A17724 – EQUAL OPPORTUNITY COMMISSION INVESTIGATOR III/LEAD WORKER  (Continued)


STATE OF NEBRASKA




     CLASS CODE:    A17724
CLASS SPECIFICATION




      SALARY GRADE:    354
EST: 12/05
OVERTIME:                 N

EQUAL OPPORTUNITY COMMISSION INVESTIGATOR III/LEAD WORKER
DESCRIPTION:  Under administrative direction, serves as a lead worker/subject matter expert within the Nebraska Equal Opportunity Commission.  Provides guidance and assistance to investigators and interviewing staff regarding charges, laws, jurisdiction, filings, conciliation, etc. Assists with training staff and outreach efforts, processes difficult or complex investigations, and fills in for supervisor as needed; performs related work as required.

EXAMPLES OF WORK: (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Assists intake investigators to provide technical assistance to public inquiries; will ensure charges are properly framed and formatted.

Reviews charges of intake investigators for proper laws, harm, basis, and jurisdiction.

Provides guidance and assistance to investigators; answers technical/subject matter questions concerning legal issues, jurisdictional areas, charge processing and dual filings.

Assists with investigator training, conciliations, mediations and/or compliance issues.
Reviews the categorizing charges forms to determine whether minimal or extended investigation is needed.

Reviews jurisdiction forms to assure correct information has been collected and confirms recommendation.

Will travel between agency offices to cross train in all environments and with all staff members; will build cohesive rapport between offices with consistent application of laws, procedures and processes by serving in subject matter expert role.

Investigates charges of discrimination (minimal and extended), analyzes initial case information, interviews parties and witnesses, conducts settlement and conciliation discussions; prepares detailed evidentiary report analyzing preponderance of evidence.

Organizes and maintains electronic and hard copies of case files, including a log of activities and time spent on investigative activities.

Inspects design and construction of multi-family dwellings (with 4 or more units) to determine compliance with Fair Housing Act accessibility guidelines as part of investigation efforts.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  the Nebraska Fair Employment Practice Act, the Act Prohibiting Unjust Discrimination in Employment because of Age, the Act Prohibiting Discrimination in Acquisition of Housing, the Act Prohibiting Equal Enjoyment of Public Accommodations, and the Equal Pay Act of Nebraska; theories of discrimination; court precedents and Attorney General Opinions; widely divergent employment and housing conditions, policies, practices and systems
Ability to:  work efficiently with limited supervision; plan, structure and schedule investigative work in following up formally entered complaints within the framework of established policies and procedures; communicate complex or technical information orally and in writing; effectively manage time and coordinate conflicting demands; make appropriate decisions regarding investigative activities.
Skill in:  planning, directing, and reviewing the work of assigned staff; guiding and instructing others in an understandable, respectful and professional manner.
ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  the Nebraska Fair Employment Practice Act, the Act Prohibiting Unjust Discrimination in Employment because of Age, the Act Prohibiting Discrimination in Acquisition of Housing, the Act Prohibiting Equal Enjoyment of Public Accommodations, and the Equal Pay Act of Nebraska; policies, procedures and practices of the Commission; general concepts of legal procedures, evidence, and administrative investigative practices; history and social dynamics of discriminatory practices.

Ability to:  effectively communicate with all staff members, the public and parties to actions before the Commission; work effectively with people of all social, economic, racial and cultural backgrounds to further the mission  of the Commission.

Skill in:  analyzing complex investigative problems and determining solutions; dealing with the public and the parties to actions brought before the Commission in order to further the education and conciliation duties of the Commission and assure cooperation.

JOB PREPARATION GUIDELINES:  (Entry knowledge, skills and/or abilities may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Post high school coursework/training in:  public administration, sociology, psychology, business, legal or related field, experience in investigation of discrimination investigative techniques AND experience as a Nebraska Equal Opportunity Commission Investigator II.
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