Job Number:

Installation: U S. Arny Corps of Engineers, Mjor Subordinate
Conmmands

Ref erence: USOPM PCS, Equal Enpl oynment QOpportunity Series, GS-
260, Nov. 1980

Title: EQUAL EMPLOYMENT SPECI ALI ST

Occ Series: 0260

Pay Pl an: GS
G ade: 12
Exenmpt: Y
MACOM CCE

Regi on: Varies

MAJOR DUTI ES

Serves as an Equal Enpl oynent Qpportunity (EEO Specialist for
the MSC and assists the MSC Equal Enpl oyment Opportunity O ficer
(EEQO) with planning, devel oping, inplenenting, analyzing,

adm ni stering, and evaluating the MSC s EEO Program Provides
advi ce, guidance, and EEO counseling. Analyzes and recommends
resolutions to informal/formal conplaints of discrimnation
Assists the MSC EEQO in the planning, directing, executing, and
nmoni toring of MSC EEO policies and objectives and district

eval uati ons, and EEO Counsel i ng/ Trai ni ng progran(s) for

enpl oyees, managers, and supervisors. Serves as Speci al
Enphasi s Program (SEP) Manager, under the gui dance of the MSC
EEQO, exercises full command manager authority/responsibility of
one or nore assigned SEPs, i.e. Federal Wnen's Program (FWP),

H spani ¢ Enpl oynent Program (HEP), Bl ack Enpl oynent Program
(BEP), Asian Anerican-Pacific |Islander Program (AA/PI P), or the
Areri can | ndi an/ Al askan Native Program (Al /ANP).

1. Assi sts the MSC EEQO i n pl anni ng, establishing, directing,
nmoni toring and anal yzing the MSC s EEO program for civilian
enpl oyees. Establishes specific objectives and goal s based on
t he anal yses of enploynent/utilization patterns and statistica
data or other special studies to carry out a continuing program
that pronotes the division's EEO policies and practices.
Assists in the preparation and devel opnent of Affirmative

Enpl oynent Program (AEP) plans. |nplenents and nonitors
specific action portions of the plan; corrects undesirable
situations and works to end prejudice and systenic
discrimnation fromthe MSC s and subordinate districts



personnel policies, practices, and working conditions.
Coordi nates the drafting of congressional and other speci al
i nterest correspondence on EEO matters. Acts for the MSC EEO
O ficer in his/her absence. Acts for district EEO Oficers on
ext ended absence.

%

2. Manages the MSC s Speci al Enphasis Progranms (SEPs). Pl ans,
devel ops, inplenents, analyzes, nonitors, evaluates, and

coordi nates SEPs to assist nmanagenent in incorporating the SEPs
into MSC prograns. Conducts assessnents of the work force and
devel ops prograns designed to elimnate barriers identified in

t he assessnent. Mnitors and evaluates the effectiveness of the
SEPs on a regul ar basis. Provides input into the MSC s AEP
Updat es and prepares reports as required by supervisor or higher
headquarters.

%

3. Reviews, analyzes, and interprets pertinent policy and

regul atory issuances related to EEO prograns in the MSC to

i nclude Executive Orders, |aws, issuances of the EEO conm ssion,
the Ofice of Personnel Managenent, DA, and USACE. Assists in
the evaluation of district EEO efforts to assure that they

i ncorporate the requirenents of |aw and regul ati ons includi ng
the EEO Act of 1972, 29 Code of Federal Regul ations (CFR) 1614,
Managenent Directive (MD) 110, and Arny Regul ati ons 690- 600 and
690-12. Makes staff assistance visits to districts to conduct
program eval uati ons, provide technical assistance, and conduct
fact-finding inquiries on class and sensitive individual EEO
conpl ai nts.

%

4. Manages di vi sion EEO Data System Maintains the conplaints
dat abase of all the conplaints within the MSC. Prepares the
annual statistical report on EEO conplaints for subnission to
hi gher headquarters. Gathers and anal yzes statistics for
di vision Affirmative Enploynent Program pl ani ng, assessnent and
update. Determ nes under-representation for input into federal
equal opportunity recruitment plans ( FEORP)

%

5. Assi sts in managi ng and coordinating the division's
conplaints/ ADR activities. Mnitors EEO conplaint processing to
ensure conpliance with appropriate regul ati ons and gui dance.



Counsel s i ndi vidual conplainants on conflicts of interest at the
district level. Counsels class conplainants fromthe division.
Prepares training materials and trains EEO counselors within the
division. In consultation with the EEO Oficer, provides advice
to district EEO officers and specialists and gives gui dance on
probl ens which may result in controversial or precedent
deci si ons.

%

Perfornms other duties as assigned.

Factor 1. Know edge Required by the Position-Level 7-1250 pts

- Conprehensi ve know edge of Federal equal enpl oynent
opportunity principles, |laws, regulations and policies, and
rel evant decisions to recogni ze and sol ve individual and cl ass
equal enpl oynent opportunity problenms, and to make techni cal
reconmendati ons for decisions in conplaint cases.

