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Classification Specification
	

	
	2321300

	
	CIVIL RIGHTS SPECIALIST III



Class Summary

The responsibilities of this classification include investigating, mediating, resolving and monitoring complex, multi-faced cases of employment, public accommodation and housing discrimination complaints.  Incumbents have on-going lead responsibilities for less experienced staff. 
Distinguishing Characteristics 
This is the third of a three-level Civil Rights Specialist classification series. Incumbents in this classification work under general supervision.  All incumbents provide information to the public and to King County agencies, and determine how to best reach target audiences.  Civil Rights Specialist IIIs perform lead duties and handle the most complex cases, conduct mediations, and provide training to County agencies, the public and other specialists.
Examples of Duties (May vary by position)

1. Perform intake of new complaints. Interview complainants, draft complaints, analyze the information, determine jurisdiction and inform the respondent of the complaint. Ensure that correct materials and information are sent to the respondent. Analyze the respondent’s answer to the complaint.

2. Conduct fact-finding/resolution meetings and use other methods to encourage early resolution of complaints.

3. Prepare and implement investigation plans. Determine the overall framework of investigation, involving necessary witnesses, documents, research and other pertinent information that will aid in the investigation.

4. Handle correspondence; write letters. Interview complainants, respondents and witnesses. Record interviews. Perform on-site investigations and examine related documents.

5. Analyze all information related to the investigation. Compare the treatment of charging parties against similarly situated individuals. Write an investigative report/case analysis on the findings of the investigation. Facilitate the resolution of disputes. Negotiate settlements and conciliations and monitor settlement agreements.

6. Maintain and update case load files. Advise the Civil Rights Enforcement Lead and/or Manager of the status of cases.

7. Educate and perform outreach through written materials, training seminars and one-on-one settings.

8. Perform a limited number of supervisory duties and serve as resource person to other specialists. May coordinate team projects that include less experienced specialists.

9. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge of civil-rights case law legislation and its application to employment, public accommodation, housing and disability-accommodation issues

Knowledge of civil-rights agencies’ practices

Knowledge of King County government, structure and functions

Knowledge of computer applications

Knowledge of supervisory duties

Skill in communicating orally and in writing
Skill in managing large civil-rights case loads under competing and strict deadline pressures

Skill in conducting non-biased investigations

Skill in making civil-rights presentations to diverse groups

Skill in writing complex multi-faceted reports and findings

Skill in making decisions under pressure

Skill in conducting research and analysis involving court decisions, comparable situations and evidentiary information

Skill in conducting detailed interviews with a wide range of individuals under stress, including uncooperative persons with complex unresolved issues

Skill in working productively in a stressful and heavy-workload environment

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	Civil Rights Specialist I, II, III
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