EQUAL EMPLOYMENT MANAGER

GS‑260‑XX

Introduction

As the Command Deputy Equal Employment Opportunity Officer (CDEEOO), this position serves as the principal advisor to the Commander, _(  name of the Echelon_2_)__ regarding all matters pertaining to EEO programs.  The CDEEOO in concert with the Director of Civilian Personnel Programs (DCPPs), provides the Commander with a view of how major planning decisions impacting mission requirements may affect the civilian work force in both the civilian personnel and Equal Employment Opportunity arenas, creating a total picture for the Command on civilian human resources (HR) management. 
In this capacity, the CDEEOO develops and is the advocate for all Command civilian EEO requirements on all matters relating to EEO throughout the Command.  The CDEEOO is a member of (   name of the Echelon 2   )'s  senior management team. 

The CDEEOO's primary function is to integrate EEO objectives into (    name of the Echelon 2    )'s overall HR and executive planning.  The primary focus is to eliminate discrimination that produces barriers to EEO, especially as they apply to minorities, women, disabled individuals, and persons over 40 years of age.

(   name of the Echelon 2   ) has approximately (    number of civilian employees    )including (list applicable categories:  appropriated, NAF, U.S. citizen and FN employees) at approximately (  number of subordinate commands and number of shore activities  ).  These include (describe the type of organizations e.g., maintenance facilities, naval bases and stations, RTD&E activities, depots and supply organizations,  etc).  

Major Duties

EEO Program Development and Management 

The CDEEOO develops and executes Command‑wide EEO programs responsive to (  name of the Echelon 2  )'s requirements, goals, concerns, and vision.  As the EEO program manager within the Command, the CDEEOO teams with the DCPP to lead a melding of Command civilian personnel and EEO policies, programs, and operations in the development of an overall civilian EEO program. 

The CDEEOO uses varied and sometimes novel methods to develop and administer EEO programs and policies, which support effective civilian HR management.  The CDEEOO is responsible for advising and assisting subordinate commanding officers (CO) on all issues pertaining to the Command EEO Program.  

The incumbent is responsible for building successful partnerships with HRO’s to attain excellence in EEO objectives and programs.  

The CDEEOO is responsible for defining Command EEO program budget requirements and developing the required input to the command’s Budget planning and programming process (i.e., EEO Training, Special Emphasis Programs, etc.). 

AEP Planning

The CDEEOO is responsible for developing the EEO Affirmative Employment Program Plans and Policies relating to Special Emphasis Group Members.  The position monitors progress in achieving goals and objectives of the plan, and evaluates results.  Affirmative Employment Programs include: Cultural Diversity; Employment of Persons with Disabilities; and Special Emphasis Programs (e.g., Federally Employed Women; Hispanic Employment; Black Employment; Native American Employment; and Asian American/Pacific Islander).  The incumbent analyzes work force statistics and participates in HR evaluations, studies, and surveys.  Develops and/or reviews agency policies and equal opportunity activities affecting the employment of all protected groups.

Discrimination Complaints Management

The CDEEOO provides guidance, assistance, and command specific training, as needed, to subordinate activities and management officials involved in the discrimination complaints process.  Monitors the status of discrimination complaints at subordinate activities and commands to ensure that discrimination complaints are processed effectively and efficiently throughout the command.  Ensures that servicing EEO Offices timely provide complete data regarding the status of complaints to meet internal and external reporting requirements from such organizations as Equal Employment Opportunity Commission and the Office of the Deputy Assistant Secretary of the Navy (Civilian Personnel/Equal Employment Opportunity) (ODASN(CP/EEO)).  Communicates with all subordinate activities and servicing EEO Offices to ensure employees are receiving appropriate customer service.  

EEO Strategic Planning

The CDEEOO is responsible for strategic EEO planning which is integral to (  name of the Echelon 2  )'s strategic plan.  This involves understanding the command’s current and future missions, manpower levels, and management competencies immediate and long-range, systematic EEO planning and management development geared to support the command’s long-range goals and objectives.  The CDEEOO assists the command to fully integrate EEO objectives and strategies into command programs including work force shaping, base realignment and closures, restructuring, regionalization, consolidation, competitive sourcing, privatization, contracting out, information technology innovations, ( if applicable add: foreign national operations ), and sea shore rotation.

Directs current and long-term Command EEO planning.  Participates in strategic planning sessions that focus on developing a Navy-wide corporate EEO strategy.  Serves as a Team Member in the planning process with DCPP staff and directorates within the Command.  Participates with other Echelon 2 Commands, CNO, ODASN (CP/EEO), and Human Resources Offices (HRO) in developing DON strategies and goals.

