POSITION DESCRIPTION (Please Read Instructions on the Back)

1. Agency Position No.

S000012

2. Reason for Submission 3. Service

Redescription

4. Employing Office Location

5. Duty Station 6. OPM Certification No.

Reestablishment

H New D Hdqtrs m Field
. Other

Explanation (Show any positions replaced)

Exempt

7. Fair Labor Standards Act

D Nonexempt

8. Financial Statements Required

Executive Personnel
Financial Disclosure

9. Subject to IA Action

Yes D No

Employment and
Financial Interest

Standard Position Description
#5000012

10. Position Status

.

[ ses Geny [ ses

Competitive

Excepted (Specify in Remarks)

11. Position Is [12. Sensitivity

3 Managerial

j Neither

13. Competitive Level Code

1--Non-
Sensitive

D 3--Critical

-Noncritical 4--Special
Sensitive Sensitive

Supervisory

14. Agency Use

[1*

(CR)

15. Classified/Graded by Official Title of Position

Pay Plan Occupational Code | Grade | Initials Date

a. Office of Per-
sonnel
Management

.Department,
Agency or
Establishment

. Second Level
Review

O

[

First Level

Review Equal Employment Manager

GS 260 13

. Recommended by
Supervisor or
Initiating Office

16. Organizational Title of Position (if different from offiical title)

Chief, Division of Diversity and Civil Rights

17. Name of Employee (if vacant, specify)

18. Department, Agency, or Establishment
Department of the Interior

c. Third Subdivision

Asst. Regional Director-Budget and Administration

a. First Subdivision

U.S. Fish & Wildlife Service

d. Fourth Subdivision

b. Second Subdivision
Region

e. Fifth Subdivision

19. Employee Review-This is an accurate description of the major
duties and responsibilities of my position.

Signature of Employee (optional)

20. Supervisory Certification. / certify that this is an accurate
statement of the mafjor duties and responsibilities of this position
and fts organizational relationships, and that the position is
necessary to carry out Government functions for which | am

_responsible. _This certification is made with the knowledge that

?Typed Name and Title of Immediate Supervisor

Signature

this information is to be used for statutory purposes relating to
appointment and payment of public funds, and that false or misleading
statements may constitute violations of such statutes or their
implementing regulations.

]

ZT. Classitication/Job Grading Certification. Icert/;y that This posi-
tion has been classified/graded as required by Title 5, U.S. Code,
in conformance with standards published by the U.S. Office of
Personnel Management or, if no published standards apply direct-
ly, consistently with the most applicable published standards.

22. Position Classification Standards Used in Classifying/Grading Position

OPM/PCS GS-260

Signature

Information for Employees. The standards, and information on their
application, are available in the personnel office. The classification of the
position may be reviewed and corrected by the agency or the U.S. Office
of Personnel Management. Information on classification/job grading
appeals, and complaints on exemption from FLSA, is available from the
personnel office or the U.S. Office of Personnel Management.

23. Position Review Initials Date Initials Date

Initials Date Initials Date Initials Date

a. Employee (optional)

b.Supervisor

|

| |
| |

| |

c. Classifier | |

24. Remarkspp| : 5S-13 Standard Position Description - Servicewide

25. Description of Major Duties and Responsibilities (See Attached)

NSN 7540-00-634-4265 Previous Edition Usable 5008-106

OF 8 {Rev. 1-85)
U.S. Office of Personnel Management
FPM Chapter 295

FormFlow/Delrina



Standard Position Description #S000012

Equal Employment M anager
GS-260-13

| ntroduction

Thisisastandardized position description for one position in each U.S. Fish and Wildlife Service Region,
the incumbent of whichmanagesthe Regiona equa employment opportunity and avil rightsprogram. The
Service provides leadership in the scientific conservation of the Region's sport fish, wild birds, and
mammals and the naturd habitat required for their continued surviva. The Regions vary in size, but each
has employees that range in number between hundreds to two thousand (or more), and alarge number of
fidd gtations throughout the geographic areaassgned. The incumbent serves as advisor and consultant to
the Regiond Director, Deputy Regiond Director, Asssant Regiona Director for Budget and
Adminigration, and other management officids on equa employment opportunity and civil rights. The
equa employment opportunity program is an integra component of the total management process.

