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CHAPTER 2. ROLES AND RESPONSI BI LI TI ES

DUTI ES AND RESPONSI BI LI TI ES. The Nati onal
Headquarters, and Regi onal HEP Managers' duties and
responsibilities generally fall into three basic

ar eas.

They are: (1) Program Pl anning and Organi zation

(2) Program I npl enentation, (3) Program Monitoring,
Eval uation, and Reporting. These areas include, but
are not limted to, sone of the actions identified
bel ow

A Pr ogram Pl anni ng and Organi zation

1. Conduct an assessnent of the program
i ncluding an analysis of work force
statistics.

2. Devel op an annual work plan that includes
program obj ecti ves, Hi spanic Heritage
Month activities, and specific action
itens.

3. Devel op an annual budget in support of the
work plan at the Department, Headquarters,
and Regi onal |evels, respectively.

4. Subnit the work plan and budget to the EEO
O ficer or designee, and coordinate these
with other responsible officials for
appr oval

5. Pronote internal cooperation with the
Affirmati ve Enpl oynent and Federal Wonen's
Program Managers. Provi de support for
speci al enphasis activities of Bl acks,
wonen, Asian Pacific |slanders, Anerican
I ndi ans, and enpl oyees with disabilities.

B. Program | npl enent ati on

1. Devel op and naintain a network with other
agency HEP Managers. Participate in
nmeetings of the Federal Executive Board or
other locally established Hi spanic
Enmpl oynment Program Conmi tt ees.
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2. Devel op and mai ntain rapport and liaison



with National, State, and | ocal H spanic
conmmuni ty organi zati ons.

3. Publicize the programw thin and outside
the agency. Any publications,
adverti senents, or other itens devel oped
for the HEP nust be initially authorized
by the O fice of Public Affairs during the
conceptual stage and approved before the
final, camera ready copy goes to Printing
(see Chapter 2, paragraph 2-2).

4. Meet regularly with managenent officials
to di scuss HEP issues, concerns, and
acconpl i shments, and to provi de advice and
gui dance as requested or needed.

5. Participate in the devel opnent of the
organi zational Affirmative Enpl oynent
Pl an, Pl an Updates, and Acconplishnent
Reports.

6. Assist the Director of Personnel and
Trai ni ng and ot her Personnel and agency
officials in inplenmenting responsive
recrui tment prograns.

7. Respond pronmptly to inquiries concerning
Hi spani c i ssues from enpl oyees, agency
of ficials, and the public.

8. Mai ntai n contact with Hi spanic and ot her
i nterested enpl oyees in the agency.
Counsel interested enpl oyees on career
devel opment and ot her work rel ated
matters.

9. Provi de | eadership or assistance to
enpl oyee groups in organi zi ng speci al
enphasi s activities such as Hi spanic
Heritage Month, job fairs, and workshops
or semnars with others in the agency.

10. Maintain an adequate system of records,
files, and reports.
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C. Program Moni toring, Evaluation, and Reporting
(Coordi nates with the AEPM

1. Moni tor the work plan throughout the year



2. Provi de the EEO of ficer and the agency
head wi th periodic and end-of -t he-year
assessnent reports.

3. Identify any enployment barriers to
Hi spani cs for which the agency has
control.

4. Provide input, follow up, and participate

in eval uati ons of the agency's EEO or
per sonnel managenent program

The checklist found in Appendi x 3, serves as an
i ndi vi dual program managenent gui de for both managers and
t he HEPM HEPC.

