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PALOMAR COMMUNITY COLLEGE DISTRICT 
 

Classification Title:  Manager, Equal Employment Opportunity and Compliance 
 

Department:  Human Resource Services 
 

FLSA Status: Exempt 
 

Staff Category:  Administrative Association (Classified Administrator) 
 

Salary Range: 60 

Supervision Received From: Assistant Superintendent/Vice President, Human 
Resource Services 
 

Original Date: August 2016 

Supervision Given:  Assigned classified, hourly, and volunteer staff in Human 
Resource Services 
 

Last Revision: N/A 

Class specifications are intended to present a descriptive list of the range of duties performed by employees in 
the class.  Specifications are not intended to reflect all duties performed within the job. 

 
 
JOB SUMMARY. 
 
Manages, plans, analyzes, develops, implements, and conducts the full range of state-mandated functions associated 
with the development and administration of collective bargaining agreements and employer/employee relations, equal 
employment opportunity programs, discrimination/harassment complaint resolution, and classification systems and 
employee compensation.  May supervise assigned staff. 
 
 
DISTINGUISHING CHARACTERISTICS. 
 
The Manager, Equal Employment Opportunity and Compliance is a classified administrator reporting to the Assistant 
Superintendent/Vice President, Human Resource Services. This classification is distinguished from the Manager, Human 
Resource Services classification in its responsibility for directing the District’s equal employment opportunity plans, 
programs, and services and functioning as the District’s Deputy Title IX Coordinator, whereas the latter class is 
responsible for directing the daily operations of the Human Resource Services department. 
 
 
ESSENTIAL AND MARGINAL FUNCTION STATEMENTS. 
 
Essential responsibilities and duties include the following: 
 
1. Ensures compliance of assigned areas of Human Resource Services in accordance with federal, state, and local laws 

and regulations, accreditation requirements, Governing Board policies and procedures, District plans, and collective 
bargaining agreements; administers the District’s Equal Employment Opportunity Plan and related diversity efforts; 
facilitates the District’s Equal Employment Opportunity Advisory Committee; serves as the District’s Deputy Title IX 
Coordinator.  

 
2. In collaboration with other District employees, coordinates and/or facilitates mandatory compliance training efforts, 

including but not limited to Title IX, Title VII, and the Violence Against Women Act (VAWA); investigates and resolves 
unlawful discrimination, sexual harassment, and Title IX complaints.  

 
3. Develops, administers, and implements of the District’s comprehensive Staffing Master Plan and Equal Employment 

Opportunity Plan; assists the Manager, Human Resource Services in developing the Human Resource Services 
department’s Program Review and Planning reports and service area outcomes; supports the institutional self-
evaluation process for reaffirmation of accreditation by coordinating the response to accreditation standards involving 
human resources and developing and providing information and data relative to assigned areas of responsibility. 

 
4. Manages, develops, and maintains the District’s classification systems for applicable academic and classified 

employee units; oversees classification, reclassification, and compensation of permanent positions; coordinates 
classification studies and selection of consultants to perform classification work. 

 
5. Conducts salary surveys and recommends placement of classifications on District salary schedules; analyzes survey 

data and presents related recommendations to District employees; responds to compensation surveys submitted by 
external agencies. 
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6. Performs full supervisory activities, subject to management concurrence and in accordance with applicable District 

policies, which includes: selecting and training new employees; planning, assigning, scheduling, and evaluating 
completed work; approving overtime/compensatory time; preparing and signing employee performance evaluations; 
recommending salary reclassifications; responding to grievances and taking appropriate disciplinary action; and 
performing related supervisory activities. 

 
7. Assists with and participates in staff development activities, District and human resources initiatives and 

administrative processes, including, but not limited, to training and staff development, labor relations, grievances 
and/or complaints; develops policies, procedures, class specifications, and other human resources documentation as 
assigned by the Assistant Superintendent/Vice President, Human Resource Services. 

 
8. Assists with conducting investigations of and responding to complaints regarding unlawful discrimination and sexual 

harassment in accordance with applicable laws, regulations, and District policies and procedures. 
 
9. Serves as the District’s Deputy Title IX Coordinator; provides assistance and back-up to the oversight of the District's 

efforts to comply with the legal and regulatory requirements of Title IX; in conjunction with other District employees, 
develops, recommends, and ensures policies, procedures and training programs for Title IX and California Assembly 
Bill 1825 compliance; coordinates the investigation and resolution of Title IX complaints. 

 
10. Serves as a resource to the District in the interpretation and application of complex human resources laws, policies, 

procedures, regulations, and collective bargaining agreements. 
 
11. Responsible for conducting, researching, and analyzing data and creating, maintaining, and revising documents and 

statistical reports related to assigned areas of responsibility. 
 
12. Coordinates selection, training, and assignment of employees serving as District Compliance Officers to monitor 

recruitment and selection activities; provides training to selection committee members.  
 
13. Works closely with the Manager, Human Resource Services on recruitment, selection, job classification, 

compensation, personnel actions, labor relations, and other areas of responsibility to ensure compliance with federal, 
state, and local laws, Governing Board policies, collective bargaining agreements, and the District’s Equal 
Employment Opportunity Plan. 

