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MAJOR DUTIES

1.  Serves as the Equal Employment Specialist (EES) with full authority to plan, organize, direct, staff, carry out, review, and evaluate a management oriented affirmative employment program designed to assist management in accomplishing its mission at the operating level. Serves as a staff advisor to the commander Military Traffic management Command (MTMC) under the supervision of the EEOO at FMMC. 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 small organization of limited to moderate organizational complexity, but which, nonetheless presents significant demands for a fully functional, independently administered EEO program.

2. Provides technical guidance to line and staff personnel in the development and implementation of the EEO Affirmative Employment Plan (AEP). Through analysis of management practices, organization structures, employment patterns, lines of progression, determines EEO problem areas/barriers. Conceives methods to eliminate problems and/or overcome barriers, and personally monitors progress toward that end. Ensures actions are taken to eliminate under-representation by monitoring selections and establishing programs (in conjunction with the Civilian Personnel Office) which will obtain goals and objectives established in the plan. Coordinates policies and procedures for overall EEO program which includes Army Special Emphasis Programs (SEPs), EEO counseling, and staff complaints administration and related training services. (40%)

3. Provides guidance and assistance in the development of all SEPs including Federal Women's Program, Hispanic Employment Program, and Black Employment Program, and/or personally performs selected program management responsibilities as required. Provides advice, assistance,  statistical and other data need for collateral managers to perform on maters affecting employment of women and minorities in the work force. Supervises program manager's (full-time and/or collateral) performance of program responsibilities. (5%)

4. Utilizing ACPERS data, retrieves, evaluates, and prepares written analysis/briefings on the effectiveness of EEO program activities. Provides assistance in developing EEO critical elements of performance standards and in assuring appropriateness of ratings rendered in that element. Conducts studies and surveys of the use of minority group skills to identify obstacles, ineffective practices, and prepares reports of findings. Compiles and analyzes statistical and other data to evaluate progress on individual initiatives and overall program; identifies organizational, occupational, or other areas in need of improvement; and recommends specific remedial initiatives to address identified problems. Coordinates activities of mutual interest with appropriate staff elements. (20%)

5. Plans, develops, and presents equal employment opportunity training for supervisory development, employee orientation, and counselor training. Participates in the development and administration of the installation's/activity's merit promotion program. Monitors and assures the conduct of training in the prevention of sexual harassment. Develops and promotes EEO program publicity and reference materials. (5%)

6.  Assures 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., with Legal Counsel, and CPO). Determines the acceptability of formal complaints, rejecting these which do not meet acceptance criteria. Assures that every reasonable effort is made to reach an informal resolution. Requests fund cites and arranges for investigations and EEOC hearings. Ensures the participation of accurate and timely reports and maintains associated records. Analyzes individual complaints to identify common problems and trends. Develops preventive strategies to include training on improved management practices, affirmative action initiatives, modified personnel policies and procedures. Exercises supervision over collateral counselors as they carry out assigned responsibilities and provides input on their performance evaluations. (10%)

7. Attends and conducts meetings with installation and community organizations to improve EEO relationships and interface with the applicant population. Serves on and assumes a leadership role on committees which are 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 consideration of EEO impacts and responsibilities. (15%)

8.  Provides technical and administrative supervision to subordinate staff (full-time and/or collateral). Accepts, amends, or rejects work; evaluates performance; and advises on work and administrative matters. Determines the need for program resources, to include personnel, money equipment, etc., and initiates action to obtain resources. Manages resources in the most efficient manner to ensure that program objective are met.

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION, FL 1-7  1250 Pts
Technical knowledge of equal employment opportunity programs and affirmative action to include the Federal Women's Program, EEO Complaints Program, affirmative action employment programs, SEPs, and other Command emphasized programs.

Thorough knowledge of EEO laws, regulations, executive orders; court decisions, and issues related to the Federal equal employment opportunity program particularly as related to the FEW and other SEPs.

Knowledge of and ability to analyze DA, OPM, MDW, MTMC guidelines and skill in adapting them to Command needs, (i.e. development of affirmative Employment Program Plan).

Knowledge of special equal employment opportunity problems encountered by various ethnic groups within the work force and/or those seeking employment who must overcome cultural and linguistic barriers.

Knowledge of the organizational structure of MDW end its tenant activities to include missions, functions, and operations and the statistical composition of their work force by occupation, grade level, race, sex, ethnic background and other relevant characteristics.

