Equal Employment Specialist

 GS-260-11

I. INTRODUCTION

The Equal Employment Specialist is involved in internal Federal equal employment opportunity work as defined by a body of laws, regulations, administrative procedures, government and agency policies, and court and administrative decisions. These laws and policies are designed to provide equal opportunity in a wide range of employment activities including, but not necessarily limited to, recruitment, selection, promotion, position classification, training, suspension and dismissal. Equal opportunity laws and policies prohibit discrimination based on race, color, religion, sex, national origin, age, handicapping condition, or other bases specified by lab or policy. Equal opportunity work in the Federal Government involves identifying and taking actions designed to eliminate institutional barriers to equal opportunity, investigating and resolving cases of alleged illegal discrimination, developing affirmative action plans, and similar work.
II. MAJOR DUTIES AND RESPONSIBILITIES

The Equal Employment Specialist performs work that involves fact-finding, analysis, writing, and application of equal opportunity principles to identify and/or solve problems by investigating, conciliating, negotiating, or consulting with a wide range of organizations and activities. The Equal Employment Specialist is involved in investigating and conciliating allegations of discrimination; developing, administering, and evaluating affirmative action plans; advising Federal Government agency officials on equal employment opportunity policies and practices; and administering and enforcing the Federal Government’s internal equal employment opportunity programs. The work also involves program development, program management, and/or program evaluation activities.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-7 1250 points

Equal employment specialists apply comprehensive and thorough knowledge of laws, regulations, Executive orders, court decisions, and issues related to the Federal equal employment opportunity program and possess the skill to apply this knowledge to a variety of difficult and complex work assignments. 

The specialist has a thorough knowledge of the organizational structure, management policies, procedures, and practices of Federal agencies, such as the kinds of policies and practices regulated or covered by Federal personnel regulations. Equal employment specialists possess knowledge of basic principles involved in recruitment, selection, labor relations, job evaluation, and other personnel areas.

A thorough and detailed knowledge of and skill in employing the methods and techniques typical of the program including fact-finding, analysis, and resolution of complex problems.  Skill in identifying equal employment opportunity problems and developing concrete action plans to solve these problems to advise Federal managers on appropriate courses of action to eliminate barriers to equal employment opportunity.
Factor 2 - Supervisory Controls 





FL 2-4 450 points

The supervisor sets the overall objectives and resources available. The supervisor and employee collaborate in developing deadlines and approaches to unusual or particularly sensitive problems.  The employee exercises judgment in planning and carrying out the assignment and selects the appropriate techniques to complete the assignment. The employee advises the supervisor when major unexpected problems or significant controversial issues arise.  Completed work is reviewed in terms of fulfillment of the assignment objectives within established target dates.
Factor 3 - Guidelines 






FL 3-3 275 points

Equal employment specialists perform assignments covered by available guidelines such as laws, Executive orders, regulations, directives, written instructions, and manuals. However, many significant factual situations, issues, and equal employment opportunity problems are encountered during the assignment which are not covered by guidelines, for which guidelines are general or vague, or for which guidelines are in conflict.

The employee exercises judgment in interpreting, adapting, or extrapolating from existing guidelines to arrive at a finding or conclusion, or to decide to take a particular course of action.
Factor 4 - Complexity 






FL 4-4 225 points

Plans, directs, and systematically evaluates the equal employment opportunity program which is oriented toward identifying the underlying causes of equal employment opportunity problems as well as resolving complaints and solving day-to-day problems.  Advisory service includes 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 equal employment opportunity. Equal employment opportunity complaints involve a wide range of issues including failure to hire, failure to promote, disciplinary actions, reassignments, job training, and reprisal based on race, sex, religion, and national origin. 

The work requires a high degree of judgment in analyzing and recommending solutions to problems that adversely affect equal employment opportunity. Judgment is applied in identifying priorities advising management on specific affirmative action plans, eliminating barriers to equal employment, and accepting or rejecting the activity’s affirmative action plan.
Factor 5 - Scope and Effect 





FL 5-3 150 points

The equal employment specialist investigates or analyzes individual equal employment opportunity problems, and/or recommends or negotiates resolution of the problems. The work results in resolution of individual complaint cases or the presentation of factual information to be used by others in altering agency practice. The work affects specific practices of the Federal installation or organizational segments of the agency.
Factor 6 - Personal Contacts 





FL 6-3 60 points

Personal contacts are with persons outside the employing agency such as attorneys, equal employment specialists from other agencies, union officials, or community organization representatives.

The content of each contact is different and the role or authority of each party is identified and developed during the course of the contact.
Factor 7 - Purpose of Contacts 





FL 7-3 120 points

The purpose is to negotiate on procedural points, conduct formal interviews (or interrogation) of witnesses or other persons having information essential to a complaint case, or to persuade individuals. The persons may be a party to a complaint, or a representative of an organization challenging the agency’s policies. At this level persons contacted may be fearful, skeptical, or uncooperative, requiring the equal employment specialist to use skill in conducting the meeting to obtain the desired results.
Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 2540

This position is exempt from coverage under the Fair Labor Standards Act.

