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§7.13 Responsibilities of the Assistant
Secretary for Administration.

The Assistant Secretary for Adminis-
tration shall:

(a) Provide leadership in developing
and maintaining personnel manage-
ment policies, programs, automated
systems, and procedures that will pro-
mote and ensure equal opportunity in
the recruitment, selection, placement,
training, awards, recognition, and pro-
motion of employees, including an ap-
plicant flow tracking system to track
information reflecting characteristics
of the pool of individuals applying for
an employment opportunity.

(b) Provide positive assistance and
guidance to organizational units and
personnel offices to ensure the effec-
tive implementation of the personnel
management policies, programs, auto-
mated systems, and EEO procedures;

(c) Participate at the national level
with other government departments
and agencies, other employers, and
other public and private groups, in co-
operative action to improve employ-
ment opportunities and community
conditions which affect employability;

(d) Prepare and implement plans for
recruitment and reports in accordance
with the Federal Equal Opportunity
Recruitment Program (FEORP) and
the Disabled Veterans Affirmative Ac-
tion Program (DVAAP);

(e) Provide reasonable accommoda-
tions to the known physical or mental
limitations of qualified employees with
disabilities unless the accommodations
would impose an undue hardship on the
operation of the Department’s pro-
grams;

(f) Adhere to and implement the De-
partment’s policy on religious accom-
modation;

(g) Designate a senior-level Dis-
ability Program Manager to promote
EEO/ADR for persons with disabilities;
to assure the accessibility of all HUD
facilities and programs; and to manage
the resources for providing reasonable
accommodation;

(h) In conjunction with the Director
of EEO, provide and coordinate manda-
tory EEO Counselor training;

(i) Provide and coordinate mandatory
supervisors’ and managers’ EEO/ADR
training;
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(J) Provide applicant data to ODEEO
for analysis; and

(k) Designate a DCM to represent the
organizational unit in EEO matters.
The DCM shall be the AO for the orga-
nizational unit or another designee of
the EEO Officer.

[66 FR 20564, Apr. 23, 2001, as amended at 69
FR 62173, Oct. 22, 2004]

§7.14 Responsibilities of the Office of
Human Resources.

In accordance with guidelines issued
by the Assistant Secretary for Admin-
istration, Human Resources Officers
shall:

(a) Appraise job structure and em-
ployment practices to ensure equality
of opportunity for all employees to par-
ticipate fully on the basis of merit in
all occupations and levels of responsi-
bility;

(b) Communicate the Department’s
EEO policy and program and its em-
ployment needs to all sources of job
candidates without regard to race,
color, religion, sex, national origin,
disability, or age and solicit their re-
cruitment assistance on a continuing
basis;

(c) Upon request, provide personnel
information to EEO Counselors and
other authorized officials or agents of
the agency who are involved in the
processing of a discrimination com-
plaint;

(d) Evaluate hiring methods and
practices to ensure impartial consider-
ation for all job applicants;

(e) Ensure that new employee ori-
entation programs contain appropriate
references to the Department’s EEO/
ADR policies, procedures, and pro-
grams and accomplishment of EEO
standards under the Department’s Per-
formance Accountability and Commu-
nications System (PACS), or other De-
partmental performance appraisal sys-
tem;

(f) Participate in the preparation and
distribution of such educational mate-
rials as may be necessary to ade-
quately inform all employees of their
rights and responsibilities as described
in this part, including the Depart-
ment’s EEO program directives;

(g) In coordination with the HUD of-
ficial charged with training respon-
sibilities, develop an ongoing training
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