Skill in establishing and maintaining effective relationships with local and national ethnic organizations in order to obtain cooperation and advice.

Knowledge of Civilian Personnel Administration in the Federal Sector.

Knowledge of Command organizational structure, management policies, and practices in order to identify the need for action and for determining direct/indirect factors contributing to problems/barriers to full equal employment opportunity.

Skill in applying fact-finding, analysis, and problems resolution and knowledge of the methods/techniques required to identify EEO problems relating to all groups; skill in developing action plans, and advising test center EEMs of appropriate courses of action.

FACTOR 2. SUPERVISORY CONTROLS, FL 2-4   450 Pts
The supervisor establishes objectives to be accomplished and discusses available resources with the incumbent. The supervisor and employee mutually agree on developing appropriate deadlines and feasible approaches that may be employed on unusual or particularly sensitive problems. The incumbent exercises sound judgment in planning and carrying out the work and selects optimum methods and techniques for completing the assignment. The employee keeps the supervisor informed of major problems that arise or controversial issues. Completed work is evaluated in terms of attainment of program objectives; meeting deadlines, and for compliance with regulatory requirements.

FACTOR 3, GUIDELINES, FL 3-4  450 Pts
Guidelines consist of laws, regulations, directives, Command policies at all levels, executive orders, and local operating procedures. Applicable guidelines are concerned with all SEP's and instruct organization and provide a general framework for accomplishing the work but are not completely applicable to all aspects of the programs for which responsible. Judgment is required in interpreting guidelines and applying to particular issues or problems, in that guidelines may be broadly stated or inadequate, thus requiring the employee to use initiative in extending or redefining guidelines..

FACTOR 4. COMPLEXITY, FL 4-5  325 Pts
The incumbent performs a variety of duties in directing the operation of all SEPs to include in-depth fact-finding, problem definition/identification, determination of cause and effect relationships, evaluating/developing long range program plans, formulating conclusions, and recommending corrective actions to be taken. The work requires a continuing effort on the part of the specialist to ensure equal employment opportunity and to eradicate discrimination against women and minority groups from the various personnel practices, policies; and working conditions.

FACTOR 5. SCOPE AND EFFECT, FL 5-4  225 Pts 

The work involves serving as a team leader or senior specialist tasked with accomplishing broad and complex projects that involve establishing, maintaining, and implementing a continuing affirmative employment program designed to promote equal employment opportunity for all employees at MTMC. The incumbent is tasked with accomplishing the most difficult and complex EEO problems performing ail of the systematic fact-finding, analysis, and consulting functions. The results of the work performed involve resolution of a wide variety of EEO problems ranging from individual complaints to elimination of entrenched barriers to equal employment opportunity, to include input into policy formulation and elimination of widespread discriminatory practices. The work affects the equal employment opportunity of the entire MTMC workforce and MDW/tenant activities.

FACTOR 6. PERSONAL CONTACTS, FL 6-3  60 Pts 
Personal contacts are made with managers at all levels (DOD, DA, MDW, MTMC, and other officials at MTMC outside the agency. Contacts include attorneys, other EEO specialists, union officials, OFC Complaints Compliance, OCI/EEOC, and others involved in employee complaints.  The content of each contact will vary.  The contacts are not structured.

FACTOR 7. PURPOSE OF CONTACTS, FL 7-3  120 Pts 
Contacts are made with supervisors and managers to resolve difficult employment problems, to obtain agreement and/or necessary action concerning employment policies, and to negotiate policies and practices affecting employment opportunities for women and minority employees. Contacts with community leaders are to obtain support for MTMC Special Emphasis Programs and to establish new sources for recruitment.  Persons contacted may be uncooperative, fearful, skeptical and fearful, thus requiring the specialist to use additional interpersonal skills in getting the desired results.

FACTOR 8. PHYSICAL DEMANDS, FL 8-1  5 Pts
The work requires sitting at a desk or formal conferences in the resolution of EEO problems. No special physical demands are required to perform the duties of the position.

FACTOR 9. WORK ENVIRONMENT, FL 9-1   5 Pts
Work is performed in an office type environment and the work area is well lighted, heated, and ventilated.

TOTAL POINTS: 2890   This is within the point-to-grade conversion range of  (2755-3150).

