
 
  

 

   

 
 

                                     
 

 

 

 

 
 

 

 
   

 
 

 
   

 
  

 

  
 

   
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

   

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

STATE OF CALIFORNIA
DEPARTMENT OF INDUSTRIAL RELATIONS
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☐ CURRENT

DUTY STATEMENT ☐ PROPOSED

CIVIL SERVICE CLASSIFICATION WORKING TITLE 

DIVISION/OFFICE/UNIT SPECIFIC LOCATION ASSIGNED TO 

COLLECTIVE BARGAINING IDENTIFIER WORK WEEK GROUP CONFLICT OF INTEREST CLASSIFICATION? 

☐ YES   ☐  NO
FINGERPRINTS/BACKGROUND CHECK REQUIRED 

☐ YES   ☐  NO
BILINGUAL POSITION 

☐ YES   ☐  NO
POSITION NUMBER (Agency-Unit-Class-Serial) 

GENERAL STATEMENT 

Candidate must be able to perform the following essential functions with or without reasonable accommodation. 
PERCENTAGE 
OF TIME 
SPENT 

% 

DUTIES 

ESSENTIAL JOB FUNCTIONS 

DIR HR 006A (REV. 11/20) 
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% (Continued) ESSENTIAL JOB FUNCTIONS (Continued) 

DIR HR 006A (REV. 11/20) 
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% (Continued) ESSENTIAL JOB FUNCTIONS (Continued) 

DIR HR 006A (REV. 11/20) 
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% MARGINAL JOB FUNCTIONS 

CONDUCT, ATTENDANCE, AND PERFORMANCE EXPECTATIONS 

SUPERVISION RECEIVED AND EXERCISED 
Supervision Received: 

Supervision Exercised: 

WORK ENVIRONMENT, JOB REQUIREMENTS, PHYSICAL ABILITIES REQUIRED FOR THE JOB (if applicable), 
AND PERSONAL CONTACTS: 

DIR HR 006A (REV. 11/20) 
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Work Environment: 

Special Requirements/Other Information: 

Physical Abilities: 

Additional Requirements/Expectations: 

Personal Contacts: 

ACKNOWLEDGMENTS: 
I have read and understand the duties listed above and I certify that I possess essential personal qualifications
including integrity, initiative, dependability, good judgement, and ability to work cooperatively with others; and 
a state of health consistent with the ability to perform the assigned duties as described above with or without 
reasonable accommodation. (If you believe reasonable accommodation is necessary, discuss your concerns 
with the hiring supervisor. If unsure of a need for reasonable accommodation inform the hiring supervisor, 
who will discuss your concerns with the Diversity and Inclusion Office).
DATE PRINT EMPLOYEE NAME EMPLOYEE’S SIGNATURE 

I certify this duty statement represents current and an accurate description of the essential functions of this position. I 
have discussed the duties of this position with the employee and provided the employee a copy of this duty statement. 
DATE PRINT SUPERVISOR NAME SUPERVISOR’S SIGNATURE 

HR APPROVAL DATE: C&P ANALYST’S INITIALS: 

DIR HR 006A (REV. 11/20) 


	CURRENT: Off
	PROPOSED: On
	CONFLICT OF INTEREST CLASSIFICATION: YES
	FINGERPRINTSBACKGROUND CHECK REQUIRED: NO_2
	undefined: Off
	undefined_2: On
	 Continued: 25%













10%







 







10%












	ESSENTIAL JOB FUNCTIONS Continued: Diversity and Inclusion (D&I) Coordination–Performs independent research of D&I requirements and utilize critical thinking to identify opportunities to implement D&I within DIR. Establishes performance metrics and benchmarks to track and measure effectiveness of DIR's D&I efforts. Gathers and evaluates D&I related data sets. Writes D&I related reports with analysis of deficiencies and recommendations to promote a more diverse and inclusive workplace. Develop, plan and implement  D&I outreach and education activities and events for DIR staff to increase engagement and awareness. Evaluates survey data and researches programs in comparable organizations to improve D&I program. Supports D&I Officer and D&I Manager to administer D&I program. Provides guidance and support to the Diversity and Inclusion Committee (DIC), Disability Advisory Committee (DAC) and Persons with Disabilities Program. Fills in for vacant DIC and DAC officer positions on occasion. 


Workforce Development and Analysis and Upward Mobility–Performs independent research, and conducts studies to determine workforce development needs. Prepares reports, and recommends implementation procedures for DIR's Upward Mobility needs. Supports the D&I Officer and D&I Manager on administering DIR's Upward Mobility applications and makes recommendations on upward mobility applications. Works in collaboration with HR staff in tracking statistical information in hiring and selection, which includes monitoring underutilization of protected groups. Collaborates with D&I Officer and D&I Manager on the completion of the Department's annual Workforce Analysis report and its submittal to CalHR. Participates on DIR's Limited Examination and Appointment Program (LEAP) team, assessing the qualifications and skills of job applicants with disabilities per current regulations. Researches for and develops DIR's workforce development plan using a variety of data sources, prepares and disseminates report findings, and monitors DIR's efforts to attain recommended goals.


Bilingual Services - Provides support in managing the biannual survey to assess and analyze DIR’s compliance with the Dymally-Alatorre Bilingual Services Act. Tabulates and analyzes survey statistics, evaluates status of materials requiring translation, and assesses needs of non-English speaking people served by each local office in accordance with reporting requirements. Tracks the development and monitors the progress on detailed action and implementation plan on how DIR will address deficiencies; defines DIR's procedures for accepting and resolving complaints; and outlines how DIR will comply with federal or state laws requiring linguistically accessible services to the public.  Reports to D&I Officer, D&I Manager and DIR Executive staff and management on action and implementation plan progress and develops solutions to address any deficiencies in the plan.



