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MAJOR DUTIES

Serves as the Equal Employment Manager (EEM) with full authority to organize, direct, staff, carry out, review, and evaluate oriented affirmative employment programs  designed to   accomplish  its mission.  As the operating staff advisor to the commander and other tenant commanders, provides expert advice on all matters related to the EEO program and on the feasibility and impact of EEO plans, policies, and decisions. The program functions in a medium size (2000 to 4000 employees) organization that is faced with a very substantial weight and range of problems. These organizations are characterized by such factors as: a variety of occupations, high turnover rate, complicated mission, and a regular requirement for the resolution of systemic problems that could result in a consent decree. Having the characteristics for   r the maintenance of a program of behaviors and affirmative action momentum achieved after the intervention of the consent decree. Additionally, environmental conditions and factors, e.g., significant under-representation of minorities/women, numerous class actions complaints, isolation, and the intervention of outside civil rights/special interest groups affect the program to such a degree that they influence the character, urgency, and overall managerial demands of the EEM. In this capacity, the EEM performs the .following duties: 

 
1. Provides consulting services to all managers in identifying systemic barriers to equal opportunities for minorities and women, e.g., identities unduly restricted selection criteria that systematically excludes/significantly reduces the selection of women and minority applicants.   Identifies pre-selection practices that violate merit principles that systematically exclude minorities and women; and analyzes impact of RIF, CA, and other personnel actions on the protected groups. Recommends changes to local and higher level policies and practices and organizational decisions that may have a disparate impact on the protected groups and could aggravate the leve1 of publicity, hostility and litigation’s already present in the organization. Conducts studies and systemic analysis of the work force; management practices, climate of installation and tenant activities, organizational structures, employment patterns, lines of progression, and informal and formal complaint history within individual organizations/activities to determine the impact on EEO and upward mobility. This analysis involves ascertaining the status of minorities/women to include: numbers and positions; the special needs and problems of the organization’s minorities/women; and the attitudes and behaviors of managers and complainants. Based on the analyses, assists management in developing goals and objectives which give ample consideration to such factors as the mission of the organization, causes of discrimination, magnitude of the problem, etc. Works closely with management, supervisors, and personnel/manpower/resource managers, legal Counsel, and union representatives to modify existing procedures end develop affirmative employment plans (AEPs) and other plans of action. Regularly collects, compiles and reports on statistical employment data to determine the mount of progress made toward achieving EEO goals. Provides assistance in developing EEO critical element of performance standards and ensures appropriateness of ratings rendered in that staff personnel in the element.

2. Provides leadership to line and staff personnel in the development and implementation of the EEO AEP and mini-plans.  Reviews higher level EEO policies,   develops local guidance, directives, and implementation procedures. Ensures that actions are taken to eliminate under-representation by monitoring progress of minorities/women and by establishing programs in conjunction with the Civilian Personnel Office which will obtain goals and objectives. Meets and consults regularly with the commander(s), managers, supervisors, personnel, force management/budgetary officials, union representatives, and employees to locate problems and barriers, to identify reasons for problems, and to draft specific action items to treat the causes for problems which affect the entire organization. Develops policies and procedures for the overall EEO program including the Special Emphasis Programs (SEPs), EEO counseling and complaints administration. (20%)

3. Exercises overall supervision of SEP administration including Federal Women's Program, Hispanic Employment Program, and Black Employment Program managers. Provides advice, assistance, statistical and other data needed for managers to advise the Commander(s) on matters affecting employment of minorities and women (15%)

4. Plans, develops, and presents equal employment opportunity training for supervisory development, employee orientation, and counselor training. Directs trainer, course manager, supervisor, and employee training on the Prevention of Sexual Harassment. Develops and promotes EEO program publicity and reference materials. (15%)

5. Ensures that all requirements for pre-complaint counseling and complaints processing are fulfilled in compliance with regulations and with full coordination with appropriate staff elements (e.g., Legal Counsel and CP0). Determines the acceptability of formal complaints, rejecting those which do not meet acceptance criteria. Ensures that every reasonable effort made to reach an informal resolution. Failing resolution, delivers the commander’s decision and advises complainant of appeal rights/procedures. Ensures the preparation of accurate and timely reports and maintains associated records. Analyzes individual complaints to identify common problems and trends as well as their relative basis for current or formal class actions and any indication of the return of management practices that cause the formal consent decree or class action complaints. Develops preventive strategies to include training on improved management practices, affirmative action initiatives, modified personnel policies and procedures, etc. Exercises supervision over collateral counselors as they carry out assigned responsibilities and provides input on their performance evaluations. (20%)

6. Attends and conducts meetings with Civil Rights and Community Action organizations in the interest of improving EEO relationships. Serves on and assumes leadership role on committees which art decision-making or recommending bodies on matters concerning position management, recruitment, training, promotion, job design, contracting out, and reduction in force in order to assure appropriate consideration of EEO responsibilities and impacts. (10%)

7. Provides technical and administrative supervision to subordinate staff and collateral employees as they perform EEO assignments. Accepts, amends, or rejects work; evaluates performance and advises on work and administrative matters. Interviews and selects candidates for vacancies. Periodically reviews job descriptions for currency and accuracy. Recommends promotion or reassignment of subordinate employees. Effects disciplinary measures. Identifies developmental and training needs and arranges for training. Provides technical guidance and supervision to EEO counselors, especially in the resolution of complaints at the informal stage. Determines need for resources, to include personnel, money, equipment, etc., and initiates action to obtain resources. Manages resources in the most efficient manner to ensure that program objectives are met. (20%)

Performs other duties as assigned.

