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8:00am. TO: 5:00 p.m.

L ——
JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Knowledge, Skills & Abilifies

20

JOB TITLE
EEO Regional/Program Administrator /HCM Sr. Analyst

02312 AL

JOB CODE
69133

Serves as agency EEO Manager:

Formulates and implements EEQ policies and procedures
(e.g., EEO Strategic Pian, Agency EEO Goals & Objectives)
Develops and implements proactive methodologies to pre-
vent and address harassment and discrimination

Works directly with agency managers and division/agency
heads to promote effective and positive means of dealing
with violations when they occur

Reviews and evaluates agency hiring practices & operations
to identify potential for challenge and/or legal actions

Meets with agency Chief Legal Counsel and Human Re-
sources Administrator to discuss situations with legal impact
Recommends appropriate corrective action (e.g., suspen-
sion, termination, criminal charges)

Advises division personnel of procedures to bring closure to
disciplinary action & mediations within established timelines
Investigates charges of harassment/discrimination and as-
sists in preparing cases involving Ohio Civil Rights Commis-
slon

Conducts investigations, hears complaints of discrimination,
and counsels employees and applicants (e.g., ensures pro-
cedures are properly followed in accordance with established
timelines; independently prepares statements concerning
claims/charges; provides pertinent information and documen-
tation as requested by responsible persons; conducts inter-
views)

Knowledge

1.
2.

10.
11.
12.
13.

14.
15.
. Agency programs (e.g., EEO

Human resources management I
Civil service laws, rules & regu-
lations & provisions of collective
bargaining contracts®
Agency/division policies & pro-
cedures™

Federal & state laws & rules
governing fair employment prac-
tices |
Government structure & pro-
cess”

Interviewing

Selection methods and assess-
ments (e.g. structured inter-
views, proficiency testing, simu-
lations)

Job analysis I
Employee relations
Publicthuman relations
Customer Service

Program management

Equal opportunity laws, rules &
regulations {e.g., state, federal
& agency)

Labor relations

Employee training methods

Strategic Plan, EAP, ADA,
FMLA, Drug Free Workplace)*

*Developed after employment.
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities
"i 50 | Serves as human resources coordinator for Department of | Skill
® Administrative Services (DAS), Office of Employee Ser- .
& vices (OES) in coordinating recruitment and selection pro- 1. HRIS (e.., OHMS & OAKS")
- d other personnel activities: 2. Copductmg admlnlstr_atl\re investi-
| uh) cesses an P ' gations {e.g., performing analysis,
writing investigatory reports & pre-
g » Provides guidance to divisional managers on employment paring position statements in re-
T process in accordance with collective bargaining agree- sponse to EEO complaints filed in-
5 ments, federal and state laws, rules and regulations (e.g., ternally, & formal complaints filed
= promotions, transfers, demotions, probationary/trial periods, through OCRC &/or Federal EEOC)
= working out of class issues) 3. II\DAoS Ofg‘;?n?”\'}? i(e'%amid’ Excel,
T s Monitors selection process in Ohio Hiring Management Sys- WerFoint, Visio, )
= tem OHMS (e.g., posting deadlines, batching and screening -
[H]} E 1 )
= 'g applications for minimum qualifications, scheduling profi- Abilit
::_n £ ciency exams & interviews, notifying selected candidates of 1. Social Perceptiveness
o® acceptance) _ _ 2. ldentify, analyze and resolve com-
5 ¢ |Initiates Electronic Personnel Action Requests (ePARs) uti- plex problems
e lizing Ohio Administrative Knowledge System (OAKS), Hu- 3. Service Orientation
% man Capital Management (HCM) module, in accordance with | 4. Time Manage
< HRD guidelines and OES PA Decentralization Policy (e.g., 5. Active Learning
o updates position management record, researches & verifies | & Deductive Reasoning
> accuracy of information, ensures proper documentation is at- ; E}?:é;?e?::&“:mg
no: ';r;r\n;i), enters appropriate information into ePAR for ap- 9. Communicate effectively verbally &
in writin
H . Eompletes Request fo FII”Change Authorization (RFCA) 10. Understgand & interpret po]icies &
orms procedures
» Creates, updates and reviews position descriptions (PDs) 11. Extract data to prepare meaningful,
Q}) and determines appropriate knowledge, skills and abilities concise & accurate reports
g « Conducts QEE & PSMQ job analyses (e.g., establishing 12. E&g’;}i‘::ki‘ gﬁ‘&gi&‘g&p'e Is-
pass r;;Jomts and test plans, collaborating with subject matter | o ;o proper research methods in
experts) . . . gathering data
+ Collaborates with divisional managers to develop, review and | 14. Interpret minimum qualifications
implement selection assessments (e.g., structured interview | 15. Evaluate employment applications
o questions, proficiency exams, simulations) 16. Interpret & apply laws, rules & regu-
Q@ s Performs onboarding tasks (e.g., employment offers, pre-hire lations relating to EEO
: g meetings, 60 day check ins) 17. Recognize th_reatenipg situations &
oo « Conducts stay interviews take appropriate action
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JOB DESCRIPTION AND WORKER CHARACTERISTICS
% Job Duties in Order of Importance Knowledge, Skills & Abilities |

25 | Serves as agency contact for diversity and inclusion on re-

cruitment team:

« Establishes and maintains rapport with contacts from diver-
sity and inclusion organizations

s Monitors and updates list of diversity and inclusion organiza-
fions for job postings

» Posts agency positions to diversity and inclusion organiza-
tion job boards/websites

e Monitors agency hiring practices (e.g., conducts analysis of
current structure/process; prepares reports including recom-
mendations to hire candidates under the EEQ protected clas-
ses)

* Develops & utilizes tracking system to detect trends in non-
compliance with agency EEO Strategic Plan

« Makes recommendations on changes in hiring policies & pro-
cedures

I

JOB TITLE
EEO Regional/Program Administrator /[HCM Sr. Analyst

s | Performs other adminisirative tasks:

s Assists HCM Manager and Analysts as needed

¢ Leads or assists with special projects, as assigned (e.g.,
workforce planning, training initiatives, policy review & revi-
sions)

» Assists with training on a variety of topics (e.g., diversity,
sexual harassment, EEQ, EAP, team building, mediation,

% work place violence)
« Administers agency Employee Assistance Program (EAP)
o = Assists with internal investigations
— Prepares & distributes agency EEO Strategic Plan & related
- policies
S_% « Attends job related training opportunities
) w s Responds to customer inquiries and requests
8 . Performs other duties as assigned
O ™M
=2
8 % List Position Numbers & Job Titles of Positions Directly Supervised: SIGNATURE OF AGENCY REPRESENTATIVE | DATE
= 13
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