
CALIFORNIA PRISON INDUSTRY AUTHORITY 
DUTY STATEMENT 
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1. Institution/Division/Office: 2. Unit/Industry/Enterprise: 

3. Classification Title: 4. Proposed Incumbent (if known): 

5. Current Position Number (Agency-Unit-Class-Serial): 6. Effective Date: 

7. Briefly (1 or 2 sentences) describe the position’s organization setting and major functions: 

8. Work Schedule:
9. Percentage (%) of 

time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

ESSENTIAL FUNCTIONS 

(Continued on Page Two) 
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9. Percentage (%) of 
time performing 
duties: 

10. Indicate the duties and responsibilities assigned to the position and the percentage (%) of time spent for each. Group 
related tasks under the same percentage (%) with the highest percentage (%) listed first. 

MARGINAL FUNCTIONS 

ADDITIONAL EXPECTATIONS 

11. SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 

12. DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT:

PRINT EMPLOYEE NAME: EMPLOYEE SIGNATURE: DATE: 

PRINT MANAGER/SUPERVISOR NAME: MANAGER/SUPERVISOR SIGNATURE: DATE: 

HR APPROVAL: 


	1 InstitutionDivisionOffice: Central Office / Executive Division
	2 UnitIndustryEnterprise: Equal Employment Opportunity
	3 Classification Title: Staff Services Manager I (Specialist)
	4 Proposed Incumbent if known: Vacant
	5 Current Position Number AgencyUnitClassSerial: 063-020-4800-002
	6 Effective Date: 
	7 Briefly 1 or 2 sentences describe the positions organization setting and major functions: Under the general direction of the General Manager, the incumbent acts as the Equal Employment Opportunity (EEO) Officer for the department and is directly responsible for monitoring, assessing, coordinating, and managing all EEO-related programs and services including discrimination complaint process and investigations, sexual harassment prevention coordinator, workforce analysis, upward mobility program, disability advisory committee, limited examination and appointment program, religious accommodation, and bilingual services program.
	8 Work Schedule: Monday – Friday, 8:00am-5:00pm 
	12 DATE SUPERVISOR PROVIDED EMPLOYEE WITH A COPY OF THE DUTY STATEMENT: 
	PRINT EMPLOYEE NAME: Vacant
	DATE: 
	PRINT MANAGERSUPERVISOR NAME: Wiliam Davidson
	DATE_2: 
	HR APPROVAL: BL 12/23/24
	ESSENTIAL FUNCTIONS: Ensures the Department complies with all EEO-related federal, state, and control agency laws, policies, rules, and regulations. Investigates all discrimination and sexual harassment complaints; conducts interviews; prepares reports which include documentation of findings, analysis of findings, development of conclusions and recommendation for appropriate actions; prepares letters and memoranda advising of investigative findings; investigates and/or responds to Civil Rights Department (CRD) and EEO Commission (EEOC) complaints of discrimination and related document requests; facilitates and mediates disputes on policies and procedures; responsible for defining, establishing, and/or conveying the department’s position or intent on sensitive issues and policy. Objectively monitors and assesses the department’s personnel policies and practices; recommends administrative changes to prevent discrimination and to continuously facilitate equal employment opportunity; provides agency-wide leadership to achieve equal employment opportunity in every aspect of employment; advises staff and management in the development, implementation, and maintenance of discrimination-free policies, procedures and practices; ensures a work environment free from discrimination; monitors the agencies’ recruitment, examination, hiring, and retention policies and procedures to ensure that no non-job-related barriers or discriminatory practices exist.Responds to management and employee concerns and problems under confidential conditions; provides consultation and assistance to all managers and supervisors in understanding and implementing the Department’s EEO program and its mandates; identifies and analyzes repetitive EEO issues; develops and updates EEO policies and procedures as needed; manages the Department’s use of the Discrimination Complaint Tracking System; and develops and/or conducts Discrimination and Sexual Harassment Prevention and Discrimination Complaint process training for all employees and CALPIA contractors. Oversees and is responsible for the review and approval of all Religious Accommodation requests and evaluates appeals of Reasonable Accommodation (medical).Coordinates the department’s Upward Mobility Program, develops goals and timetables; performs the Annual Workforce Analysis; coordinates the department’s bilingual services program including performing language surveys, and performs Qualified Appraisal Panel (QAP) analysis as needed. Oversight of the Department’s Disability Advisory Committee. Acts as the department’s limited examination and appointment program (LEAP) Coordinator.
	9: 
	 Percentage (%) of time performing duties1: 50%30%15%
	 Percentage (%) of time performing duties2: 5%

	MARGINAL FUNCTIONS: Represents CALPIA Executive Staff to external agencies, public groups, and high-level administrators on the topic of EEO and Civil Rights. 
	ADDITIONAL EXPECTATIONS: 