2-2 PROGRAM COORDI NATION.  In order to optinize the
ef fecti veness and scope of the Departnent's Hi spanic
Enmpl oyment Program a systematic and continuous
effort to coordinate its activities and conmuni cate
its objectives should be nmaintained. Program
coordination within and outside of the organization
is in direct proportion to the identified objectives
pl anned to be attained at the Departnent,
Headquarters, Regional, and Field Ofice |evels.
The effort initiated for this purpose should pursue
three distinct avenues of coordination and
i nformati on exchange as identified bel ow

0 I ntra-Departmental Coordination

0 I nter-Agency (Federal) Coordination

0 Private and non- Federal Sector Coordination

A I ntra-Departmental Coordination. The National

HEPM i s the Departnental resource person with
whom enpl oynent information shoul d be shared,
particularly as it inpacts HUD s Hi spani c work
force. The HEPMinterprets and di ssem nates
new or established Federal or Departnental
policies, progranms, and procedures for
managenment and Regi onal HEPMs. The Regi onal ,
and Field Ofice HEPMs/ HEPCs have sim | ar
coordi nating responsibilities.
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The National HEPM conmmuni cates with
representatives of the Ofice of Personnel and
Training (OPT) at Headquarters, and with

Regi onal and Field Ofice personnel staffs to
provide information that woul d enhance Program
delivery within HUD. Plans for individual or
mut ual participation in conferences, sem nars,
and job fairs should be encouraged and
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carefully coordinated. Information on matters
which may affect the Departnment's Hi spanic
enpl oyee work force should be provided to the
Nati onal HEPM by OPT representatives. Simlar
cooperation is expected at the Regional and
Field Ofice | evels.

To adequately pronote the HEP within the

organi zation, the National HEPMis responsible
for the devel opnent of pertinent training

nmodul es which are designed to enhance
managenent's know edge of the program Al so,
specific units of training will be conducted
for Headquarters and Regi onal HEPMs, as well as
Field Ofice HEPCs, on a periodic basis. The
Nati onal HEPM al so participates in the
presentation of special courses offered by the
Department's O fice of Affirmative Action and
Equal Enpl oyment Opportunity. The Regi onal
HEPMs wi Il provide sinilar support to the
managers and HEPCs in their respective Regions.

I nter-Agency (Federal) Coordination. The

ef fecti veness of the HEP within HUD is, to sone
degree, directly related to the | evel of
contacts and infornmation exchange with other
Federal agenci es.

The O fice of Personnel Managenent (OPM

provi des the overall |eadership and general
direction for the HEP program The OPM

adm ni sters, nmonitors, and eval uates the
Federal Equal Opportunity Recruitment Program
(FEORP) and al so manages the nati onw de Feder al
Executive Boards (FEBs). Each FEB is

responsi bl e for operating | ocal Equal

Enpl oynent Qpportunity Commttees and Hi spanic
Enmpl oyment Program Subcommi tt ees.
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The Equal Enpl oynment Qpportunity Conmi ssion
(EECC) nmi ntai ns Governnentw de statistics and
other pertinent information. This organization
is a valuable reference resource for program
managenent purposes. The EEOCC admi ni sters,

noni tors, and eval uates the Governmentw de
Affirmative Enpl oynment Program and t he Federal
Conpl ai nts process.

In line with their individual objectives and
identified needs for HEP program
i npl ement ation, other Federal agencies will



col l ect and/ or devel op significant information
whi ch may al so be of benefit to HUD.

HUD HEPMs and HEPCs shoul d devel op and naintain
contact with the HEP or EEO representatives of
| ocal Federal agencies for the purpose of
enhancing the HUD program Participation in

| ocal neetings, sem nars, training conferences,
and job fairs as a representative of the

Depart ment/ Regi on/ Fi el d of fi ce should be
maxi m zed to the extent possible. Tine for

pl anni ng and attendi ng such activities is

consi dered essential for program success. As
appropriate, scheduling participation in these
events must be coordinated with the
Headquarters O fice of Affirmative Action and
Equal Enpl oyment Qpportunity or the Regiona
Ofice of Personnel, and approved by the

HEPM HEPC s i nmedi at e supervisor. The sharing
of resources with other Federal agencies or
conducting joint events is recommended.

Private and non- Federal Sector Coordination.

