COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  EQUAL EMPLOYMENT OPPORTUNITY ST COORD

	TITLE CODE:  9304
	GROUP:  PERSONNEL MANAGEMENT AND TRAINING 

	SELECTION METHOD:  100% QUAL       REV. 04-08
NO. TEST QUESTIONS:  

SELECTION ID:  7160                           EXAM NO.:  
	SALARY:  (MIN-MID)  $4300.08 - $5696.60
GRADE:  18

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  EXECUTIVE DIRECTOR

	PRIMARY USER AGENCY:  PERSONNEL CABINET

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Coordinates the state affirmative action program. Responsible for the review and maintenance of the personnel system for the elimination of racial bias and to identify artificial barriers to employment of the disadvantaged. Assures compliance with federal and state equal opportunity laws and regulations; and performs other duties as required.


	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor's degree.  

	

	EXPERIENCE:  Must have four years of experience dealing with equal employment opportunity administration, personnel administration, public or business administration or a related field.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None

	

	EXPERIENCE:  None

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Coordinates the state affirmative action program.  Develops an affirmative action plan with specific goals for accomplishing the EEO objectives.  Assists agencies in developing extensions to the state affirmative action plan.  Revises the state affirmative action plan as needed.  Develops and conducts training programs for EEO counselors and coordinators in the state.  Investigates complaints and recommends appropriate action.  Participates in the development of policies and procedures related to equal employment opportunities, ADA, diversity and sexual harassment.  Coordinates the Governor’s Annual EEO Conference and the Governor’s Annual Diversity Day.  Administers the Governor’s Minority Management Trainee Program.  Coordinates the EEO Job Bank Program.  Serves as speaker to employer groups, governmental and private groups in interpreting the state EEO/Affirmative Action policies and programs.  Reviews new and revised class specifications for cultural bias.  Assigns skill codes to new class specifications.  Counsels employees and reviews complaints of discrimination based on race, sex, religion, color, age, national origin and disability.  Counsels agency heads and personnel executives on the proper investigative methods for handling complaints of an EEO nature.  Writes and maintains various administrative records and reports such as the EEO‑4 report (annual report to federal government), monthly and quarterly activity reports, the Semi-Annual Minority Hiring Report, etc.  Monitors the internal mobility program.  Recruit protective class candidates.  Develop state government outreach job fairs at all regional universities and colleges.  Serves as advisor to the Secretary of Personnel on EEO/AA/Diversity issues.  Supervises two full time employees.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is performed in an office setting.  Travel may be required.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  12/01/1984
	DATE OF LAST REVISION:  05/16/2008

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


