevant orders, regul ations and policies,
and for advising the Secretary on all matters
pertaining to EEO as well as ensuring that equa
opportunity for wonen is an integral part of the
agency's overall programof affirmative action
and equal enployment opportunity. The Assistant
Secretary is also charged with: inplenenting
noni toring, and evaluating affirmative enpl oynent
initiatives Departnmentw de; nonitoring and

hel ping to nmeet the objectives and goals of the
Department' s Federal Equal Opportunity
Recrui t ment Program (FECRP); designating Equa
Enpl oynment Qpportunity Counsel ors; receiving,
investigating, and rendering final decisions on
di scrim nation conplaints; and, recomrendi ng or
taking remedi al action when necessary and/or
appropri at e.

5/ 93

8050.1 Rev. 1

B. Assi stant Secretary for Adm nistration.



The Assistant Secretary for Admnistration is
responsible for providing | eadership in

devel opi ng and mmi nt ai ni ng personnel nmanagenent
policies, prograns, and procedures which wll
pronote continuing affirmative action to ensure
equal opportunity in the recruitnent, selection
pl acenment, training, and pronotion of al

enpl oyees; ensuring the effective inplenentation
of personnel managenent policies, prograns, and
procedures of equal enployment opportunity; and
participating at the national |evel with other
gover nnent departnents and agencies, other

enpl oyees, and ot her public and private groups,
in cooperative action to inprove enpl oynent
opportunities.

Each Assistant Secretary, the General Counsel

the Chief Financial Oficer, the Inspector
CGeneral, the President of GNMA, the Chief of
Staff, each Regional Adm nistrator-Regiona
Housi ng Conmi ssi oner, and any other prinmary
organi zati on head as designated by the Secretary.

Each of these individuals shall serve as Equa
Enpl oyment Qpportunity O ficers for their

organi zational units. The Chief of Staff shal
act in this capacity for the Ofice of the
Secretary. As such they are responsible for
ensuring that EEO principles are carried out
within their organi zational units and that all
discrimnation conplaints arising therein are
processed. As EEO Officers, they are al so
responsi bl e for supporting the goals of the FW
and for ensuring that wonen are provi ded equa
opportunity to all career devel opment and
advancenent opportunities within their respective
organi zations. To acconplish this, they nust
know t he status of women enpl oyees in their

of fices and nust pronpte and institute action

pl ans including upward nobility, training, and
educational prograns. Regional Adm nistrators
have a responsibility to support Regional FWP
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Managers and Field Ofice FW Coordi nators and
Conmittees in perform ng their functions by
ensuring that the FWP is a part of their office,
and consulting and enlisting the aid of

recogni zed | abor organi zati ons. Dependi ng upon



the activities planned by the FWP or the goals
est abl i shed, recogni zed | abor organi zations may
have to be consulted in inplenmenting the

obj ectives of the FWP.

D. Regi onal Fair Housing and Equal Opportunity
(FHEO) Directors.

The Regi onal FHEO Directors, or other officia
desi gnated by the Regional Adm nistrator, will
assist the EEO O ficer in the devel opnent of the
Affirmative Enpl oyment Program Pl an, and have the
responsibility for review ng, nonitoring and

eval uating the program and for ensuring that the
goal s and objectives of the Regional Affirmative
Enpl oynment Program Plan are fulfilled within
their offices.

E. Regi onal Personnel Oficers.

Regi onal Personnel Oficers, or other officials
desi gnated by the Regional Adm nistrator, have
the principal responsibility for devel oping the
Regi onal Affirmative Enpl oyment Program Pl an, and
for activating and inplenenting the action itens
contained therein (in sonme cases this responsibility
lies with the Regional Ofice of Fair

Housi ng and Equal Cpportunity). In addition

Regi onal Personnel Oficers have responsibility
for inplementation of the Regional Federal Equa
Qpportunity Recruitnment Program (FEORP) and for
reporting accordingly.

F. Supervi sors and Managers.

Al Managers and Supervisors are responsible for
ensuring that EEO principles guide their

rel ati onships with enployees in all matters of
pl acenment, pronotion, career devel opnent, and
training opportunities within their
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jurisdictions. They are also obligated to

provi de | eadership in establishing and

mai ntai ni ng a worki ng environment which is free
from bias and in which wonen enpl oyees are given
the sane opportunities for inprovenent and
advancenent as nen.



Nati onal Federal Wonen's Program Manager

The role of the National FWPM wi || depend greatly
upon the specific needs of the Departnment at any
given point in tine. On an on-going basis, the
Nati onal FWPM nay al so performthe follow ng
duties and functions:

1. Assess enpl oynent trends to identify
possi bl e probl em areas of wonen, minorities
and persons with disabilities (e.qg.
statistical data on hires, pronotions,

i nternal novements, anount and type of
traini ng; comon concerns expressed by
enpl oyees during counseling and nunber and
type of EEO complaints filed).

