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Class Definition

Under general direction, manages the Conm ssion Fair Practice Ofice
which will adm nister the Affirmative Action/ Equal Enploynment (AA/ EEO)
program Position is assigned to the Departnent of Human Resources and
Managenent (DHRM) and reports to the Executive Director. Perforns

pr of essi onal AA/ EEO work on a Conmm ssi on-w de basis, involving

consi derable responsibility, conplexity, and variety. Manages all of
the following AA/EEO rel ated areas: affirmative action plan

devel opment, revision and enforcenent; devel opnment of recruitnment and
sel ection goals for targeted groups of protected classes, e.g.,
mnorities, females and the disabled; investigation into conplaints of
di scrim nation, sexual harassnent and other allegations of unfair
treatnment; devel op recommendati ons for conplaint resol ution;

devel opnment of AA/EEO training progranms. Has final authority for

Comm ssi on response to internal and external EEO conplaints. Perforns
other related duties as assigned.

Exanpl es of Inportant Duties

1. Devel ops and adm ni sters AA/EEO programto identify and elim nate
di scrimnation in Comm ssion enploynent, policies and services.
Monitors statistical data, investigates conplaints, and enforces
corrective actions as warranted. Wrks with managers and
attorneys to defend Comm ssion agai nst discrimnation |awsuits.

2. Coordi nates Conm ssion effort in defining and setting goals and
obj ectives for the Conmm ssion AA/ EEO plan and policy. Devel ops
and interprets Conm ssion AA/ EEO policies and procedures.
Oversees, devel ops, reviews and approves all Comm ssion responses
to AA/ EEO conpl aints. Safeguards confidential data. Coordi nates
activities to adm nister programw th other Conm ssion units
(e.g., Adm nistrative Program Manager and Personnel Division) as
wel | as outside governnment agencies (Equal Enploynent Opportunity
Comm ssi on, Human Rel ati ons Conm ssi on, Justice Departnent, etc.).

3. Acts as official Americans with Disabilities Act (ADA) conpliance
officer. Coordinates with DHRM and ot her departnents as well as
state, local and federal governnent to assure that Conm ssion
fully conplies with all titles of the ADA.

4. Pl ans, schedul es, assigns, supervises, coordinates and eval uates
work of the Fair Practices Ofice staff. Provides training,
gui dance and technical assistance to assigned staff on mgjor
projects. Selects staff.
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Exanples of Inportant Duties continued
5. Provi des counseling for individual enployees, supervisors,
departnment officials etc., in A AEEO related matters, in an effort
to prevent conplaints and to pronote a bias- free work
envi ronnent .
6. Revi ews Commi ssi on policies and procedures for inpact on targeted

protected groups. Provides technical support to Merit System
Board. Assures that Merit System Rul es and Regul ations and ot her
Comm ssi on policies and procedures are in conpliance with EEO | aw
and Conmm ssion AA/EEO plan. Interprets and advi ses nmanagers on
various policies and procedures as they pertain to AA/ EEO

7. Directs and coordi nates the Comm ssion effort in the devel opnent
of a Comm ssion-wi de AA/ EEO program that includes setting goals
for enploynent of protected groups. Wrks with Personnel Services
Di vision to develop recruitnment techniques directed towards
i ncreased enpl oynent of protected groups.

8. Attends official neetings. Provides briefings, as appropriate on
probl ens and/ or trends regardi ng protected targeted groups. Keeps
Comm ssi oners and officials apprised of sensitive AA/EEO i ssues as
wel |l as other simlar enployee relations matters.

9. Prepares annual Fair Practices O fice budget request. Controls
expenditures in accordance with approved budget and nonitors
transfer of funds. Supervises the bidding process when necessary
to hire outside contractors (e.g., for training, |egal services
for arbitration). Monitors activities of contractors.

10. Maintains records of AA/EEO rel ated policy decisions, conplaint
files, grievances, expenditures and other data. Prepares periodic
adm nistrative reports. Generates reports as necessary.

11. Reviews technical literature to maintain current on AA/EEO issues.
Attends professional conferences to exchange information and to
identify new policies, nethods, or procedures which m ght be
useful to Conm ssion AA/EEO efforts.

12. Establishes and maintains contact with conmunity and advocacy
groups that pronmote the interests of protected classes. My
interact with public, elected officials and/or nedia on AA/ EEO
I ssues.
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Exanples of Inportant Duties (continued)

13. Monitor and oversee operation of Mnority, Femal e and D sabl ed
(MFD) certification programand Mnority Business Enterprise
Program ( MBE) .

| nportant Worker Characteristics

A. Ext ensi ve know edge of (1) principles, practices, procedures | egal
framewor k and historical inplications of Affirmative Action and
Equal Enpl oynment Opportunity program devel opnent, personnel and/or
public adm nistration; (2) The adm nistration of the Conm ssion
AA/ EEO, MFD and MBE prograns (e.g., enploynent, conpensati on,
grievances, policy devel opment, enployee relations, training, );*
(3) techniques of managenent and supervision; (4) Merit System
Rul es and Regul ations;* (5) Comm ssion organization, policies,
procedures and activities.?*

B. Skill in operation of (lI) auto; (2) m croconputer with word
processi ng, spreadsheet and graphic software;* (3) calcul ator.

C. Consi derable ability to () develop and adm nister a
conprehensi ve, effective AA/EEO program as part of a Fair
Practices Ofice; (2) plan, supervise, coordinate and eval uate the
work of the staff; (3) communicate effectively with individuals
and groups, including the highest | evels of managenent within the
Comm ssion, public and elected officials or nedia; (4) establish
and maintain effective work rel ationships both within and outside
of the Comm ssi on.

* Devel oped primarily after enploynent in this job class.

M ni num Qualifications

1. Bachel or's degree or four years experience in Personnel/Public
Adm ni stration, Governnent, Political Science, or rel ated
subj ects; or

2. Four years experience that would denonstrate a famliarity with
enpl oyment and civil rights |law, and;

3. Six years of progressively responsible rel evant experience in
devel opi ng, inplenenting and adm ni stering Equal Opportunity
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M ni mum Qualifications (Cont’d)

prograns and Affirmative Action plans, two of which involve
supervi si on; or

4. An equi val ent conbi nati on of education and experience.

Wor ki ng Condi tions

Works in office. High stress environnent dealing with sensitive,
confidential and controversial informtion.



