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	EMPLOYMENT

       OPPORTUNITY
	RPA  10303-EEO
ANALYST’S INITIALS
SM
DATE

8/11/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Associate Governmental Program Analyst
	POSITION NUMBER

306-102-5393-009
	TENURE

 FORMDROPDOWN 
      
	TIME BASE

 FORMDROPDOWN 
      
	CBID

R01

	OFFICE OF

Equal Employment Opportunity
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento, CA  
	 FORMDROPDOWN 
 SALARY

AGPA
$4,600
to
$5,758


	SEND APPLICATION TO:

Department of General Services
Attn: Yvonne Newton, Executive Office

707 Third Street, 8th Floor

West Sacramento, CA  95605


	REPORTING LOCATION OF POSITION

707 Third Street, West Sacramento, CA  95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. – 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-5025
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Michelle Armitage, Staff Services Manager II
	FILE BY

8/25/15


	This position may be filled at the Staff Services Analyst level for recruitment purposes,

with the duties adjusted accordingly.
DGS’ Core Values and Employee Expectations are key to the success of the Department’s Mission.  That mission is to “deliver results by providing timely, cost-effective services and products that support our customers, while protecting the interests of the State of California”.  DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations. <
The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.

SELECTION CRITERIA - The selection criteria will be in the following order: <br>
· SROA/Surplus eligible candidates will be considered prior to other recruitment methods. <br>
· Transfers or reinstatements may be considered.  Consideration may be given to applicants who are on a DGS employment list or on another department’s employment list.  Transfer of list eligibility must meet the criteria to transfer the eligibility from the other department’s employment list to DGS’ employment list. <br>
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled. <
DUTIES

Under the direction of the Equal Employment Opportunity Officer (Staff Services Manager II - Managerial), the EEO Analyst, an Associate Governmental Program Analyst classification, analyzes and applies various state and federal laws and departmental EEO policies that prohibit discrimination and harassment in employment; and keeps abreast of trends and changes in state and federal laws through CalHR, SPB, EEOC, DFEH websites, publications and articles with respect to EEO in order to gain the knowledge to analyze, interpret and apply various state and federal laws in the EEO arena.



	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.

DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929

GS1T (REV. 1/98) - BPM 03/00


	 CLASS TITLE

Associate Governmental Program Analyst
	POSITION NUMBER

306-102-5393-009
	RPA NUMBER

10303-EEO
	FILE BY

8/15/15

	ESSENTIAL FUNCTIONS

In accordance with State and Federal EEO laws, rules,  policies and procedures, performs the following more complex duties:

In order to provide consulting services on departmental EEO issues:

· Advises employees and management in the various complex aspects of Equal Employment Opportunity laws, policies and procedures.

· Conducts complex investigations.

· Analyzes and prepares investigative reports, including findings and recommendations, to the Equal Employment Opportunity Officer and management that may result in disciplinary actions;
· Acts as a fact finder and formulating responses to allegations of discrimination complaints filed against the department with the Department of Fair Employment and Housing (DFEH) and the Federal Equal Employment Opportunity Commission (EEOC);

· Analyzes and responds to inquiries by the California Department of Human Resources (CalHR), State Personnel Board (SPB), the Office of the Attorney General (AG), and other governmental agencies regarding various complex EEO issues or complaints;

In order to provide guidance to designated offices, serves as a liaison in the development and maintenance of their overall EEO program:

· Researches, accesses, evaluates and maintains highly sensitive, complex and confidential personnel, labor relations, and legal information;

· Collaborates with the department’s Constructive Intervention Unit in the Human Resources Office to develop resolutions to employee problems as part of the informal complaint process;

· Develops management strategies and makes recommendations for resolving sexual harassment and other types of discrimination complaints;

· Responds to complex inquiries from labor unions regarding the department’s discrimination complaint process and employee rights during the investigative process;

· Analyzes and conducts investigations and prepares responses to grievances alleging violations of the discrimination and sexual harassment provisions of the various Memoranda of Understanding (MOU).

In order to provide employees and management with an understanding of EEO laws, rules, policies and procedures:

· Designs, develops, conducts and monitors classes for management and employees.
· Designs curriculum to address general and specific EEO issues to the department and program areas.
· Analyzes, develops and disseminates materials, including handbooks, brochures, and reference material.;
· Conducts orientation sessions and training to managers and supervisors, EEO investigators and counselors in both group and individual settings.
· Conducts training for employees on their rights and the role and purpose of the EEO office;
· Oversees and tracks attendance at departmental training related to sexual harassment prevention and discrimination prevention.
· Analyzes and prepares reports on course attendance and makes recommendations to increase the level of understanding and compliance with Federal, State, and local mandates and laws.

In order to contribute to the EEO Office regarding various complex matters: 

· Analyzes and evaluates complex data and reports to CalHR and/or SPB, departmental education and participation efforts in programs and studies including the Upward Mobility Program, Workforce Analysis Surveys, Language Surveys, and Recruitment and Retention Programs.
In order to comply with the Americans with Disabilities Act (ADA):

· Reviews, analyzes and identifies the impact or potential impact to the department’s Accessibility Program by reviewing new or amended legislation, rules, policies and procedures.
· Consults with the department’s Reasonable Accommodation Coordinator to ensure that employees with disabilities are accommodated and participates as an EEO Office representative on the department’s Human Resources Coordination Committee (HRCC);

· Serves in an advisory capacity on the department’s Disability Advisory Committee (DAC) in order to comply with the ADA requirement by assisting in the coordination of DAC activities such as developing and implementing projects to improve the personnel practices and employment opportunities for persons with disabilities. 

MARGINAL FUNCTIONS
In order to provide employees and management with information and direction related to EEO laws, rules, policies and procedures; maintains the EEO Office intranet website content and organization in accordance with departmental standards by using computer software technology, writing skills, organizational skills and reference materials.

KNOWLEDGE AND ABILITIES

Knowledge of:  Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; government functions and organization; and methods and techniques of effective conference leadership.

Ability to:  Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively both orally and in writing; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; coordinate the work of others, act as a team or conference leader; and appear before legislative and other committees.

DESIRABLE QUALIFICATIONS

Additional Desirable Knowledge and Abilities:

· Knowledge of:  Principles, practices and trends of public and business administration management, labor relations and training; equal employment opportunity laws, rules, policies and court decisions; control agency roles in the EEO process (FEHA, EEOC, SPB, AG’s Office); Americans with Disabilities Act (ADA); and policies in the areas of sexual harassment, reasonable accommodation, workplace violence, and cultural diversity.

· Ability to:  Conduct research and investigations.

Special Personal Characteristics:  

· Excellent analytical and problem solving skills; 

· Excellent oral and written communications skills; 

· Excellent interpersonal skills; 

· Demonstrate good organizational and time management skills; and the ability to prioritize multiple tasks and meet deadlines.

Interpersonal skills:  

· Ability to be open-minded, work independently and as a team member; 

· Ability to exercise a high degree of initiative and independence; 

· Ability to exercise discretion and make mature judgments.

EEO Training:

· Completion of CalHR EEO Investigator Training Course, or its equivalent.

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES

· Professional office environment
· Appropriate dress
· Requires ability to effectively handle stress and deadlines
· Ability to use a computer
· Effective communication skills
· Occasional travel as needed