2. Revi ew staffing patterns and position
qualification requirenments, and nmanagenent
staffing decisions made concerning staffing
needs to identify opportunities for
i ncreased enpl oynent of wonmen, nminorities
and persons with disabilities.

3. Revi ew organi zati onal policies, procedures,
and practices concerning enpl oynent
decisions to identify their inpact upon
worren, minorities and persons with
disabilities (e.g., grade levels at which
positions are filled, areas of
consi deration, factors and wei ghts,
interview ng and sel ection procedures).

4. Assi st in designing and inpl enenting career
enhancenment prograns by exanining the needs
of wonmen who are in "dead-end" positions or
who are at the end of their career |adder
(e.g., wonen who are in clerical support
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positi ons and cannot nove up; wormen who are
at the top of their career |adder and find
it difficult to nove into supervisory and
manageri al positions; or wonmen who are in
supervi sory or managerial positions who find
it difficult to nove into higher |eve
management positions).

Participate in training sessions and



10.

nmeetings with managers and supervisors to
i nform them of EEO devel opnents and refresh
their basic EEO training.

Provide input to the organizationa
Affirmative Enpl oynent Program Plan to
reflect the FWP program s goal s, concerns
and priorities.

Consult with the Ofice of Personnel and the
Affirmative Enpl oynment Division on
initiatives regarding training and career
devel opnment, upward nobility, and
recruitnment.

Mai ntai n recruitment contacts and encourage
the subm ssion of job applications for
announced vacanci es. Actively participate
in recruitnment activities (e.g., career
days, job fairs, |egal conferences) when
appropri at e.

Pl an, sponsor and conduct various enpl oyee
activities, particularly those in observance
of wonmen, and those which will enhance the
enpl oynent, advancenent, health or safety of
enpl oyees.

Attend equal enpl oynent opportunity and
personnel training courses to remnain abreast
of changes in equal enploynent opportunity
and personnel processes.
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11.

12.

13.

Beconme know edgeabl e of the actual enpl oynent

opportunity discrimnation conplaint
process, the negotiated grievance process,
and di stinctions between the two.

Conmuni cate wi th ot her special enphasis
program managers and constituent groups on
program concer ns

Col l ect, publicize, interpret and
dissemnate information and material s
relative to FWP interests and concerns,

using bulletin boards, newsletters, training

sessi ons.



14. Devel op and inplenent a Departnentw de plan
for the prevention of sexual harassnment in
the work force in accordance with EECC
Gui dance on Federal Affirmative Enpl oynent
Pl anni ng. (See Chapter 7 for additiona
i nformation.)

15. Represent the Departnment in all aspects of
t he FWP.

Regi onal FWP Managers.

The rol e of the Regional FWP Manager is identica
to that of the National FWP Manager but directed
toward wonen enpl oyees in their respective
geographic areas (all of these duties and
responsibilities, however, are at the discretion
of the Regional Administrator). Regional FW
Managers will al so assist the National FWP
Manager in the devel opnment and inpl enentation of
a plan for the prevention of sexual harassnment in
the work force in accordance with EECC Gui dance
on Federal Affirmative Enpl oyment Pl anni ng.

Headquarters FWP Coordi nat ors.

Headquarters FWP Coordi nators act in direct
support of the National FW Manager in:
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Revi ewi ng or gani zati onal policies,
procedures, and practices concerning
enpl oynent deci si ons.

Desi gni ng and i npl ementi ng career
enhancement prograns.

Participating in training sessions and
nmeeti ngs.

Providing input to the organizationa
Affirmati ve Enpl oyment Program Pl an.

Pl anni ng, sponsoring and conducting various
enpl oyee activities.

At t endi ng equal enpl oyment opportunity and
personnel training courses to renain
abreast with the personnel process.



7. Col l ecting, publicizing, interpreting and

di ssemnating information within their
organi zati on.

8. Assisting in the devel opnent and

i mpl ementation of a plan for the prevention
of sexual harassment in the work force in
accordance with EECC Gui dance on Federa
Affirmati ve Enpl oyment Pl anni ng.

Field Ofice FWP Coordi nat ors.

Field Ofice FWP Coordi nators assi st Regi onal FW
Managers in carrying out the policies of the
Federal Wbnen's Program and assist in the

i mpl ementation of a plan for prevention of sexua
harassment in the work force. Field Ofice
Coordi nators are al so responsible for providing
supporting facts and data affecting or concerning
worren in their offices to the Regi onal FWP
Manager .
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Enpl oyees.

Enpl oyees have a responsibility for their own

sel f-devel opnent and advancenent by making their
career interest known to their supervisors and
others, and by actively working toward those
goals. Al enployees also have a responsibility
for supporting equal enploynent opportunity by
treating other enployees with the respect due all
i ndi vi dual s.
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