Upward Mbility Program
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Chapter 1. General Provisions
1-1. Pur pose.

The purpose of this handbook is to govern the
adm nistration of the Departnment's Upward Mobility
Program Upward Mobility is an inmportant tool for
succession planning in hel ping assure that appropriate
talent exists to carry out HUD s mission into the
future. Upward Mbility provides specific career
devel opment opportunities for enployees in | ower grade
| evel s who are in positions or occupational series
whi ch do not enable themto achieve their full work
potential. (See Chapter 3 for additiona
requirenents.) Upward Mobility is consistent with the
nerit principles for selection and placenent and
supports efforts to achieve the Departnent's
Affirmati ve Action objectives.

1-2. Policy and Objectives

It is the policy of HUD to actively engage in efforts
to devel op general Upward Mbility Prograns for
Department -wi de application. |In conformance with this
policy, the specific objectives of the Upward Mbility
Trai ni ng Program are:

To achieve nore effective utilization of the
capabilities of enployees;

To provide upward and | ateral career novenent for
enpl oyees in | ower grade |evels whose current
position or occupational series does not provide for
further advancenent;

To provide enpl oyees with assistance to identify their
career goals, objectives, or interests;

To make avail abl e to enpl oyees trai ning and educati ona
opportuniti es which enhance their qualifications and
permt progress into other career fields;

To notivate enpl oyees toward high achi evenent and
create an environnent which pronmotes high noral e;

To expand career training opportunities for enployees
appoi nted under special entry | evel progranms such as
Schedul e A Enpl oynent for severely physically
di sabl ed individual s or Veterans Readjustnent
Appoi ntmrent aut hority; and



To adhere to recognized nerit principles in all
eval uations and sel ections of candi dates, and
provi de equal opportunity to all enpl oyees.
1-3. Aut hority- Key References.

The following are key references on the Upward Mbility
Program

Public Law 89-554, as anended CGover nent Enpl oyees
Trai ning Act of 1966

Public Law 92-261 Equal
Enpl oyment
Qpportunity Act of
1972
Public Law 93-113 Section 501 of
Rehabilitation Act
of
1973, as anended
Public Law 95-454 Cvil Service
Ref orm
Act of 1978
Executive Order 11478 (1969) Equal
Enpl oynent
Qpportunity in the
Federal Gover nment
Handbook of Cccupational G oups Qualification Standards
and Series for Positions
under the
CGeneral Schedul e
5 U S.C Chapter 71 Labor - Managenent
Rel ati ons
1-4. Responsi bilities.

Assi stant Secretary for Adm nistration

The Assistant Secretary for Adm nistration is
responsi bl e for Departnent-w de pl anni ng,
coordi nation, and eval uation of the Upward Mbility
Program participating in and consulting with
enpl oyee uni ons as necessary in the devel opnent and
i mpl ementation of the program and ensuring that
program pl ans are consistent with any applicable
uni on contracts.

The Assistant Secretary for Adninistration has
responsibility for the overall adm nistration of the
Upward Mobility Program and for establishing program
policy and procedures.
Director, Ofice of Human Resources (Adm nistration).



The Director of Human Resources is responsible for

Ensuring consistency with HUD s staffing needs, the
Department's Merit Pronotion Policy, and the
Federal Equal Opportunity Recruitnment Program
(FECRP) Pl an;

Participating in the planning, devel opnent,
i npl ement ati on, and eval uation of the overal
program

Participating in the devel opnent, operation, and
eval uati on of the budget;

Participating in consultations with enpl oyee unions
as necessary in devel oping and i nplenmenting the
Upward Mbility Program and

Desi gnating a Departmental Upward Mbility
coor di nat or.

c. Director, HUD Training Acadeny.

The HUD Trai ni ng Acadeny is responsible for advising
Upward Mbility Coordinators and Personnel
Specialists on training matters, and for approving
I ndi vi dual Training and Devel opnent Plans (1 DPs) for
Headquarters Upward Mobility partici pants.

d. Acadeny Training Consultants.

Acadeny Training Consultants are responsible for
advising Field Upward Mbility Coordi nators and
Personnel Specialists on training matters, and for
approvi ng | ndividual Training and Devel opnent Pl ans
for Upward Mbility participants.

e. Director, Ofice of Departnental Equal Enpl oynent

Qpportunity
( CDEEO

The Director is responsible for participating in the
devel opment and revi ew of policy, and procedures and
for monitoring the program from an Equal Enpl oynent
Qpportunity/ Affirmative Action viewpoint including:

Ensuring consistency with HUD s Affirmative
Enmpl oyment Pl ans' goal s and objectives, and with
the Federal Equal Opportunity Recruitnent Program
(FEORP) PI an;

Providing work force data and rel ated anal ysis as
needed;
Assisting in identifying target positions and/or
occupati ons;

Participating in the overall planning and eval uation



g.
(OHR)

of the program and

Providing for the participation of Special Enphasis
Program Managers in program pl anni ng,
i npl ementation, and eval uation, as appropriate.

Assi stant Secretaries and Field Managers.