- Conprehensi ve know edge of rel evant decisions (court, EECC)
regardi ng concerns of assigned EEO groups necessary to
recogni ze and assist in devel oping action plans and in turn
solving rel ative problens and conpl ai nts, and rmake techni cal
reconmendati ons for decisions in conplaint cases.

- Know edge of civilian personnel admnistration regulations and
their operations as they apply to EEO progranms in general and
EEO conpl ai nt processing in particular

- A thorough and detail ed know edge of and skill in enploying
t he net hods and techni ques typical of the program i ncl uding
fact-finding, analysis, and resol ution of conplex problens.

- Know edge and skill in applying a wi de range of program
managenent techni ques including programevaluation to identify
system ¢ and ot her problens and devel op recomendati ons for
their elimnation.

Factor 2. Supervisory Control s-Level 4-450 pts

- The supervisor sets the overall objectives and determ nes
resources avail able. The supervisor and enpl oyee col | aborate
i n devel opi ng deadl i nes and approaches to unusual or
particularly sensitive problens.



The enpl oyee exerci ses judgenent in planning and carrying out
t he assignnments and sel ects the appropriate techniques to
conplete them The enpl oyee advi ses the supervi sor when maj or
unexpected problens or significant controversial issues arise.

Conpl eted work is evaluated for conformty to program
policies, legal requirenents, conpletion of assignnments, and
nmeet i ng objectives and timefranes.

Factor 3. Cuidelines-Level 4-450 pts

Gui delines include Executive Orders, policy statenents,

gover nment - w de and DOD/ DA/ MACOM di rectives. | nplenmenting

gui dance and instructions as well as |abor agreenents and
Federal personnel regulations. Wile guidelines cover nost
procedural questions they are often inadequate in dealing with
unusual cases. Incunbent exercises initiative and
resourceful ness in extending or redefining guidelines, or in
deviating fromtraditional principles and practices.

Factor 4. Conplexity-Level 4-225 pts

Devel ops, interprets, analyzes and evaluates total programto
identify underlying causes of problens, to resolve conplaints
of varying conplexity to recommend changes to program on short
and |l ong range basis. Consults wi th managers and supervi sors
at all levels to identify problens and courses of action to
resol ve sanme. Advises managenent in devel opi ng changes to
policies and practices adversely inpacting various
groups/types of personnel. A high degree of judgenent is
exerci sed in anal yses and reconmendati ons to probl em sol vi ng,
advi si ng managenent on affirmati ve enpl oynent program pl an
requi rements and enpl oynment barriers

Decisions are arrived at after determning the nost effective
net hodol ogy; the applicable precedent, |law, or regulation to
be applied to the specific problem the incunbent's thorough
anal ysis of the entire matter; and the decision inpact on the
command EEO and personnel managenent prograns.



Factor 5. Scope and Effect-Level 4-225 pts

Assi sts in coordinating and nmanagi ng assi gned civilian EEO
progran(s) including resources, setting goals, and eval uating
programresults. Personally provides program services

t horough the MSC. Routinely eval uates and anal yzes program
performance and recomrends policies to overcone deficiencies
related to all aspects of the EEO program

Factor 6. Personnel Contacts-Level 3-60 pts

Contacts are with the command group and subordi nate
commanders, all levels of managenent, supervisors, and

enpl oyees (and their representatives) within the activity and
with MACOM DA, DOD, EECC, OPM and | ocal/county/ Federa
officials outside the activity. Contacts vary as to purpose,
content, and objectives and are generally unstructured They
of ten invol ve uncooperative parties, adversary positions and
hi ghly sensitive or controversial issues.

O her contacts include conmunity organi zations, various
techni cal experts in EEO throughout Arny, human resources

officials, and wonen/ mnority organizations, i.e. Federally
Enpl oyed Wonen, League of United Latin American Citizens,
Federal Asian Pacific American Council, and Nati onal

Associ ation for the Advancenent of Col ored People. Attends
nmeeti ngs and conferences at the MACOM DA, OPM EEOC and
inter-agency level as the representative of the comuander.

Factor 7. Purpose of Contacts-Level 3-120 pts

Personal contacts are to provide gui dance, advice and

assi stance and to recomrend program change or activities based
on anal yses and eval uations. Contacts are to conduct
interviews and/or neetings to obtain essential information
with persons within or outside the division; to negotiate
policies and procedures; to inplenment/explain procedures; to
resol ve conpl aints or problenms where parties may be fearful
skeptical enotionally charged, and/or uncooperative.



Factor 8. Physical Demands-Level 8-1-5 pts

Regul ar and recurring work is perforned sitting at a desk
except for brief visits to district work sites. Meetings
and negotiati on sessions often involve enotionally charged
i ssues, are protracted, stressful, physically exhausting
and requi re above average resistance to fatigue. Breaks
are built into the resolution neetings.

Factor 9. Work Environnent-Level 1-5 pts
Wrk is normally performed in a typical office setting

where work areas are adequately |ighted, heated, and
venti |l at ed.

TOTAL PO NTS: 2790

Equates to: GS-12 - Range 2755-3150



