STATE OF NEBRASKA
CLASS CODE:
V17725
CLASS SPECIFICATION
SALARY GRADE:
16

EST: 09/80 - REV: 12/05
OVERTIME STATUS:
E
EQUAL OPPORTUNITY COMMISSION INVESTIGATOR SUPERVISOR

DESCRIPTION:  Under administrative direction, supervises an operations section of the Nebraska Equal Opportunity Commission including the training and supervision of assigned investigative and interviewing staff; assists in developing and administering agency policies to ensure statewide compliance with Equal Opportunity laws; 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.)

Supervises and reviews the work of assigned investigative staff by conducting weekly briefing sessions, in-depth case reviews, and reviewing Letters of Determination to ensure all relevant evidence as been identified and reported, the evidence has been presented in a balanced manner, the investigator has followed agency investigative protocols, and that the recommended finding is consistent with the evidence presented in the report.

Trains Equal Opportunity Commission Investigator I's on conducting complainant rebuttal conferences, fact-finding conferences, on-site investigations, witness interviews, complainant pre-determination interviews, and teleconferences.

Reviews and compares the work performance of assigned staff with established standards to determine employee performance levels, evaluations and training needs and to recommend appropriate personnel actions such as promotions, disciplinary actions, status changes, separations, and grievance dispositions to agency Director of Operations and Executive Director.

Writes decision letters on complex cases and cases which the Equal Opportunity Commission has rendered a different decision than that recommended by staff.

Conducts conciliation process in accordance with relevant laws and agency policies, rules and regulations.

Supervises assigned interviewing staff and reviews charges to ensure compliance with statutes, rules and regulations, and to ensure the charges have been mailed to the correct company on a timely basis, the files have been prepared and follow-up work has been completed or assigned to an investigator as needed.

Reviews unassigned cases from the unit's repository and assigns them to an investigator.

Reviews cases reported by the Employment Practices Decisions reporter (Commerce Clearing House), Nebraska Reports, BNA Fair Housing Reports, and other case reporting systems for information regarding court decisions on Equal Opportunity matters.

Prepares unit production reports and attends agency administrative staff meetings, and follows through on any special administrative assignments as a result of these meetings.

EQUAL OPPORTUNITY COMMISSION INVESTIGATOR SUPERVISOR (continued)

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS 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; Classified System Personnel Rules and Regulations, Collective Bargaining Agreements, and personnel management principles.

Ability to:  analyze performance data and summarize into reports; 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, assigning, directing, and reviewing the work of assigned staff; assessing staff training and development needs.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS 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, Commissioners, 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; analyzing employment policies and practices in relation to Nebraska Civil Rights laws; 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, abilities, and/or skills 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 AND experience in investigation of discrimination.
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