Assi stant Secretaries and Field Managers are
responsi ble for the program s direction, control
and guidance within their organization, ensuring
conpliance with the procedures and guidelines
est abli shed by the Departnent's policy and
regul atory instructions including:

Assisting in the overall planning, devel opnent,
i mpl ementation, and eval uati on of the Program

Assisting in identifying target occupations and/ or
positions; and

Hol di ng managers and supervi sors accountable for
ensuring that trainees receive training
commrensurate with the intent of their accel erated
trai ning and devel oprment pl an.

Departnental Upward Mbility Program Coordi nator

The Upward Mbility Program Coordinator is
responsi ble for the overall coordination of the
program i ncl udi ng:

Providing information to and enlisting the support
of managerment and first-1line managers and
supervi sors on general programcriteria;

Ensuring that adequate publicity is given to the
program

Devel opi ng a Departnental training agreenent;

Coordi nating the devel opnent of any necessary forns
used in the program such as Individual Training
and Devel opnent Pl ans, applications, surveys, and
eval uation forns; and

Taking the lead role in annually nonitoring and
eval uating the Departnent's program as descri bed
in Section 3-10.

Field Upward Mbility Coordi nator

Field Upward Mbility Coordi nators are responsible
for the overall coordination of their Upward
Mobility Programin their Adm nistrative Service
Center (ASC) area including:



Providing information to and enlisting the support
of managenent and first-line supervisors on
general programcriteria;

Ensuring that adequate publicity is given to the
program and

Taking the lead role in annually monitoring and
eval uating the ASC s program

(Program eval uati on nust be consistent with the
Pr ogram Eval uati on and
Moni tori ng Process described in Section 3-10.)

Per sonnel Specialists.

Personnel representatives are responsible for
ensuring that staffing activities are consistent
with the provisions of the Merit Staffing Policy,
HUD Handbook 335.1, Rev-2, including:

Assi sting managers and supervisors in conducting job
anal yses of positions to be filled and devel opi ng
crediting plans;

Announci ng vacanci es, eval uating candi dat es,
conducting panels, and referring best qualified
candi dates to selecting officials;

Advi sing managers, supervisors, and sel ectees of
the length of training and experience required to
satisfy OPM qualification standards for the target
posi ti on;

Provi di ng counseling services to trainees, nanagers
and supervisors; and

Proper coding for personnel actions to ensure
accurate affirmati ve enpl oynent reporting.
First-1ine Managers/ Supervisors.

Each first-1ine manager and/or supervisor is
responsi ble for:

Becom ng know edgeabl e of the Upward Mobility
Program and the opportunities it provides;

Maki ng assessments of staffing needs, and
identifying suitable trainee and target positions;

Serving as a key participant in the devel opnent of
I ndi vi dual Training and Devel opnent Pl ans;

Eval uati ng enpl oyees in training and participating
in determ nations regardi ng successful conpletion
of programrequirenents; and



Conducting job analysis of positions to be filled
and devel oping crediting plans in consultation
with the personnel representative.

Partici pati ng Enpl oyees.
Partici pati ng enpl oyees are responsible for:

Participating in the devel opnent of Individua
Trai ni ng and Devel opnment Pl ans and in career
counseling activities;

Peri odi c sel f-eval uati ons of performance and
revi ewi ng Supervisory eval uati on of training
performance; and

Fulfilling all training, educational, and work
requi renents of the Individual Training and
Devel oprrent Pl an

1-5. Definitions.

Upward Mbility - a personnel managenent program
t hrough whi ch Federal agencies nmay provide specific
career devel opnent opportunities for enployees in
| ower grade |evels (at or below GS-9 or equival ent)
who are in positions or occupational series which do
not enable themto achieve their full work
potenti al .

Upward Mobility Program Plan - outlines the devel opnent
and i npl enentati on of specific career advancenent
opportunities for enployees in | ower grade |evels
t hrough accel erated training and devel opnent pl ans.
The program plan is responsive both to the
managenent's staffing needs and affirnmative
enpl oynent responsibilities.

Trai nee Position - a devel opnental position in which
the trainee is engaged in full-tinme work during the
training period. The level of responsibility, as
determ ned during the position's classification
process, is lesser than the target position and the
supervision required is greater. The title of the
trainee position will generally be the sane as the
target position, except for the designation "trainee"
at the end of the position title.

Target Position - the position to which the trainee is
reassi gned or pronoted upon successful conpletion of
the requirenents of the Upward Mbility Program and
the I ndividual Training and Devel opnent Pl an.
Dependi ng upon the needs of the organi zati on where
the position is located, the target position may be
at the sane grade as the trainee position or at a
hi gher grade. The target position should be



e.

identified during the classification process and
stated on the vacancy announcenent for the trainee
posi ti on.

Full Performance Level - the journey grade |eve

in a specific career ladder. It is deternined
during the classification of the target position and
is shown on the Position Vacancy Announcenent and in
the remarks section of Notification of Personne
Action (SF-50). Pronotions to the full perfornmance
| evel are called "Career Pronotions" and can be made
wi t hout conpetition when, at an earlier stage, an
enpl oyee was sel ected under conpetitive procedures
for an assignnent intended to prepare the enpl oyee
for a higher grade position.

I ndi vi dual Training and Devel opment Plan - a witten

ti me- phased devel opnental plan which establishes the
required training and devel opmental assignments
needed by a specific trainee to acquire the

know edge, skills, and abilities essential in
nmeeting the qualification requirenents for the
targeted position.



