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DI STI NGUI SHI NG FEATURES OF THE CLASS: The work invol ves planni ng, organi zi ng and

directing the activities of the Division of
Equal Enpl oyment Opportunity. The incunbent is responsible for the adm nistration of an
Affirmative Action Programto ensure the equalization of enploynent opportunities for
qualified job applicants and enployees in the Erie County Service regardless of nminority
status or sex. Wirk is perfornmed under the general direction of the County Executive and
ot her higher level administrative staff. Supervision is exercised over |ower |eve
technical and clerical staff. Does related work as required.

TYPI CAL WORK ACTI VI TI ES:

Mai ntai ns statistical data on the conposition of the County workforce in conpliance with the
Cvil Rights Act of 1964 and other appropriate |egislation

Mai nt ai ns and anal yzes data on the availability of minority nenbers and wonmen in the
County's | abor markets;

Participates actively in the devel opnent of EEO program operating policies;

Consults with the Cassification Section of the County Personnel Ofice concerning
enpl oyrment, training and devel opment progranms which will tend to equalize enpl oynent
opportunities for wonen and nminority nenbers;

Assi sts departmental nanagers, supervisors and EEO representatives in understanding their
Affirmative Action responsibilities;

Coordi nates with the County Personnel recruitment unit, exam nations unit and departnenta
recruiters to optimze wonen's and minority groups' awareness of County enpl oynent
opportunities through publicity;

Mai ntai ns a working liaison with EEO representatives of the nunicipal Service Dvision of
the New York State Civil Service Departrment and other enforcing agencies as nmay be
necessary to neet established conpliance standards and to keep abreast of devel opnents
in EEO | egislation and enforcenent generally;

Works with departmental supervisors and bargaining unit representatives to resolve enpl oyee
di scrimnation conplaints informally and pronptly;

Prepares activity reports, as required;

Attends neetings and seminars relating to EEO topics, including mnority and wonen- owned
busi ness;

Anal yzes and recommends policy with respect to proposed econonic devel opment prograns and
| egislation as they relate to minority and wonmen-owned busi ness;

Speaks to various groups in the regi on about EEO topics, including mnority and woren- owned
busi ness;

Mai nt ai ns good public relations through contacts with various groups and organi zations;

Directs through subordi nates the adm nistrative operation of the Department, certifies staff
payrolls and submits annual budget to the County Executive for approval.

Conti nued....
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FULL PERFORVANCE KNOWEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERI STI CS:

Thor ough know edge of Federal and State EEO | egi sl ation

Thor ough know edge of EEO principles and practi ces;

Good know edge of the problens of the socially and econom cally di sadvant aged

CGood know edge of the principles and practices of recruitnent, selection and job
classification in public enploynent;

Sensitivity to the problens of the socially and econom cally di sadvant aged;

Ability to establish and nmaintain effective working relationships with others, both within
the County organi zati on and with other organizations, public and private;

Ability to coordinate the work of others;

Ability to wite and speak well;

Tact ;

Good j udgnent ;

Physical |y capabl e of performng the essential functions of the position with
or wi thout reasonabl e acconmodati on.

M N MUM QUALI FI CATI ONS

Graduation froma regionally accredited or New York State registered college or university
with a Bachelor's degree and graduation froma regionally accredited or New York State

regi stered four (4) year college with a Bachelor's degree, and four (4) years of experience
in a position with primary responsibility for inplementation of Equal Enpl oyment Opportunity
and/ or Affirmative Action prograns.

NOTE: Verifiable part-time and/or volunteer experience will be pro-rated toward neeting
full-tinme experience requirenments



