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NATURE OF WORK

This is responsi bl e professional work i nthe devel opnent i npl enment ati on and
adm ni stration of Pal mBeach County's Equal Enploynment and Fair Housi ng Prograns
and investigative functions of the office of Equal Opportunity.

An enployee in a position allocated to this class is responsible for
i nsuring equal opportunity in enploynent and housing for groups protected by
federal, state and local laws. Work requires the enployee to exercise a high
degree of independent judgenent and initiative in devel oping policy, programing
and procedures. Duties include dissemnating EEO fair housing and job
i nformation, investigating conplaints of investigation, review ng investigative
files presented by Conpliance I nvestigator | staff, and conducti ng adverse i npact
studi es. The enpl oyee recei ves guidance and direction fromthe EEQ FH Manager
Work is reviewed by observation, reports and periodic reviews.

EXAMPLES OF WORK

Recei ves and records conplaints of tension or prejudice in relation to
enpl oynment, housi ng and public accommopdati ons.

Conducts investigations of conplaints of discrinmnation by exani ning
prem ses, records, docunents, and interview ng individuals for possible sources
of evidence.

Conducts fact-finding conferences.

Attenpts to conciliate and nediate conpl aints of discrimnation by neans
of informal conferences and persuasion

Prepares investigative reports on all conplaints investigated.

Moni t or s enpl oynent acconmodat i on and accessi bility for di sabl ed enpl oyees,
i ncludi ng medical rejection by the Enployee Clinic.

Parti ci pates i n New Enpl oyee Ori entation; advi ses new enpl oyee of their EEO
rights and responsibilities.

Eval uat es the annual Affirmative Action Plan and subnit recomrendati ons to
t he Manager - EEQ FH.

Revi ews work submitted by Conpliance | nvestigator |

Performs related work as required.

REQUI RED KNOW EDGE, SKILLS AND ABI LI TI ES

Thor ough knowl edge of federal, state and | ocal regul ati ons and gui del i nes
relating to non-discrimnation in enploynent, housing and public accommpdati ons.

Thor ough know edge of general investigative techniques and state and
federal laws relative to civil procedures.

Thor ough knowl edge of Merit System policies, rules and regul ations.

Knowl edge of the functions, organi zation and administration of
public/private sector organi zations, including current trends and patterns in
staff utilization.
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REQUI RED KNOW EDGE, SKILLS AND ABILITIES - CONT' D

Knowl edge of the Uniform CGuidelines on Enpl oyee Sel ecti on.
Ability to use accepted statistical nmethods in equal opportunity data

anal ysi s.
Ability to interview, negotiate, counsel and comuni cat e persuasively with

ot hers.

M NI MUM ENTRANCE REQUI REMENTS

Graduation froman accredited college or university with major coursework
in Social Sciences, Public or Business Admi nistration, or related field; two (2)
years of professional experience working with equal opportunity issues, including
conpl ai nt investigation/conciliation or any conbi nati on of related training and

experi ence.
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