I denti fying, devel opi ng, and mai nt ai ni ng
contacts with representatives of National
State, and | ocal Hi spanic organi zations,
private firms, educational institutions,

H spani ¢ and other media, and State and | oca
governnents, can contribute to and is essentia
for the acconplishment of HEP/ EEO obj ectives at
HUD.

1. The HEPM HEPC shoul d nurture such
rel ati onships with the goal of
establishing a viable network that is
beneficial and responsive to the needs of
the Departnment or Region. Simlarly, any
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assi stance which can be provided and is
agreed to by HUD s managenent, should be
extended to these organi zati ons
accordingly.

2. The O fice of Public Affairs has primary
responsibility in the Departnent for
communi cating with the media. The Ofice
must be informed of any contacts the nedia
representatives make with the HEPM HEPC
No individual or Office is authorized to
initiate or respond to such contacts
without first clearing with the O fice of
Press Relations, Ofice of Public Affairs.
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COUNSELI NG.  The scope of counseling perforned by
HEPMs/ HEPCs may extend to the foll ow ng areas:

A

Career Devel opnent. The major counseling
concern at all levels is career devel opnent.
Whet her conducting group di scussions or
counsel i ng individual employees, the follow ng
points are inportant:

1. Maki ng participants aware of the necessity
for self-evaluation and assessnment to
determne their individual devel opnent
needs and responsibility for planning
their personal career devel opnent goal s.
Enpl oyees shoul d request individua
devel opnent training through their
supervi sors

2. Maki ng participants aware of HUD s
organi zational structure, the
occupational series and grades,
availability of pronotional opportunities,
the skills and abilities required, and how
to integrate this know edge with
sel f-appraisal, in order to achieve their
personal goal s.

3. HEPMs/ HEPCs shoul d encour age enpl oyees to
participate in the annual training needs
survey conducted internally, and advise
their supervisors of any workshops,
courses or other activities that may not
have been previously identified.
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I ndi vi dual Personnel Problenms. HEPMs/HEPCs are
not expected to be subject area experts on the
varyi ng enpl oyee probl ens and questi ons which
may arise and, as appropriate, should seek the
expertise of the servicing personnel office
staff, AEPM or FHEO representatives. Their
functions, however, nake them a natural point
of initial contact for enployees who perceive
bei ng discrim nated agai nst because of nationa
origin or other forms of discrimnnation.

Enpl oyees will often seek advice from HEPMs
before they begin the required process of
filing a discrimnation conplaint. Because
there are strict tinme limts, HEPMs nust nake
certain that enployees are aware of conplaint
time requirenents when enpl oyees seek advice
fromthem



1. If, after informal discussions with the
HEPM HEPC, the enpl oyee still believes the
probl em exi sts, the empl oyee shoul d be
referred to an officially appointed and
trai ned EEO Counsel or so that procedures
in EECC Regul ations (29 CFR, Part 1613)
and other controlling regulations nmay be
appl i ed.

2. HEPMs/ HEPCs shoul d acquire sufficient
training to famliarize themwth the
speci fic procedures and nethods for filing
actions through either the EEO process,
grievance procedures, OPM cl assification
appeal s process, or adverse action
procedures. The HEPM HEPC shoul d be abl e
to direct the enpl oyee to the appropriate
of fice or person who can process the
conpl aint or assist the conplainant.

3. Recei pt of National Origin D scrimnation
Conpl aints. The National and Regi ona
HEPMs/ HEPCs are authorized to receive
formal complaints of discrimnation
I medi ately upon receipt of an EEO
conpl ai nt, the HEPM HEPC shoul d deliver or
transmt this to his/her respective EEO
Oficer, Regional or Field Ofice
Director, Ofice/Division of Fair Housing
and Equal Opportunity.
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REFERENCE SOURCES. Alt hough HEPMs/ HEPCs are not expected to
be personnel experts, the nature of their positions requires
that they be faniliar with certain procedures and
publications. A list of personnel-related materials is
given in Appendi x 4.
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