The EEO and avil rights programincludesthe Adminigtrative Remedy process (pre-complaint counsding,
the forma EEO complaint process, Alternative Digpute Resolution (ADR), and conflict management); the
Affirmative Employment Program; Specid Emphad's Programs for minorities, women, and persons with
disabilities, outreachrecruitment for the Regional Student Career Experience Program (SCEP) (formerly
the Co-op Program); facility and program accessibility under Section504 Rehabilitation Act of 1973, as
amended, the Americans with DisabilitiesAct (ADA) of 1990, Title V1 of the Civil RightsAct of 1964; and
training on awide range of EEO subject matter aress.

Major Duties

- Serves as advisor to the Regiond Director, Deputy Regiona Director, Assistant Regiona Director for
Budget and Adminigtration, and other management officids in the planning, devel opment, implementation,
coordination, and evauation of a comprehensve equa employment opportunity (EEO) and civil rights
program.

- Manages the Region's Pre-complaint Counsdling Program, and Alternative Dispute Resolution (ADR)
Programs, inline with Equal Employment Opportunity Commission (EEOC) regulations, and Department
of Interior (DOI) and FWS policy. Monitors and evaluates the processing of Forma EEO Complaintsof
Discrimination, and progress of court cases. Provides expert technica advice to the Regiond Director,
Deputy Regiond Director, and Assstant Regiona Director for Budget and Adminigration concerning
resolution of equa employment opportunity complaintsand conflict issues a al levels of the process, and
the resolution of systemic problems.

- Provides guidance and supervisonto EEO counsdorsinthe conduct of officid counsding activities, and
whennecessary, intercedes in bringing management and the complainant together for impartia resolution.
Negotiates for informa adjustment whenever possible.

- Onan ad hoc bas's, serves on task forces to reduce the forma discrimination complaint backlog. Such
assignments will indlude (1) andysis of the investigativefile, (2) preparation of acomprehensive report of
findings amilar to a legd brief, and (3) writing a proposed disposition. Only those cases outside the
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incumbent's regiond jurisdiction will be assgned.

- Manages the Regiona Affirmative Employment Program (AEP). Provides leadership in Regiona
afirmative employment planning effortstoindudeoutreachrecruitment and positionmanagement, selection,
training, promation, career development, and incentives. Serves as project manager for the devel opment
and implementation of the Regionad multi-year AEP planthat addresses barriers to the recruitment, hiring,
advancement, and retention of targeted groups. Directs the gathering, maintenance, and reporting of
information and tatistics concerning the employment profile of the Regiona workforce compared to the
applicable labor force, and other indicators of employment patterns and practices, and the identification
of areas of absence and/or imbalance; and evaluates and reports the results achieved by the AEP plans.
Advisesmanagersat dl levels ondl aspects of development and implementation of affirmetive employment
plans.

- Advises the Regiond Director, Deputy Regiona Director, and Assstant Regiona Director for Budget
and Adminigrationontheresol utionof complex systemic equa employment problemsand issues. Advises
the Regiond Director and other Regiond officials on short- and long-term strategiesto overcome barriers,
and solutions to problems such as under-representation of dl targeted groups, particularly inprofessond,
mission related, supervisory, and higher graded positions. Serves astechnical authority on these issues by
playing akey rolein resolving and recommending disposition of mgor/sgnificant issues.

- Directsarecruitment outreach programwhich utilizes such programs asthe Student Career Employment
Program (SCEP), Departmental Intern Program, the Career Awareness Indtitute (CAl), and Partners in
Education. Directs the development, implementation, monitoring, and eva uation of short- and long-range
recruitment objectives withHigtoricdly Black Colleges and Universities (HBCU's), Hispanic Association
of Colleges and Universties (HACU's) and Native American Colleges and Universties.

- Directsthe devel opment, implementation, coordination, and eva uation of the Region'sfacility accessibility
program for the disabled, as required under Section 504 of the Rehabilitation Act of 1973, as amended,
the Americans with DisabilitiesAct (ADA) of 1990, and Title VI of the Civil Rights Act of 1964. Directs
or conducts facilities eva uations and develops prioritized trangtion plans for making changesto physica
inddlations.

- Directs development of plansto implement specid emphasis programs for targeted groups in the FWS
Region. Managesthe Region's Special Emphasi's Program Managers/Coordinators. Oversees plans and
programimplementationand eva uatesresultsof special emphasis programs such as the Black Employment
Program, the Hispanic Employment Program, the Native American Employment Program, and the Federal
Women's Program. Directs and coordinates special emphads outreach/recruitment activities and other
program-related events.