EEO Command Representation

The CDEEOO represents the (  name of the Echelon 2  )'s  Commander in matters related to EEO operations and program.  Externally, the CDEEOO represents the Commander in EEO matters with ODASN (CP/EEO), CNO/CMC (personnel/EEO), and HRO’s who service Command employees.  In this capacity, the decisions and commitments made by the incumbent can commit the Command to a specific course of action.  Internally, the CDEEOO represents the Commander in EEO matters with subordinate COs, senior managers, and HR staff.  In this capacity, the incumbent is often engaged in public relations topics involving EEO and HR programs throughout the Command.

EEO Command Program Assessment and Evaluation

The CDEEOO participates in quality‑based command management assessments to determine the state and effectiveness of EEO and HR programs and services throughout the Command.  The Command is assessed by the ODASN (CP/EEO) on its effectiveness in meeting Command-wide EEO and HR program goals and objectives.  This includes monitoring effective program and service delivery by subordinate CO’s, DEEOO’s, HRO Directors, and other EEO program managers.    

Develops measures of quality, effectiveness, efficiency, and readiness indicators for Command EEO programs.  Reviews the Command's EEO and HR functions, recommending measures of quality, effectiveness, efficiency, and readiness indicators for the Command's EEO programs.

Supervisory Responsibilities (Add if applicable)
The CDEEO supervises a staff of ( number ) civilian HR and EEO Specialists. Performs the full range of supervisory duties including:  work planning and organization, development of program goals and objectives, establishment of work schedules, and staff resource planning; work assignment and review, establishment of operating procedures, and resolution of technical problems.  Accomplishes the full range of personnel management functions including filling positions, position and pay management, formulating training plans, evaluating performance, developing employees, and maintaining discipline.  Ensures that equal opportunity goals and objectives are achieved with respect to training, promotions, awards, appointments, recognition, and career development opportunities.

FACTOR 1 - KNOWLEDGE REQUIRED BY THE POSITION
Mastery of a variety of EEO/HR management theories, principles, and practices in order to formulate Command EEO program policies and procedures, and integrate and balance Command EEO program requirements within overall management goals.

Expert knowledge of Federal (EEOC, OPM, DoD, DON) EEO policies, laws, precedent decisions, regulations and procedures in order to:

  - Serve as the Command's EEO technical expert to effectively and innovatively develop, implement, and evaluate a positive management oriented EEO program.

  - Identify Command-wide interrelated problems, draw conclusions, recommend appropriate courses of action, and perform a myriad of complex assignments.

  - Focus on and resolve complex, systemic problems, barriers, and impediments to affirmative employment and equal opportunity. 

Knowledge of HR programs (e.g., affirmative recruitment, staffing, employee development, and job evaluation) to recommend changes to Command/Agency/Federal policies and practices to eliminate barriers to equal opportunity, and limit perceptions of discrimination.

Expert knowledge of the Command's missions, organizations, programs, business processes, and work force occupations (professional, administrative, technical, clerical, and wage grade) to identify problems and determine effective resolution (e.g., manifest imbalance or conspicuous absence of women and/or minorities in professional, managerial or supervisory positions). 

Mastery of communication skills, to both orally and in writing, communicate effectively in order to present, persuade, defend and/or document rationale for actions and to formulate policy and develop effective programs and plans.  Communicate persuasively to gain acceptance of EEO policies, processes, methods, and programs that affect the Command.

Ability to represent the Command as an expert in EEO within and outside the Command. 

Knowledge of the policies and practices to establish objectives and performance goals and assess progress toward their achievement; motivate, train and work effectively with EEO/HR subordinates throughout the Command; accomplish assigned tasks within set limits of time and cost; plan own work and carry out assignments effectively; understand and further management goals as they affect work operations; and represent the EEO program both within and outside the Command.

FACTOR 2 - SUPERVISORY CONTROLS
Works under the general supervision of the Commander, (  name of the Echelon 2  ).  As the CDEEOO, the incumbent is the senior Command EEO Program Manager with responsibility to independently carry out work within the broad framework of overall objectives and time frames provided by the Commander, (  name of the Echelon 2  ) and/or DASN(CP/EEO). Strategic initiatives and major program approaches are determined in consultation with DCPP, senior Command officials and DASN(CP/EEO).

The incumbent independently plans and carries out assignments, exercising judgment in interpreting statutes and regulations and resolving issues arising during policy and program development, implementation, and assessment.  Keeps the Commander abreast of program status and actions requiring higher level authorization.  The incumbent's decisions and recommendations are considered to be technically authoritative and are reviewed only from an overall policy standpoint.  Work is reviewed for attainment of program objectives and consistency with broad Command and DON policy.

FACTOR 3 - GUIDELINES
Guidelines include Public Law (92-261); 29 CFR 1613; precedent court decisions; and OPM, EEOC, DOD, and DON directives and instructions, policies, for EEO.  The CDEEOO is recognized as the (  name of the Echelon 2  ) expert on EEO regulations.  While guidelines cover most procedural issues in the complaints process, they are not adequate in dealing with special emphasis programs and/or affirmative employment.  As the technical EEO authority, the Command Program Manager, the CDEEOO balances the CO's desires with program requirements and objectives.  

