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DUTY STATEMENT

Classification:		Analyst II
Job Title:			EEO Analyst
Name:			
Scheme/Class Code	JY20
Position Number:	813-048-5157-805
Reports to			OCR Chief
FLSA Status:		WWG 2
Division:			IDEA Division
Location			Office of Civil rights
Primary Assignment:	Analytical and administrative functions supporting EEO and Language Access programs.

JOB OBJECTIVES:

The Equal Employment Opportunity (EEO) Analyst, under the general 
direction of the Chief, Office of Civil Rights, performs a variety of analytical and administrative functions in support of the Department of Rehabilitation (DOR) EEO program and Language Access program, including discrimination complaint processing. Provide timely responses (both in writing and verbally) to DOR employees, consumers and members of the public regarding Language Access and EEO discrimination complaint forms, processes, questions, inquires, etc.

ESSENTIAL JOB FUNCTIONS:

30% 	Coordinate the discrimination complaint intake process by regularly monitoring the OCR’s mail, email and voicemail inbox for informal and formal complaints of discrimination and providing timely responses when necessary; input public complaints into the EEO Case Management System; create and maintain electronic case files; and process, organize, and save all complaint documentation. Conduct interviews to gather key facts, clarify allegations, and ensure sufficient information is obtained to assess OCR jurisdiction. Prepare and send EEO notices and all required correspondence to complainants from the public within established timelines. Develop position statements in response to external complaint filings and assist with internal investigations as needed. 
30%	Serve as DOR's Bilingual Services Coordinator for the Bilingual Services Program. Review, analyze, process, and track all requests to designate a DOR position as bilingual. Ensures all bilingual supporting documentation is on file with OCR and HR are accurate and current. Provide timely technical assistance to DOR staff and management on bilingual services program questions, processes, certification, etc. Work with DOR management, employees and language testing vendors to certify employees, coordinate and collect supporting documents mandated by CalHR to issue Bilingual Services Differential Pay. Monitor program for compliance with CalHR’s standards. Regularly update department’s Bilingual Staff Listing and post to OCR’s intranet page. Provide ad hoc reports on the bilingual services program upon request. 
25%	Serve as DOR’s Language Survey Coordinator by developing and submitting the annual survey workplan for approval, outlining timelines for administration, training of survey assistants, data collection, analysis, and required reporting. Implement the approved workplan by training, supporting, and providing technical assistance to survey assistants and staff across districts and programs. Oversee survey operations to ensure statewide consistency, accuracy, and compliance with CalHR and Dymally‑Alatorre Bilingual Services Act requirements including entering public contact and bilingual staffing data into CalHR’s Language Survey online system. Develop the Language Survey Implementation Plan (LSIP) for review and provide the updated Language Access Plan (LAP), while developing and implementing strategies for monitoring the LAP. Provide annual review of the Bilingual Services Policy, and Procedures for alignment with departmental and statewide standards. Participate and represent the department in the CalHHS Language Access work group. 
	Develop and coordinate departmentwide Language Access training by creating training content, updating materials, and ensuring all modules align with required policies and state mandates. Coordinate logistics with program areas and monitor employee participation and compliance by tracking completion data, identifying gaps, and conducting follow‑ups to ensure all required trainings—including upward mobility, language access, and recognition‑related modules—are completed within mandated timeframes. Prepare reports and summaries for the OCR Manager and contribute recommendations to improve training effectiveness and accessibility.
10%	Provide comprehensive support to the OCR Manager by performing analytical tasks that facilitate the development and coordination of the Upward Mobility program.

MARGINAL JOB FUNCTIONS:

5%	Perform other ad hoc duties assigned by the OCR Chief.

[bookmark: _Hlk222847409]Travel: 	Up to 5% travel may be required to attend forums, conferences or trainings or meetings. 

[bookmark: _Hlk222847438]All Times:	Communicate effectively in a professional, tactful, respectful manner with individuals from varied experiences, perspectives and backgrounds, by telephone, email and other technologies as well as in-person; provide excellent customer service to both internal and external customers; ensure the timely completion of assignments; attempt to resolve individual concern at the lowest possible level; offer other dispute resolution options, and elevate to next level if needed; use initiative, problem solving skills, organizational skills, good judgment, and resourcefulness.  

[bookmark: _Hlk222847459]Work Environment and Physical Requirements

The majority of the work will take place in one of the following locations: a DOR open office setting in a cubicle environment, offsite in the community, at events and various partner locations, and/or at an approved alternate work location. The incumbent must have the ability to work in an office setting for up to 40 hours per week and remain at a workstation for extended periods while utilizing a personal computer, peripherals, and other office equipment with or without accommodation. Strong interpersonal skills are required to interact effectively with consumers, the public, colleagues, and other stakeholders. 

Note: It is the policy of the Department of Rehabilitation to provide equal employment opportunity to qualified individuals with disabilities through compliance with FEHA and ADA (where it would result in broader protection of the civil rights of an applicant or employee with a disability).  

I have read, understand, and agree to perform the above listed duties and all duties typically performed by this classification. I certify that I possess essential personal qualifications including integrity, initiative, dependability, good judgment, and ability to work cooperatively with others and in a state of health consistent with the ability to perform the assigned duties as described above with or without reasonable accommodations.


________________________________		__________               _
Employee							Date


_______________________________		__________             __
Manager							Date

Original:  	Employee’s Official Personnel File
Copies: 	Employee and Supervisor’s drop file
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