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

	Career Program: 00
	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: 08

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



MAJOR DUTIES

Serves as the EEO assistant for the Fort Myer Military Community EEO Office and performs technical assistance in support of various program objectives and initiatives for the EEO, Officer.

INFORMAL COMPLAINTS PROCESSING MANAGER

1. Monitors and logs receipt of all informal complaints providing regulatory and technical guidance to EEO Counselors, complainants, and managers during initial pre-complaint and complaint process.  Advises EEO Officer of any processing deficiencies. Reviews, analyzes, and interprets data, summarizing relevant factual information. Responsible for staffing and coordinating complaint issues with EEO Specialist, EEO Officer, labor counselor, and CPO, as appropriate. Assists in attempting or finalizing complaint resolutions. Collects, computes, and summarizes data in chart and narrative form IAW prescribed time limits and regulations. Provides counseling services to employees as well as applicants with employment problems, and attempts to assist the employee through disseminating information and technical guidance. If the matter cannot be resolved, the incumbent assists the employee in contacting an EEO Counselor.,  Responsible for coordinating all meetings, conferences, etc. and all necessary information for investigations, resolution meetings, etc. with the secretary.

2. Serves as the primary administrator for the complaints tracking system and in house data base. Meets with IMO representatives and CPO and relays our requirements and establishes our computer system/facilities. Maintains and monitors equipment/system for maintenance and operation. (35%)

3. Assists higher graded specialists in the development of and conducting of Special Emphasis Programs, training and development of plans and special projects for the total FMMC serviced population.,  Participates in a wide variety of studies, surveys and development of materials for publicity and policy. Prepares reports and briefings to the EEO Officer regarding internal actions and projects, etc. (20%)

4. Performs administrative functions in line with technical oversight of clerical staff ensuring correspondence, editing, format, grammar, etc. is IAW applicable regulations and policy. Maintains referral and selection register for all recruitment and selection actions to assure that selecting supervisors are supporting the FMMC Plan of Action. Maintains appropriate data for analysis and records/reports, results are routinely reported to the EEO Officer. Participates and coordinates community outreach initiatives, i.e., college relations, and national minority organizations, job fairs, conferences, etc. to explain to potential applicants Federal employment regulations and opportunities. (10%)

SUPPORT ACTIVITIES

Provides input in the development, implementation, and evaluation of the Fort Myer Military Community Multi-Year Affirmative Employment Plan (MYAEP), updates, and Annual Accomplishment Reports.  Serves as POC for internal actions needing coordination with CPO. Participates in special studies to develop information regarding employment patterns for minority/women employees in various levels and occupations.  Serves as suspense control manager ensuring suspense's are routed properly and responded to.  Serves as a contact point between the EEO Office/special emphasis programs and organizations in the National Capital Region.  The incumbent schedules the Fort Myer Theater for a variety of special emphasis and affirmative action programs making scheduling/transportation/parking arrangements for the program speakers and guests. In addition is responsible for a variety of duties, such as, placing the publicity posters around the complex and assuring that programs are ready.
Provides EEO special employment and affirmative action program reports as required by EEO, DA, DOD, and EEOC.  Assists in making EEO presentations at EEO training sessions for managers/supervisors employees as required. (10%)

OFFICE AUTOMATION

Utilizes office automated equipment, hardware and software in developing word processing for weekly, monthly, quarterly, and annual reports and for correspondence and case preparation. Uses disks for data management information, such as, Personate for storing and retrieving reference material pertaining to Equal Opportunity court, and records conversations for the record in complaint cases. (20%)

Performs other duties assigned.

FACTOR 1. Knowledge Required by the Position, Level l-5, 750 pts 

Thorough and detailed practical knowledge of equal employment opportunity Affirmative Action and Complaints Processing regulations and procedures. The incumbent of this position must have a complete knowledge of the various rules and regulations that govern the EEO program.

Basic knowledge of conventional EEO Counselor inquiry and EEO investigative techniques, and a general understanding of settlement negotiating techniques.

Skill in assisting DODCARA Investigators, scheduling interviews for parties to the complaint and witnesses, reviewing portions of the Report of Investigation and writing reports, memorandums and drafting letters related to EEO Cases.

Skill in oral communication to obtain factual information and/or to explain and clarify EEO regulations, procedures, processes and precedent decisions.

General knowledge of the symptoms caused by special equal employment opportunity problems encountered by minorities and women in the workforce and in their attempt to enter the workforce.

Basic knowledge of Affirmative Action Program and Special Emphasis program requirements to include EEO/EO Affirmative Action plan formats, goal setting, required action items, civilian labor force statistics.

Skill in compiling EEO/EO data and extracting data from a variety of computer listings and other reports to meet a variety of reporting requirements.

 A qualified typist is required.  



FACTOR 2. Supervisory Controls, Level 2-3,275 pts.  
The supervisor or higher level EEO specialist provides assignments dependent upon the nature of recurring assignments of specific tasks in support of the specialists' assignments. Most tasks are carried out independently with available guidelines, instructions and procedures with assistance provided for new or unusual problems or for cases where few precedents exist. Completed work is reviewed for technical soundness and conformance with regulations, policies and instructions. The review is focused on the adequacy of completed work rather than methods at completed work products.

FACTOR 3. Guidelines, Level 3-3, 275 pts  
Guidelines consist of a variety of higher echelon and command regulations, directives and instructions. These include DA/AMC/TROSCOM technical/procedural manuals, guides and procedures concerning the EEO/EO program. The incumbent uses office guides, manuals and numerous procedural manuals. The employee also uses a wide spectrum of oral guides and policies. The incumbent must use judgment in selecting the appropriate guide to apply, and when to refer to a higher graded specialist or the supervisor.

FACTOR 4. Complexity, Level 4-3, 150 pts.  

The employee is responsible for completing major segments of a large project. The assignments are to solve complex problems with the facts coming from a large variety of sources most of which are interrelated and there may be some disputed facts on ambiguous conditions. The large number of factors or questions complicates reaching a decision on many issues, The correct course of action must be chosen from many alternatives. The employee is required to determine the sources of information, decide when the facts collected are sufficient to arrive at a conclusion, make independent decisions concerning the relevance of data and decide on the sequence in which to perform the assigned tasks.

FACTOR 5. Scope and Effect, Level 5-3, 150 pts.  
The work requires treating a variety of routine problems or situations in conformance with established criteria. The work may include such things as serving as a contact point between the office and community groups, and participating in a variety of complex studies. The work product typically affects a specific procedural practice such as the manner in which the headquarters Affirmative Action plan is completed/consolidated.

FACTOR 6. Personal Contacts, Level 6-3, 60 pts  

Personal Contacts are with employees from a variety of organizations, EEO Counselors, and managers/supervisors. The employee also has contacts with a variety of EEO community groups. Each contact is different and the role and authority of each party is identified during the course of the contact.

FACTOR 7. Purpose of Contacts, Level 7-2 , 50 pts 
The purpose is to obtain, clarify  or give facts of information. The nature of facts or information ranges from simple facts to highly complex procedural information.

FACTOR 8. Physical Demands, Level 8-1, 5 pts  
The work is sedentary. No special physical demands are required.

FACTOR 9. Work Environment, Level 9-1, pts.  Work is typically performed in an office setting.

TOTAL POINTS:  1720 (1605-1850 = GS-08)


