Equal Employment Specialist

 GS-260-7

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 developmental 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 assisting in the investigation and conciliation of 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 participation in program development, program management, and/or program evaluation activities.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-6 950 points

Knowledge of the principles, concepts, legal requirements, and methodology of the Federal equal employment opportunity program; and skills in applying this knowledge to perform independent assignments for which there are precedents. A practical knowledge and skill in interpreting, explaining, and applying a body of law, regulations, and procedures. Skill in applying conventional fact-finding, analytical, and problem-solving methods. Knowledge of the common policies, practices, and operations of the Federal personnel system, as well as the structure and functions of Federal agencies, and knowledge and skill to analyze facts, identify problems, report findings, make conclusions, and recommend corrective or other appropriate action.
Factor 2 - Supervisory Controls 





FL 2-2 125 points

The supervisor assigns projects or tasks indicating generally what is to be done, the quality and quantity expected, deadlines, and priorities of assignments. The supervisor provides specific guidance on new or unusual assignments.

The employee carries out recurring assignments independently, requesting assistance from the supervisor when new or unusual work problems or issues are encountered. 

 Completed work such as reports, letters, or memoranda are reviewed for technical accuracy, appropriateness of methods used, and compliance with instructions. Assignments of a type the employee has not previously performed are reviewed in detail. When the final work product is the result of face-to-face discussion or negotiation, a supervisor or experienced worker typically is present or available to assist with unusual problems.
Factor 3 - Guidelines 






FL 3-2 125 points

The equal employment specialist performs assignments covered by specific guidelines that are available for reference. The specialist follows procedures that have been established by the agency and office for conducting investigations and preparing reports.

Judgment must be used in selecting the appropriate established procedures or applying the correct guidelines to accomplish the assignment. When situations not covered by established guidelines arise, the employee typically consults with the supervisor or a more experienced worker. 
Factor 4 - Complexity 






FL 4-2 75 points

Assignments are to solve problems of limited complexity because the facts are clear, undisputed, few in number, closely related to one another, and obtainable from a few sources. Answers generally can be obtained by logically organizing the facts and comparing them to clear-cut precedent cases or principles.

The decision regarding what needs to be done involves choices in the sequence of fact-finding steps, the manner of presenting findings, and selection of a few precedent situations or clear principles to follow. Obvious discrepancies in facts can be resolved by additional fact-finding, or by reviewing additional documents. Actions to be taken differ according to the specific factual situation involved.

Factor 5 - Scope and Effect 





FL 5-2 75 points

Equal employment specialists perform clearly defined assignments typically involving the application of principles, clear precedents, or specific rules to solve a problem of limited scope.

The effect of the work is primarily to provide assistance to higher level employees by relieving them of more routine work assignments, and/or to facilitate program execution efforts performed by higher level specialists or managers.
Factor 6 - Personal Contacts 





FL 6-2 25 points

Contacts are with the general public or with employees within the agency, but outside the immediate work unit, such as lawyers, personnel specialists, or agency program managers. This includes contacts with managers and parties to complaints within the agency. These contacts are established on a routine basis or are of a routine type. This includes answering questions of the general public concerning equal employment opportunity complaint procedures and obtaining information from employees of the same agency to resolve an agency equal employment opportunity complaint.

Factor 7 - Purpose of Contacts 





FL 7-1 20 points

The purpose is to obtain, clarify, or give facts or information. The nature of facts or information ranges from simple facts to highly complex procedural information.
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 - 1405

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

