Equal Employment Manager 

GS-260-14

I.   INTRODUCTION 

This Equal Employment Manager is involved in internal Federal equal 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, disability, 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, developing monitoring and measurement tools, and similar work. 

This position also involves analyzing and assisting in resolution of equal opportunity and civil rights problems occurring with DOE contractor organizations through fact finding, problem analysis, negotiation, and voluntary compliance programs.  The work requires judgment in applying equal opportunity principles to solve problems or recommend action including conciliating to resolve complaint issues or advising company executives on voluntary compliance matters.

II.  MAJOR DUTIES AND RESPONSIBILITIES

Plans, manages and executes all aspects of program development and implementation of the field office’s Equal Employment Opportunity (EEO), Affirmative Action (AA) and Diversity Initiatives Program.  Responsibilities include management of the complete EEO/AA and Diversity Program.  This includes complaint processing and resolution up through a Final Agency Decision (FAD) for Federal employees, as well as developing evaluation plans and monitoring oversight of EEO operations by DOE contractors.

III. FACTOR LEVELS

Factor 1. Knowledge Required by the Position                                

 FL1-8   1550points

Managerial skills and thorough technical EEO knowledge to plan, organize, staff, direct, carry out and evaluate a pro-active and positive management oriented comprehensive EEO/AA and Diversity Program for the field office that involves:

· Good working knowledge of and ability to apply the principles, practices and techniques of Federal personnel and administrative management, such as recruitment and staffing, job design, position classification, position management, grievance procedures and employee development.  

· Specialized and extensive knowledge of the principles, laws and requirements of Federal equal employment opportunity and civil rights sufficient to carry out a comprehensive EEO/AA and Diversity Program for employees and contractors under the operational authority of the field office.

· Extensive knowledge of the causes and effect of discriminatory practices and the application of pertinent statutes  (e.g., Civil Rights Act of 1964), Executive Orders, Code of Federal Regulations, and DOE directives and initiatives. 

· Skill in identifying, defining and analyzing systemic barriers to EEO in order make recommendations for changing personnel management policies and procedures and to develop practical solutions and assist managers and supervisors to integrate EEO/Affirmative Action into management practices, within both DOE and contractor workforces. 

· Knowledge of EEO and affirmative action reporting requirements and ability to produce such reports for covered employees.

· Skill in designing effective evaluation techniques to ensure compliance of EEO contractual provisions by DOE contractors, and ability to monitor EEO procedures for processing complaints filed by both Federal and contractor employees.

· Knowledge of Federal Financial Assistance Laws and Regulations to conduct pre-award and post-award compliance reviews of selected recipients of financial assistance, and to participate as a subject matter expert on financial assistance awards panels.


· Ability to conduct formal investigations of discrimination complaints.

· Ability to establish and maintain effective contacts with a wide variety of organization groups  (e.g., minority and female organizations) to meet, deal, communicate and foster effective working relationships with such organizations as well as management and top level administrators of federal and state agencies, federal contractors, grantees, and universities.

· Ability to manage, develop, implement and monitor the discrimination complaint process, including providing advice and guidance to EEO counselors and investigators, track the status of discrimination complaints in process, and take action to expedite complaint processing and facilitate negotiation of settlements, including writing FAD's. 

· Ability to develop and provide training and guidance to Federal and contract employees on EEO related issues  (e.g., sexual harassment).

· Ability to assist the human resource office in planning, developing and coordinating a college/intern recruitment program to ensure an adequate number and diversity of candidates are available for professional, administrative, technical and clerical positions. 

· Knowledge and skill in developing budget estimates and justifications for EEO and civil rights program activities, and monitoring obligations and expenditures to assure that activities are carried out within allocated resources.

Factor 2. Supervisory Controls 





 
2-5   650 points

The EEO Manager reports to the Director, Office of Human Resources who establishes overall policies for the EEO program.  The EEO Manager is responsible for independently planning, organizing and administering all aspects of the EEO and civil rights program and educational/community outreach programs.   Assignments are given in terms of broadly defined missions or functions and general program goals.  The EEO Manager must exercise judgement and initiative in planning, conceiving and carrying out programs, projects, studies and other work independently.  Recommendations and complete work are considered technically authoritative and are normally accepted without change.  Performance is judged on the basis of overall effectiveness in achieving program objectives and the effect of advice and influence on the overall program. 

Factor 3.  Guidelines






   
3-5   650 points
Guidelines are EEO laws, executive orders, policy statements, Government-wide regulations, DOE Orders and directives, etc.   General administrative policies exist, but there are only limited guidelines for performing the work.  The EEO Manager must use initiative and resourcefulness in extending, adapting and developing new methods used in establishing, implementing and administering the EEO and civil rights program. 

Factor 4, Complexity







 4-4    225 points

The EEO Manager performs the full range of management functions including planning, directing and evaluating the EEO program.  The program is oriented toward eliminating conspicuous absences and/or under-representation of targeted groups, identifying the underlying causes of EEO problems, and developing and implementing programs to remedy adverse conditions of employment.   The program involves major changes and conflicting requirements. 

The work requires a high degree of judgment in establishing the direction and priorities to achieve desired results.  Advisory responsibilities include keeping field office management aware of its EEO responsibilities; extensive probing and analysis to determine the nature and scope of problems/barriers and  seeking resolution and elimination of deep rooted and systemic problems.

Incumbent is also responsible for resolving complaints and day-to-day problems including recommending appropriate disciplinary actions of management officials and employees.  Each case is considered and decided on its own merits and offers few precedents of future cases. 

Factor 5. Scope and Effect 






5-5  325 points

Directs the EEO/AA and Diversity Program for the entire field office, which affects a large number of employees, candidates and contractor employees.  The scope of work impacts on all aspects of recruiting and developing a diverse work force in the field office and oversight of the EEO programs of contractors.   As an active member of the management team, assures through continuous monitoring and evaluation, that the EEO program has a pro-active management orientation, while meeting all legal and regulatory requirements.  The program affects management policies and practices in the field office, the equal employment opportunities of employees and applicants of the field office and contractor organizations. 

Factor  6,  Personal Contacts






6-3   60 points

Contacts are with the Field Office Manager, senior managers, supervisors, HQ officials, EEO specialists from other agencies, top contractor management, Federal and contractor employees, federal and contractor corporate attorneys, and representatives of various community groups, state agencies, and colleges and universities.   Contacts are not routine and are frequently of a controversial nature.   Each contact varies in content and the purpose and intent of each party is identified and developed during the course of the contact. 

Factor 7. Purpose of Contacts






7-4   220 points

The purpose of contacts is to consult on, negotiate, mediate, or resolve complex and emotionally charged EEO issues, to obtain agreement and /or necessary action on the part of activity managers concerning employment policies, and to negotiate fundamental changes in long established policies and practices affecting EEO.  The incumbent will often deal with sensitive issues requiring tact and diplomacy and the ability to negotiate to achieve the desired objective.  Contacts are also to develop new sources for recruitment and improve communications between the field office and minority applicants.  Contacts may result in impact on management practices and policies of the field office for both Federal and contractor employees. 

Factor 8, Physical Demand 






8-1   5 points

The work requires no special physical demands.

Factor 9. Work Environment 






9-1   5 points

Work is generally conducted in an office setting.

TOTAL POINTS – 3690

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