 
14. Serves as a liaison to human resources staff at other institutions; responds to external requests for information related 

to assigned areas of responsibility. 
 
15. May participate in labor negotiations, and assists with the preparation and administration of collective bargaining 

agreements, including contract interpretation and contract resolution; participates in the development of District 
positions for collective bargaining with both academic and classified bargaining units. 

 
16. Researches, analyzes, and develops issues and proposals as part of the collective bargaining process; attends 

negotiation sessions; participates in strategy sessions upon request; assists with labor relations, including analyzing 
data and presenting related recommendations to negotiations teams. 

 
17. May recommend and implement procedures for the collection and analysis of data related to state-mandated cost 

reimbursement; provides training to District employees in state-mandated cost procedures; coordinates and 
communicates with internal and external parties regarding state-mandated cost recovery. 

 
18. Makes presentations to negotiating teams, executive administrators, planning councils, and the Governing Board on 

issues related to collective bargaining, classification, compensation, and other topics relative to assigned areas of 
responsibility. 

 
Marginal Functions: 
 
1. Participates in/on a variety of committees, task forces, boards, meetings, and/or other related groups in order to 

receive and/or convey information. 
 
2. Participates in shared governance through service on planning and/or operations committees and task forces. 
 
3. Travels to other District locations and attending professional meetings. 

 



 

3 

 
4. Performs related duties and responsibilities as required. 

 
 
QUALIFICATIONS. 
 
Knowledge of: 
 
1. Principles and practices of public sector and/or educational human resources administration, policies, and 

procedures. 
 
2. Principles of classification of positions and compensation. 
 
3. Local, state, and federal regulations, including terminology and processes, applicable to human resources, employment, 

investigations, and labor relations. 
 

4. Federal and state laws and regulations pertaining to equal employment opportunity, discrimination, sexual 
harassment, Title IX, and the Americans with Disabilities Act. 

 
5. Principles of researching, implementing, and coordinating training programs. 

 
6. Principles of public sector employer-employee relations and collective bargaining in California. 
 
7. Techniques and methodologies for conducting research and surveys related to classification, compensation, and labor 

relations. 
 
8. Methods and concepts of statistical analysis. 
 
9. Principles and practices of sound business communication in a college environment, including business letter writing and 

report preparation. 
 
10. Correct English usage, including spelling, grammar, and punctuation. 
 
11. Advanced use of word processing, spreadsheet, database, and presentation software; integrated data management 

systems; and other standard software utilized to create complex documents, reports, presentation, and materials and 
maintain complex data. 

 
12. Interpersonal skills using tact, patience and courtesy. 
 
13. Principles and practices of administration, supervision, and training. 
 
Ability to: 
 
1. Conduct unbiased investigations, adhering to appropriate investigation techniques, methods, laws, and regulations. 

 
2. Perform responsibilities of a Title IX Coordinator as required by federal law. 
 
3. Perform a variety of professional, technical, confidential, and analytical human resources functions with independent 

judgment and discretion and minimal guidance and supervision. 
 

4. Identify significant human resources issues and formulate reasonable conclusions and effective recommendations. 
 
5. Determine methodologies and obtain data necessary to evaluate solutions to complex problems and issues with 

multiple variables; present solutions in a clear, concise, and accurate manner. 
 
6. Research, analyze, and prepare clear, concise, and complex reports, recommendations, and presentations; make 

effective presentations to groups; ensure accuracy in all documents, reports, and correspondence. 
 
7. Communicate effectively, tactfully, and diplomatically with all organizational levels and others outside of the 

organization to gather information, explain policies and procedures, and to persuade others to accept or adopt 
recommendations. 
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8. Organize, set priorities, and take initiative within areas of responsibility. 
 
9. Operate office equipment including computers and supporting word processing, spreadsheet, database, presentation, 

and integrated data management system software. 
 
10. Effectively manage, train, supervise, and evaluate assigned personnel. 
 
 
Experience and Education/Training Guidelines: 
 
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  In 
most cases the background required would be: 
 
Experience: 
 
Five years of increasingly responsible professional human resources experience involving equal employment opportunity 
programs, including two years of administrative and supervisory responsibility.  
 
Education/Training: 
 
A bachelor’s degree from an accredited institution in human resources, business administration, public administration, 
industrial relations, or a related field. 
 
Preferred Qualifications: 
 
1. Experience conducting investigations of unlawful discrimination and sexual harassment. 

 
2. Experience administering classification and compensation programs. 

 
3. Professional-level experience in labor negotiations/collective bargaining and contract administration. 
 
License and/or Certificate: 
 
Possession of, or ability to obtain, an appropriate, valid California driver’s license by time of appointment. 
 
 
WORKING CONDITIONS. 
 
Environmental Conditions: 
 
Office environment, exposure to computer screens, noise and electrical energy, extensive use of computer keyboard and 
mouse, extensive contact with faculty, staff and students. 

 
Physical Conditions 
 
Essential and marginal functions require maintaining physical condition necessary for walking, standing, and sitting for 
extended periods of time.  Must be able to travel between District locations. 


