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DISTINGUISHING FEATURES OF THE CLASS:   This position involves the performance of 

diverse tasks in connection with the administration of an Affirmative Action Plan and Equal 

Employment Opportunity Officer for a county government.  Incumbent will perform a broad range of 

duties including utilization review, setting of goals and time tables, the review of personnel policies, 

procedures and practices, assessment of complaints filed under the Affirmative Action Plan, and 

other general personnel duties as may be pertinent to the development and maintenance of a 

personnel system which insures equal employment opportunity in accordance with applicable law, 

rules, and regulations.  Work is performed under general direction with wide leeway for the use of 

independent judgment in accomplishing objectives. 

TYPICAL WORK ACTIVITIES:  The typical work activities listed below, while providing 

representative examples of the variety of work assignments in the title, do not describe any 

individual position.  Incumbents in this title may perform some or all of the following, as well as 

other related activities not described. 

 

Reviews, coordinates, and supervises the implementation of Federal, State and Local laws, rules,  

regulations and policies concerning Equal Employment Opportunity, and Affirmative Action 

as they apply to employees or applicants for employment with the county government; 

Promotes the County’s Affirmative Action Program with all employees or applicants for  

 employment by distributing policy as provided for the Affirmative Action Plan; 

Establishes monitoring control and evaluation procedures to measure progress of the Affirmative  

 Action Program; 

Coordinates with community groups, organizations and department heads, opportunities for  

 employment for protected classes in the county government; 

Conducts meetings and training programs with departmental heads to explain Affirmative Action  
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 plan requirements and to discuss plan implementation; 

Conducts studies to determine the underutilization of protected groups; 

Analyzes selection procedures to determine if such procedures have an adverse impact on  

 protected group members; 

Prepares, maintains, and analyzes data on the area workforce in relation to Affirmative Action  

 plans; 

Investigates complaints of discrimination and makes an effort to conciliate the complaints when 

 appropriate; 

Makes recommendations to the Chief Executive with regard to resolving complaints of  

 discrimination; 

Prepares other correspondence and reports relating to the implementation of the Affirmative 

 Action Plan; 

Periodically meets with department heads to set hiring goals and to determine a timely progress 

 toward these goals. 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, AND PERSONAL 

CHARACTERISTICS:  Good Knowledge of Federal, State and Local laws, rules, regulations, 

policies, and procedures relating to Equal Employment Opportunity and Affirmative Action; good 

knowledge  of applicable Civil Service Law, rules and procedures; sensitivity to the problems of 

protected class members in regard to obtaining employment; ability to present ideas  
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clearly both orally and in writing; ability to communicate effectively with  people at all levels of an 

organization structure; ability to gather and analyze a variety of pertinent facts and opinions 

concerning issues related to Affirmative Action and Equal Employment Opportunity; ability  to 

follow complex  oral and written directions; and objectively. 

MINIMUM QUALIFICATIONS:  Either: 

(A) Graduation from a regionally accredited or New York State registered college or  

university with a Bachelor’s Degree or higher and one (1) year experience  in the  

field of personnel or human resources administration, employment and training  

management , public administration or a related field; or 

(B) Graduation from a regionally accredited or New York State registered college or 

university with an Associate’s Degree and three (3) years experience as described 

in (A) above; or 

(C) Graduation from high school or possession of a high school equivalency diploma 

and five (5) years of experience as described in (A) above; or 

(D) An equivalent combination of training and experience as described in (A), (B) and 

(C) above. 

NOTE:  Your degree or credits must have been awarded by a college or university accredited by a 

regional, national, or specialized agency recognized as an accrediting agency by the U.S. Department 

of Education/U.S. Secretary of Education.  If your degree or credits were awarded by an educational 

institution outside of the United States and its territories, you must provide independent verification 

of equivalency.  A list of acceptable companies who provide this service can be found on the Internet 

at:  https://www.cs.ny.gov/jobseeker/degrees.cfm.  You must pay the required evaluation fee. 

https://www.cs.ny.gov/jobseeker/degrees.cfm
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