The CDEEOO exercises judgment and discretion in interpreting guidelines and in developing and issuing authoritative information on EEO issues.  The CDEEOO exercises initiative and resourcefulness in extending or redefining guidelines, and in deviating from traditional principles and practices to formulate policies and plans and to develop methods for the successful accomplishment of the EEO program within SECNAV and regulatory requirements.

FACTOR 4 - COMPLEXITY
The CDEEOO formulates (  name of the Echelon 2  ) EEO policy and program direction, providing continuing advisory and consultative services to the Commander, DCPP, and senior management officials on the best course of action to identify value added programs, implement continuous improvement of EEO processes and operations, and maintain leadership of the Command's EEO policies.  

The CDEEOO integrates and resolves a wide variety of complex EEO and business-based issues and problems involving a broad range of organizations and operations throughout the Command.  The CDEEOO integrates the various components of the EEO program (affirmative employment, complaints management, special emphasis programs, etc.).  

The program focuses on identifying and changing significant management policies and practices designed to eliminate barriers to equal employment opportunity throughout the command.  Programs are designed to correct systemic problems such as the under-representation of minority and women employees at all levels and occupations; ensuring the equitable distribution of awards, developmental assignments and other job enhancing benefits; and the prevention and early resolution of claims of discrimination. 

The work requires analysis of related and unrelated HR and EEO issues having considerable depth and breadth, numerous complex interrelated variables, and externally imposed constraints.  The CDEEOO evaluates complex technical HR and EEO issues to select options and actions that have the best chance of achieving EEO program objectives while supporting command mission requirements.  The diverse missions and organizational structure of subordinate activities require innovative solutions to EEO issues (e.g., reengineering, realignment, outsourcing, and reductions).         

Decisions involve conflicts between existing policies and practices and EEO program requirements; determining priorities for maximizing program success with limited resources; and advocating to (  name of the Echelon 2  ) top management and subordinate COs the need to commit sufficient resources to effectively support the EEO program.   

FACTOR 5 - SCOPE AND EFFECT
The CDEEOO serves as the principal EEO advisor to the (  name of the Echelon 2  ) Commander, DCPP, senior managers, and subordinate COs and top management at activities throughout the Command.  The direct linkage of the civilian work force to mission accomplishment demands that the design, execution, and management of EEO policies and programs be of the highest order.  

Developing and maintaining quality EEO programs supporting the Command's civilian work force directly impact (  name of the Echelon 2  )'s ability to achieve its missions and organizational objectives.

The CDEEOO has the potential to impact all command HR programs and civilian employees throughout the command.  These include recruitment, merit promotion, awards, training, employee evaluation and performance appraisal.  For example, affirmative employment and complaints management initiatives can result in changes in HR management policies and practices throughout the command's headquarters and subordinate installations.

DON Echelon II Commands may be major employers in local or national labor markets.  As such, their EEO practices can influence those of other Federal employers as well as local private sector employers.

FACTOR 6 - PERSONAL CONTACTS
Contacts within (  name of the Echelon 2  ) include it's Commander and senior management staff (typically Admiral/ Captain/SES/GS-15 level),and COs and top managers of subordinate activities (typically Captain/SES/GS-15 level).  Contacts also include HRO and HRSC Directors servicing employees of the Command.  External contacts include other DON CDEEOOs; CNO EEO and HR management officials; ODASN (CP/EEO) managers; national or regional officials of associations (e.g., NAACP, BIG, IMAGE, FEW, and LA RAZA); Congressional staffers; the media; and the general public.  Contacts are mixed between structured and unstructured environments and often take place in a charged atmosphere due to the sensitivity and emotional context of issues.   

FACTOR 7 - PURPOSE OF CONTACTS
Contacts are made to resolve complex and often unique problems involving the CDEEOO's program responsibilities, or to provide advice or guidance to management on the direction of EEO programs.  High-level contacts are maintained outside the Command to ensure that the Command's efforts are consistent with DON, DOD, OPM and EEOC objectives.  Contacts with Congressional staffers, the media, and the public are made to provide information and obtain concurrence on often controversial issues.  

Contacts are directed towards attaining agreement upon objectives and courses of action among many officials of diverse organizations with a wide variety of interests and objectives.  The CDEEOO is responsible for keeping these officials adequately informed on EEO issues, assisting them with EEO problems within their own operations, and initiating or participating in coordinating Command EEO strategies with other organizations and activities in related fields.  

FACTOR 8 - PHYSICAL DEMANDS
Work is mostly sedentary.

FACTOR 9 - WORK ENVIRONMENT
Work is performed in an office setting.  Travel to field organizations is required.

Other Requirement (if applicable):
Top Secret security clearance is required in this position.

Frequent travel is required of this position.
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