Equal Employment Manager

 GS-260-13

I. INTRODUCTION

This EEO Manager is involved in internal Federal equal employment opportunity work that is 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 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 EEO Manager is involved in investigating and conciliating allegations of discrimination; developing, administering, and evaluating affirmative action plans; advising agency officials on equal employment opportunity policies and practices; and administering and enforcing the Federal Government’s internal equal employment opportunity programs. This position involves program development, program management, and/or program evaluation activities.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-8 1550 points

The EEO manager applies managerial and technical equal employment opportunity knowledge and skills sufficient to plan, organize, direct, staff, carry out, and evaluate an equal employment opportunity program. In addition to meeting basic regulatory requirements, the work focuses on the solution of systemic problems, elimination of barriers to equal employment including agency management policies and practices, and provision of management advisory and consulting services designed to effect major changes. The EEO program includes regular efforts to identify and solve systemic problems through onsite organizational reviews by participation in agency management audits or personnel management evaluation reviews, by monitoring complaints, by regular and systemic work force analyses, by special equal employment reviews, or by similar activities.

Efforts to deal with systemic equal employment problems may require the program staff to become  involved in technical personnel administration or management issues such as the development or modification of merit promotion systems, upward mobility plans, job design programs, minority and female recruitment planning, or the negotiation or administration of labor agreements. The program emphasizes the interrelationship of equal employment with personnel management functions such as labor relations, staffing, training, compensation, and position classification and with other management functions such as budgeting and planning. Management advisory and consulting services are designed to assist managers in developing and carrying out affirmative action plans and in dealing with specific individual and systemic problems.
Factor 2 - Supervisory Controls 





FL 2-4 450 points

The supervisor sets the overall objectives and resources available. The supervisor and EEO Manager collaborate in developing deadlines and approaches to unusual or particularly sensitive problems.  The EEO Manager exercises judgment in planning and carrying out the assignment and selects the appropriate techniques to complete the assignment most adequately. The EEO Manager 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 3-4 450 points

The EEO manager works within agency policies, guidelines, and instructions, using judgment to interpret agency guidelines to formulate policies and plans for specific equal employment programs covering one or more components of an independent agency or department.
Factor 4 - Complexity 






FL 4-5 325 points

EEO manager work typically involves a full range of management processes such as setting program goals, making long-term and short-term program plans, directing day-to-day operations, systematically evaluating progress, and recommending levels of resources and overall organization of the program. The program typically focuses on solving broad and significant equal employment opportunity problems, and correcting the underlying causes of the problems of complex organizations. Advisory responsibilities involve recommendations to organizational decision makers to resolve very difficult and complex individual problems, change specific management policy or practice, take other actions to change conditions underlying problems, and to develop detailed affirmative action plans and monitor their implementation.

Decisions regarding what must be done include major areas of uncertainty in approach, methodology, or interpretation and evaluation processes resulting from continuing changes in program emphasis and direction. Further complications involve changing conditions in the organization concerned; conflicts between program requirements and fundamental and long established policies and practices of the institution concerned; and often include a level of program resources that requires the program manager to make difficult choices in setting program priorities. 

The work requires a high degree of judgment in setting program priorities, recommending changes in program direction, recommending decisions on individual cases with broad impact, and recommending actions to correct conditions underlying these problems. The work requires continuing efforts to analyze a wide variety of interrelated complex problems, and to advise organizational decision makers on the best course of action to eliminate barriers to equal employment opportunity such as changes in management policy or practice.
Factor 5 - Scope and Effect 





FL 5-5 325 points

The EEO manager directs, evaluates, and carries out extensive equal employment opportunity programs. The managerial work includes planning and organizing program resources, setting goals, and evaluating results.

The programs affect equal employment opportunity in extensive organizations or they affect the equal employment opportunities of substantial numbers of people.
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, a representative of a organization challenging the agency’s policies. At this level persons contacted may be fearful, skeptical, or uncooperative, requiring the EEO manager 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 - 3290

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