- Incumbent personally studiesand determines solutions to operating problemsinvolving EEO issueswhere
guidelines and precedent either do not exist or require substantial adaptation.

- Adminigters EEO training activities for the Region on avariety of subject matter areas such as conflict
management, the EEO Pre-complaint and Complaint Process, affirmative employment, the prevention of
sexud harassment, and cultura diversty.

- Fosters and develops good public and working relations with specid interest groups within regiona
boundaries. May represent the Regiond Director or the Assstant Regiona Director - Budget and
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Adminigtrationat meetings, conferences, and workshopsaswel asmeetingswith public and private groups,
universities, minority and women's organizations, other special interest groups, Interior Department
components, other Federal agencies, and State and local government. May represent the Regional
Director ininteragency recruitment efforts through the Federal Executive Board/Council. Establishesand
maintains continuing liaison with the Equa Employment Opportunity Commission.

- Develops regiond policies and ensures that standards are met within the framework of EEO laws,
precedent setting court cases, regulations, and policies issued from the Department and the Service.

- Develops budget requests and reports on regiona expenditures.

- Supervisesthe diversity and dvil rightsstaff by preparing plans for the accomplishment of work; assgning
work based on subordinates capabilities; determining the accuracy and adequacy of work products,
periodicaly evauaing the overdl work performance of the saff; counsdling on such mattersasleave, use
of credit time, etc.; interviewing candidates for positions, resolving complaints and disciplining, when
necessary; evauding the program to determine ways to increase efficiency and effectiveness, and
developing and/or modifying employees performance plans, when necessary.

Factor 1. Knowledoe Required by the Position

- Comprehensve knowledge and kill to plan, direct, staff, execute, and evaduate a complete equa
employment program, induding affirmaive action, specia emphass programs, minority and femae
recruitment planning, facilityand programaccessibility, conflict management, Alternative Dispute Resol ution
(ADR), EEO pre-complaint and forma complaint processing, investigation, and adjudication.

- Expert leve ill in consulting managers at dl levelsto asss them in identifying indtitutional barriers to
equa employment opportunity for employeesand job applicants, to assst them in carrying out affirmative
action, and to asss them in the resolution of EEO complaints of discrimination.

- Extensve knowledge of EEO laws, executive orders, Equa Employment Opportunity Commission
(EEOC) regulations, Office of Personne Management guiddines, and Department of Interior (DOI)
regulations; and of the laws, regulations, and policies governing the EEO Adminidrative Remedy System,
induding pre-complaint counsding, acceptance/dismissa, andyds and investigation of Complaints of
Discrimination, devel opment of proposed dispositions, and/or Terms of Resol ution(settlement agreements),
hearings and appellate procedures. This includes a knowledge of EEOC and court decisons and the
practica agpplication of those decisons. These knowledges are used to more effectively administer the

program.

- Expert leve of sKill in conducting studies, organizationa reviews, and workforce andyss, and to
participate in personnel management evauations, management evauations, and Smilar reviews in order to
identify systemic equa employment problems such as management policies and practices that may have
adisparate impact on classes of employees or job applicants.

- Expert levd of skill in counsdling, consulting, and applying Alternative Dispute Resolution (ADR)
techniques in order to solve discrimination issues as soon as possible.

- ill in sarving as a technicd authority in conducting investigations, induding fact finding; collecting
evidence, presarving the rightsof aggrieved persons; and andyzing, formulating and presenting technicaly
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accurate and clearly understandable conclusions so that the goas and objectives of the program are met.

- Ahility to devel op and offer suggestions and recommendationsinvalving coordinated recruitment planning,
training, job design, and career management efforts to solve systemic equa employment problems.

- Knowledge of the organizationd Structure of the Service, including the assgnment of functions to
subordinate organizations, nature of ther missons, and compasition of the work force by occupations,
relative grade levels race, sex, and other rdevant characteristics in order to apply effective tools to
eiminate barriers.

- Xill inoral and written communications inorder to provide advice and assistance on EEO and avil rights
matters.

- Xill in the performance of supervisory responsihilitiesso that dl of the god's and objectives of the office
can be effectively met.

