	PD# 01704PRIVATE

	
	
	
	Replaces PD#: FP95033

	Shred: Varies
	
	EQUAL EMPLOYMENT OPPORTUNITY SPECIALIST
	
	

	
	
	GS-0260-11
	
	


	PRIVATE
Installation:
	Varies
	
	Major Command: Varies
	

	
	
	
	Region: Varies
	

	
	
	
	
	

	
	
	
	
	



Citation 1: OPM PCS EEO Series, GS-260, Nov 80

PD Library PD: No
COREDOC PD: No

Classified By: 
Classification Date: 


	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 
	Financial Disclosure Required: No
	Acquisition Position: No

	Functional Code: 00
	Requires Access to Firearms: Varies
	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 11

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



MAJOR DUTIES

Serves as an Equal Employment Opportunity Specialist performing a variety of duties on behalf of the Military District of Washington Fort Myer Military Community and its total serviced population. In this capacity incumbent performs the duties of EEO Specialist, EEO Complaints Manager, and Special Emphasis Program Manager. Responsible for assisting the EEOO in establishing, maintaining, and implementing a continuing affirmative employment program designed to promote equal opportunity and to assure the full integration of the program and plan with the Command’s overall EEO effort. In more specific terms, performs, the following duties:

Provides assistance to the Equal Employment Opportunity Officer in carrying out program responsibilities and receives staff guidance and policy delineation regarding assigned areas of responsibility.

Reviews, analyzes, and compiles statistics and other information for use in the development, coordination, and publication of the affirmative employment program plan, policy, and procedures. Assists the Equal Employment Opportunity Officer (EEOO) in advising the General/Commander on all matters pertaining to the implementation of the total EEO Program. (25%)

Monitors the implementation of affirmative action to assure equal employment opportunity via reports staff assistance visits, identified issues by advisory committees or collateral duty EEO personnel, complaints, accomplishment, actions taken, special studies and issues identified by the MACOM. Identifies areas of deficiency, determines all factors contributing to identified barriers; where necessary, provides immediate guidance to other specialist, assistants, collateral duty EEO personnel, etc. Responds to all inquiries, visitors, and appointments. (25%)

Ensure proper and timely processing of EEO complaints by maintaining liaison and coordinating with the civilian personnel advisory center and CAPS NCR operations personnel on a continuing and routine basis for the elimination of promotion and recruitment barriers to targeted groups. Develops/recommends strategies and alternatives to accomplish total human resource utilization. (25%)

Develops and conducts briefings, orientations, classroom instruction and training for managers and supervisors to ensure education and understanding of the implementation of the EEO Program.  Represents the Command/Installation at conferences, meetings consults with private employers, communities, schools and universities, public  interest groups and civic organizations to identify and improve the employment opportunities and community conditions that affect the employability of targeted groups in the local and in some instances for national arena. Prepares articles, correspondence, special interest items for publication or display in various forms of media, and coordinates all special emphasis programs and activities with the military Equal Opportunity Advisor (EO). (25%)

Performs other duties as assigned.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION, FL 1-7, 1250 
Technical knowledge of EEO Program policy and affirmative employment programs to include all the special emphasis programs outlined in AR 690-12.

Thorough knowledge of EEO Law, regulations, executive orders, court decisions, and issues related to the Federal EEO program and complaints processing.

Knowledge of and ability to analyze DOD, DA, OPM, MDW, and all serviced activities guidelines and skill in adapting them to Command needs and coordination requirements (i.e., development and implementation of an affirmative employment program plan).

Knowledge of the organizational structure of Fort Myer Military Community and its tenant activities to include mission, function, and operation and the statistical composition of their workforce by occupation, grade level, race, sex, ethic background and other relevant characteristics.

Skill in establishing and maintaining effective relationships with local and national minority and women organizations in order to obtain cooperation and support.

Knowledge of Civilian Personnel Administration in the Federal Sector.

Knowledge of Command organization 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 problem resolution and knowledge of the methods/techniques required to identify EEO matters relating to total human resource utilization; skill in developing action plans.

FACTOR 2. SUPERVISORY CONTROLS, FL 2-3, 275 

The supervisor provides direction in terms of defining objectives, establishing priorities, and setting deadlines, and advising the employee on potential problems that may arise. Policy guidance is available on those issues that do not have clear precedent. The incumbent accomplishes assigned programs within established guidelines and regulations and is delegated authority to perform extensive fact-finding efforts as the need arises. Completed work is evaluated in terms of technical soundness, conformance with applicable policy and guidelines, and for overall results.

FACTOR 3 GUIDELINES, FL 3-3, 275

Guidelines consist of laws, regulations, directives, command  policies at all levels, executive orders, and local operating procedures. Applicable guidelines such as the special emphasis programs 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 them to particular issues or problems.

FACTOR 4 COMPLEXITY, FL 4-4, 225 

The incumbent performs a variety of duties in directing the operation of the SEP's to include in depth fact finding, problem definition/identification, determination of cause and effect relationships, evaluating/developing long range program plan, formulating conclusions, and recommending corrective act t to ensure equal employment opportunity and to eliminate discrimination against women, and minority groups from the various personnel practices, policies, and working conditions.

FACTOR 5. SCOPE AND EFFECT, FL 5-3, 150 

The work involves the development of plans for the Special Emphasis Program at FMMC and its total serviced population within DOD to ensure the proper processing of complaints, investigation, and fact-finding, analysis of cases, and recommending decisions to be made for problem resolution. The work affects the adequacy of the installation's affirmative employment plan, the effectiveness of complaint adjudication and the equal employment opportunity impact of the installation's employment practices.

FACTOR 6. PERSONAL CONTACTS, FL 6-3, 60 

 
Personal contacts are made with managers at all levels throughout the activity's serviced population to include various points of contact at outside agencies similar to if not DOD, OPM, ,EEOC, the office complaints investigations, EEOCCRA, etc. Contacts include attorneys, representatives, union officials, other EEO/CPO personnel and others that are involved throughout the complaint process or Affirmative Employment Program implementation.

FACTOR 7. PURPOSE OF CONTACTS, FL 7-3, 120 

 
Contacts are made with supervisors and managers to resolve difficult employment issues, to obtain agreement and/or resolution. To negotiate policies and practices affecting employment opportunities for minorities and women. Contacts with community leaders are to obtain support for FMMC/MDW Special Emphasis Programs and to establish new sources for recruitment and liaison for purposes of college relations, etc.

FACTOR 8. PHYSICAL DEMANDS, FL 8-l, 05

 
The work requires sitting at a desk of 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-l, 05

 
Work is performed in an office type environment and the work area is well lighted, heated, and ventilated.

TOTAL POINTS:  2365 (2355-2750 = GS-11)