	 Continued_2: 10%












	ESSENTIAL JOB FUNCTIONS Continued_2: Training and Education–Provides support in overseeing the development and implementation of training programs designed to ensure compliance with relevant EEO laws, rules, and regulations. Researches and prepares curriculum, presentations, course materials, articles and handouts. Assists in planning, implementing, coordinating and delivering EEO, diversity and inclusion related training. Performs research and evaluations on outside vendors for the development of the curriculum.  Develops and presents recommendations to the D&I Officer on policies related to training requirements as mandated by law. Identifies training solutions designed to promote departmental objectives, including diversity, inclusion, and a diverse workforce. Reviews the development and amendments of departmental policies and procedures associated with all EEO programs and assists in ensuring employees are properly trained and informed of these policies. Advises D&I Officer and D&I Manager regarding a variety of current, proposed, and amended EEO related laws, rules, and regulations.
	CONDUCT ATTENDANCE AND PERFORMANCE EXPECTATIONSRow1: This position requires the incumbent to maintain acceptable, consistent and regular 
attendance at such level as is determined by business needs; communicate effectively (orally and in writing if both appropriate) in dealing with the public and/or other employees; develop and maintain knowledge and skill related to methodologies, materials, tools, and equipment; complete assignments in a timely and efficient manner; and adhere to departmental policies and procedures regarding attendance, leave, and conduct. Must be regularly available and willing to work the hours the Department determines are necessary to meet its business needs. The incumbent may travel to various DIR locations throughout the State of California.  

The position is located in a cubicle setting in the DIR office located at 1750 Howe Avenue, in Sacramento, CA.
	DATE: 
	PRINT EMPLOYEE NAME: 
	DATE_2: 
	PRINT SUPERVISOR NAME: 
	HR APPROVAL DATE: 
	CP ANALYSTS INITIALS: 
	Supervision Received: Incumbent will work under the direction of the Diversity & Inclusion Manager. The incumbent may also receive direction from the Diversity & Inclusion Officer 
	Supervision Exercised: No supervising duties.
	WORK ENVIRONMENT: The incumbent will work in a cubicle with natural and artificial lighting in an air-conditioned office building with elevator access. Partial telework is available.
	SPECIAL REQUIREMENTS/OTHER INFORMATION: The incumbent must demonstrate the ability to establish and maintain cooperative working relationships with staff at all levels both within and outside of DIR to complete work assignments. The incumbent must demonstrate the ability to use the Internet, email, desktop applications and presentation software to complete assignments.
	PHYSICAL ABILITIES: The ability to use a computer, telephone, and other office equipment such as copiers and scanners is necessary. The incumbent will be required to travel occasionally. Some lifting, bending, and stooping may be required. No other specific physical abilities are required. 
	ADDITIONAL REQUIREMENTS/EXPECTATIONS: The incumbent must handle sensitive and confidential materials and matters in a professional manner and establish cooperative working relationships with others.
	PERSONAL CONTACTS: The incumbent will have daily contact with other staff within the DIR Diversity & Inclusion Office, and also has contact frequently with staff in other DIR Divisions and Units. 
	CIVIL SERVICE CLASSIFICATION: Associate Governmental Program Analyst
	WORKING TITLE: Diversity and Inclusion Analyst
	DIVISIONOFFICEUNIT: Office of the Director - Diversity & Inclusion Office
	SPECIFIC LOCATION ASSIGNED TO: Sacramento
	COLLECTIVE BARGAINING IDENTIFIER: R01
	WORK WEEK GROUP: 2
	Text1: Under the direction of the Diversity and Inclusion (D&I) Manager, Staff Services Manager I (SSM I), the Associate Governmental Program Analyst (AGPA) is responsible for providing support to the Diversity and Inclusion Office for the Department of Industrial Relations (DIR).  The analyst will conduct investigations of Equal Employment Opportunity (EEO) complaints and will assist with coordinating department diversity and inclusion efforts. The analyst will develop and evaluate program policies and procedures and provides recommendations for EEO, upward mobility, bilingual services, workforce development and analysis, and employee engagement. 
	DUTIES ESSENTIAL JOB FUNCTIONS: Equal Employment Opportunity–Develops, evaluates, and updates EEO policies and programs to support and promote a discrimination-free workplace. Researches information for the EEO program and strategically plans implementation options to ensure compliance with applicable laws and regulations. Supports D&I Manager and  D&I Officer in developing and advocating DIR's position on EEO issues to outside compliance agencies concerning discrimination charges. Investigates EEO complaints under the guidance of the D&I Manager and D&I Officer. Interviews complainants, respondents and witnesses, gathers evidence, evaluates complaint details, and researches applicable laws and policies. Writes investigation reports detailing complaint background, presenting evidence, analyzing allegations of EEO policy violations, rules & regulations, formulating recommendations to determine if violations have occurred. Presents case findings and recommendations for resolution to the D&I Manager and D&I Officer. Communicates with staff involved in complaints verbally and in writing while maintaining a high level of confidentiality, professionalism and impartiality.  
	PERCENTAGE OF TIME SPENT: 40%
	fill_2: 5%
	MARGINAL JOB FUNCTIONS: Other Duties –Other assignments, duties and special projects as required based on operational needs of the Department and the Diversity and Inclusion Office. 
	POSITION NUMBER AgencyUnitClassSerial: 400-103-5393-144