Factor 2: Supervisory Controls

Incumbent is under the generd adminigtrative supervision of the Assistant Regiona Director - Budget and
Adminigration, who gives assgnments in terms of broad policy goas and objectivesand setsthe limits of
resources available to the program. Thework isplanned and carried out independently and theincumbent
must exercise initigtive and apply sound judgment in carrying out each step of the program. Results are
accepted as technicdly authoritative, and are usudly accepted without Sgnificant change. The work is
reviewed in terms of achievement of broad program godls.

Factor 3: Guiddines

Guiddinesincude Federa laws on civil rights and equa employment opportunity, such asthe Civil Rights
Act of 1964, the Equa Employment Opportunity Act of 1972 (P.L. 92-261), the Rehabilitation Act of
1973, the Fair Labor Standards Act Amendments of 1974 (P.O. 93-259), the Civil Service Reform Act
of 1978 (P.L. 95-454), the Civil RightsAct of 1991, and the ADA of 1990. Guiddinesasoincdude Code
of Federd Regulations, related satutes; various Executive Orders, case law and precedent as devel oped
through decisons of the Equa Employment Opportunity Commission (EEOC), the Merit Systems
Protection Board (M SPB), and Federal Didtrict Court systems,; and operating policies and procedures
ingtituted by the Department of the Interior, the Department of Justice, and the Fish and Wildlife Service.
Guiddinesareoftengenera and not spedifically gpplicable to many equa employment opportunity program
aress or issues. Therefore, the incumbent uses consderable judgment and ingenuity in extending them to
dedl with Regiond issues.

Factor 4: Complexity

The incumbent has respongbility for managing the equal employment opportunity program in one of the
Service' s Regions. A wide range of duties are performed, which are directly related to a variety of
programs and activities governed by differing and often competing groups of participantsand cooperators.
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In managing the program, the incumbent sdis program goals, plans short- and long-range program
objectives, and eva uates progress and recommends changes. Thenatureof thework requiresasubstantia
andysisto identify and recommend resolutions to individua and systemic problems. The incumbent makes
recommendations and plans of action designed to diminatethe underlying causesof problems, and attempts
to resolve individud and systemic equal employment opportunity problems such as significant policies and
practices that are barriers to equal employment opportunity. The incumbent utilizes a high degree of
judgment in establishing the direction and priorities of the program to achieve maximum results, and in
deciding and recommending actions to achieve the best results throughout the Region.

Factor 5: Scope and Effect

The work involves managing a comprehensive EEO and civil rights program including developing and
implementing an afirmative employment plan, implementing the programand facility accessibility program,
implementing outreach recruitment for the Regiond Student Career Experience Program (formerly Co-op
Education), ensuring the proper processng and resolution of complaints, andyzing and evauating
employment policies, and making recommendations to solve difficult discrimination problems.

Thework efforts determine the overall adequacy of the Region’sequa employment opportunity program,
the effectiveness of complaint processing, and the compliance with pertinent dvil rightsrules and regulations

Factor 6: Persona Contacts

Contacts are with top and middle managers, supervisors, key staff officids, and individua employees in
the Regionand other fidd and headquarters organizations of the Service; Equal Employment practitioners
in the Service, the EEOC, and the Department of Interior and other Federal and State agencies,
personnelists, project leaders, and specid emphasis program managers a the Office of Personnéd
Management; and complainants, ther representatives, and attorneys. Additional contacts include
personnel with State Fishand Game agencies, members of the public; and representatives of educationd,
indudrid, and civic organizations, as well asof community and advocacy groups, avil rightsorganizations,
consultants, and contractors. The nature of each contact is different, depending on the person contacted
and the Stuation. The role and authority of each party isidentified and developed during the course of the
contact.

Factor 7: Purpose of Contacts

The purpose of contacts with managers, employees, complainants, and legd representatives isto consult
on, negotiate, and settle equal employment opportunityissues ranging fromindividua complaintsto sysemic
equal employment problems; and negotiate fundsfor a more proactive program. Contactswithothersare
to devel op new sourcesfor recruitment, coordinate outreach initiatives, develop good public and working
relations with specid interest groups, and consult with and assst Service employees.

Factor 8: Physical Demands

The work is usudly carried out at adesk, in briefing, a conferences, etc. No specid physica demands
areinvolved. Occasond trave isrequired.



Factor 9: Work Environment Leve

Thework is performed in an office setting or conference environment.
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