FACTOR 1. Knowledge Required by the Position, Level 1-8  1550 Pts

Applies managerial and technical skills sufficient to manage an EEO program(plan, organize, direct, carry out, etc. an equal employment program).   Performance requires proactive participation in management processes to achieve program progress in overcoming systemic problems which create major barriers to equal employment opportunity or to ensure continued momentum in the aftermath of a consent decree.

Knowledge of Federal equal employment policies, laws and regulations in order to deal effectively and innovatively with EEO problems and in the preparation and presentation of technical recommendations for the immediate and/or long range resolution of these problems.

Thorough knowledge of Federal personnel policies and regulations, Army and MACOM supplemental regulations, and local procedures, as they  apply to staffing, classification, labor/management relations, and employee development functions in order to identify EEO problems and to develop effective solutions. Knowledge of varied occupational fields in WG, GS, GM and SES pay plans, including knowledge and skill requirements for entry, advancement, and potential resources for minority recruitment within each.

Thorough understanding of the kinds of management actions, personnel administration practices, and organizational conditions that constitute barriers to EE0 in order to isolate problem and develop workable solutions which management can implement.

Skill to meet and deal effectively with people of widely varying backgrounds as well as with management officials at all hierarchical levels. Ability to communicate   with managers on organizational polity matters impacting upon equal employment and to resolve differences and ensure uniformity and equity in EEO matters and philosophy.

Knowledge of the structure of serviced organizations, mission and functions, and composition of the civilian work force (i.e. by pay plan, occupational series, career program coverage, relative grade levels, etc.). This knowledge is used to direct the compilation and analysis of statistical and other data to evaluate progress, pinpoint organizations, occupations, or other areas in need of improvement and assist in the establishment of goal to correct the situation.

Skill in managing a program including organizing an office, supervising an immediate and collateral staff, problem solving, motivating others to take necessary actions, and negotiating allocation of resources for the program (primarily in the amount of the budget and allocation of part-time counselors).

FACTOR 2. Supervisory Controls, Level 2-5   650 Pts
The supervisor provides general administrative direction, making assignments in terms of broadly, defined goals and objectives to be achieved. Incumbent exercises full technical and administrative responsibility for planning, organizing and directing the EEO program. Work is periodically reviewed by external evaluation teams to determine if the local program meets DA, OPM, and EEOC requirements. Supervisor considers work products as authoritative and from them assesses the overall effectiveness and impact of the EEO program.

FACTOR 3. Guidelines, Level 3-4   450 Pts
Guidelines include laws, Executive Orders, policy statements, court/appeal decisions and EEOC, OPM, DA and higher headquarters regulatory issuance’s. Guidelines are wed to structure local program initiatives and handle individual problems. Many significant problems are encountered which are not covered by the guides or for which they are vague or in conflict. The incumbent exercises judgment in interpreting existing guides to form affirmative action initiatives, complaints processing policies, and plans to meet EEO goals/objectives.

FACTOR 4. Complexity, Level 4-4  225 Pts
Plans, directs, and systematically evaluates a complete EEO program which is accomplished via the participation of a subordinate and collateral staff and personal involvement. Management processes include planning individual program activities, problem solving efforts, and recommending changes in the emphasis and level of monetary and personnel resources devoted to the program.

The program consists of solving EEO problems in a medium size organization of moderate complexity. Advisory services include consulting with managers at all levels and with supervisors to identify barriers to equal employment opportunity and their causes. Advises management in developing a strategy for changing local employment policies and practices that negatively affect EEO. EEO complaints involve a wide range of issues including failure to hire and promote, disciplinary actions reassignments, job training and  reprisal based on race, sex, religion and national origin.

The work requires making decisions such as recommending disposition of individual complaints, advising on the development of and accepting or rejecting AEPs, setting program priorities within limited resources, selecting analysis/consultation methods for solving particular problems, conducting fact-finding, supervising a subordinate work force, and developing coordinated solutions for management approval and implementation.

FACTOR 5. Scope and Effect, Level 5-4   225 Pts 

Develops, directs, implements, and administers a complete EEO program for the installation and tenant/serviced activities. The program includes AEP planning, SEPs, minority and female recruitment planning, complaint investigation/adjudication, and associated training. The work efforts determine the overall adequacy of the local program, the effectiveness of each of its components, and the equal employment opportunity of employees and job applicants.

FACTOR 6. Personal Contacts, Level 6-3   60 Pts
Contacts are with, managers and supervisors, employees, applicants, key staff officials, union representatives (if applicable), the subordinate and collateral staff, personnel management specialists and legal counsel. Contacts outside the installation include Civil Rights and community groups, attorneys representing complainants, USACARA and EEOC investigators, and HQDA/MACOM representatives. Contacts are moderately unstructured, issues are often sensitive in nature, meetings are not routine and the roles and authorities of the parties vary with each contact.

FACTOR 7. Purpose of Contacts, Level 7-3   120 Pts

Contacts are to resolve difficult and emotionally charged employment problems, to obtain managers agreement or necessary action on matters concerning employment policies/practices, and to negotiate fundamental changes in traditional policies/practices affecting EEO. Contacts with others are to develop now sources for recruitment and exchange of information and ideas.

FACTOR 8. Physical Demands, Level 8-1   5 Pts
Work is generally performed sitting at a desk but includes visits to worksites, conferences, meetings and seminars. No special physical demands are required to perform the work.

FACTOR 9. Work Environment, Level 9-1  5 Pts
The work is generally performed in an office setting but may include visits to protected areas of worksites which involves common risks and discomforts and normal safety precautions.

TOTAL POINTS:  3290   This is within the GS-13 point-to-grade conversion range of  (3155-3600).


