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August 15, 2003

NEW MEXICO BULLETIN NO.  230-3-9

SUBJECT:  EOP – HISPANIC EMPLOYMENT PROGRAM MANAGER

TO:  All Employees

ACTION REQUESTED BY:  SEPTEMBER 5, 2003
Purpose.  To inform employees of Hispanic Employment Program Manager Vacancy.

Expiration Date.  September 30, 2003.

NRCS strives to conduct a positive and continuing Hispanic Employment Program (HEP) that provides equal employment opportunity for Hispanics in all personnel management policies and practices as well as in NRCS sponsored programs and activities.  The HEP is an integral part of the equal employment opportunity program and is designed to ensure that the Hispanic community receives equal treatment in all aspects of employment.  The goals of the HEP include seeking placement of Hispanics to increase the total numbers employed in professional, administrative, technical, and other occupations; ensuring equal opportunity for advancement in accordance with one’s abilities; and providing opportunities to participate in training and training programs.

The HEPM is a collateral duty assignment.  Preferably the person appointed as HEPM should have:

· A bilingual/bicultural background.

· Exhibit sensitivity to the Hispanic community,

· Possess the ability to function effectively under pressure, and

· Display a commitment to Equal Employment Opportunity and the Hispanic Employment Program

The HEPM should expect to devote up to 20% of his or her time to activities associated with providing program leadership and supporting the goals of the HEP.  The duties of the HEPM are to:

· Advise the state conservationist on matters affecting the employment and advancement of Hispanics;
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· Participate in development and administration of the Affirmative Employment Program and the Federal Equal Opportunity Program plan;

· Provide training and/or training resources for EEO workshops, seminars, and meetings;

· Maintains close contact with community organizations for possible job referrals of Hispanic applicants and to stay attuned to concerns of the Hispanic population;

· Attend job fairs or other functions at local high schools, colleges and universities to obtain names of applicants and provide job counseling; send recruitment literature to schools and community groups; sponsor workshops and speakers, information booths at conferences, career days, and other training programs;

· Develop statistical and special research projects in the areas of training, attrition, identification of barriers to recruitment, and employment, and recommend corrective action if needed;

· Keep the National HEPM informed of field activities affecting Hispanics;

· Serve as a resource person to the state/regional EO committees regarding Hispanics and participate in state and region meetings; and

· Advise employees and disseminate information received from the National HEPM and other sources.

Collateral-duty HEPM’s should possess the following:

1. An understanding of how agency policies and practices affect the equal employment opportunities of all employees;

2. An understanding of the intent of the laws and regulations governing Federal equal employment opportunity’;

3. An understanding of the employment problems of under utilized persons and classes in the workforce and labor market, particularly racial and ethnic minorities, women, older workers, people with disabilities, or the economically disadvantaged; and

4. The ability to establish effective working relationships with and gain the confidence of managers and supervisors at all levels of the agency, as well as with employees regardless of their occupation, race, sex, ethnic heritage, or socioeconomic background.

If you are interested in serving as HEPM, prepare:  1) a narrative (no more than two pages) describing how you meet the requirements as listed above and on page one; 2) a brief description of why you want to serve as HEPM and what you hope to accomplish, and 3) your supervisor’s statement supporting your request.  Forward to the State Administrative office by September 5, 2003.

I encourage all employees to consider serving in this very worthwhile and rewarding collateral assignment.

ROSENDO TREVIÑO III

State Conservationist
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