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JOB VACANCY NOTICE 

                                                                                  

Job Description                     
The New York City Commission on Human Rights (the Commission, or the Agency) is the agency 

charged with enforcing the New York City Human Rights Law (NYCHRL) – one of the most 

expansive civil rights laws in the nation. Through its Law Enforcement Bureau (LEB), the 

Commission accepts claims filed by the public, and has the power to initiate its own investigations to 

affirmatively root out discrimination, harassment, retaliation and other violations of the NYCHRL. 

The Commission’s Community Relations Bureau (CRB) is empowered to take action against 

prejudice, intolerance, bigotry, discrimination and bias-related violence or harassment through 

education, trainings, outreach efforts, and other mechanisms aimed at creating partnerships and 

relationships with stakeholders in the community. Both bureaus collaborate closely to work towards 

the shared goal of fostering mutual understanding and respect among all New Yorkers and 

encouraging equality of treatment throughout the City. The Office of the Chair (OC) oversees the 

Commission’s policy, regulatory, legislative, and adjudicatory functions, liaises with City agencies, 

City Hall, the City’s Law Department, and elected officials on policy matters, and advances the 

Commission’s agenda through the development and implementation of strategic policy initiatives.  

 

The EEO/Policy Counsel’s primary role will be to manage the Agency’s Equal Employment 

Opportunity (“EEO”) work, which includes managing the Agency’s EEO team, ensuring Agency 

compliance with the Citywide EEO Policy, analyzing and implementing reasonable accommodations, 

processing EEO complaints, and undertaking and exploring creative and innovative ways to promote 

equity and inclusion at the Agency. In addition to the EEO role, the EEO/Policy Attorney will work on 

policy matters within the Office of the Chair that may include drafting legal enforcement guidance, 

proposing rules and regulations, researching, drafting, and editing proposed legislation, working with 

City Hall and City agencies on policy development and projects, and collaborating with community 

stakeholders, other government agencies, and elected officials on proposed legislation amending the 

NYCHRL and policies relating to the NYCHRL. The EEO/Policy Attorney will report to the Chief of 

Staff and work collaboratively with the Office of the Chair (“OTC”), the Office of the General 

Counsel (“GC”), and the Human Resources (“HR”) team to fulfill the requirements of the position.  

 
General Duties and Job Description: 

• Manage and supervise the Agency’s EEO Team in their designated functions at the Commission 

which currently consists of two accommodations officers, a recruitment strategist, a training liaison, 

a 55-A coordinator, and a disability rights coordinator.  

• Ensure compliance with the Citywide EEO Policy, including without limitation: 

• Informing staff of their rights and obligations under the EEO Policy; 

CIVIL SERVICE TITLE:   

EXECUTIVE AGENCY COUNSEL 

LEVEL:   M1 

TITLE CODE NO: 95005 SALARY:  $54,643-$95,000 

OFFICE TITLE:  EEO/POLICY COUNSEL WORK LOCATION: VARIOUS 

DIVISION/WORK UNIT: OFFICE OF THE 

CHAIR 

NUMBER OF POSITIONS: 1 

HOURS/SHIFT: DAY, 9-5; ON OCCASION, CANDIDATES WILL BE REQUIRED TO WORK 

EVENINGS AND/OR ON WEEKENDS TO SUPPORT THE DUTIES OF THE POSITION. 



 

• Implementing internal trainings to promote equity and inclusion at the agency and ensure that all 

staff understand internal EEO processes, including how to file EEO complaints and request 

reasonable accommodations at the Agency;  

• Supervising the submission of quarterly diversity reports to DCAS, City Council, and the Equal 

Employment Practices Commission; 

• Drafting and submitting the yearly Diversity Plan; 

• Complying with and responding to EEPC audits and ensuring implementation of the resulting 

recommendations; 

• Collaborating with the Commission’s HR team to gather demographic information about current 

staff and relevant applicant pools for vacant positions and analyze existing areas of 

underutilization; 

• Supervising and managing the recruitment committee and ensuring that the recruitment strategies 

are directly responsive to underutilization identified by DCAS as well as diversity needs/concerns 

identified internally;   

• Engaging in Citywide EEO trainings and participating in DCAS EEO best practices meetings; and 

• Ensuring compliance with local City, State, and Federal EEO laws and staying up-to-date on 

evolutions of relevant law and requirements. 

• Supervise and implement the procedure for processing and considering requests for reasonable 

accommodations, including supervising the accommodations officers, engaging in and reviewing 

cooperative dialogues with employees and applicants requesting accommodations, providing written 

notifications to those seeking accommodations as required by law, and working collaboratively with 

HR and the GC’s office to provide reasonable accommodations. 

• Conduct investigations into allegations of discrimination and/or harassment involving any protected 

class as defined by the City's EEO Policy and relevant laws, including: (1) investigating internal 

allegations of discrimination and/or harassment; (2) gathering and preparing relevant documents, 

witness statements, and written investigation reports summarizing findings; and (3) offering 

analysis, determinations, and recommendations for approval from the Head of the Agency.  

• Perform all other EEO functions as required.   

• Draft legal guidance, rules, regulations, outreach materials, and other information for Commission 

stakeholders. 

• Draft, edit, and provide feedback on proposed legislation. 

• Work with Communications Department on all outreach materials and campaigns. 

• Research legislative histories, legislative proposals, policy issues, and laws. 

• Work collaboratively with community stakeholders and government agencies in considering legal 

guidance, rules, regulations, and changes in policy.   

• Develop educational materials including “Know Your Rights” trainings and “Know Your 

Responsibilities” trainings. 

• Collaborate with the Commission’s LEB to provide research support on specific areas of the law. 

• Represent the Commission at community events, speaking engagements, and at bar associations. 

• May serve as lead attorney on specialized projects concerning an area of developing law, procedure 

or policy guidance. 

• Perform all duties as needed to advance the work of the Office of the Chair. 

 

Qualification Requirements 

 
Admission to the New York State Bar; and four years of recent full-time responsible, relevant, 

satisfactory legal experience subsequent to admission to any bar, eighteen months of which must have 

been in the supervision of other attorneys, in an administrative, managerial or executive capacity, or 

performing highly complex and significant legal work. 



 

Preferred Skills 

 

• Strong relationships with organizations and groups serving diverse communities in the City 

and five years’ experience working with some of the following people and communities: low-

income tenants, recipients of public assistance, immigrants; people of color; people with 

limited English proficiency; people living with HIV/AIDS; lesbian, gay, bisexual and/or 

transgender people; people with disabilities; people with accommodations issues related to 

pregnancy, disability or religion; and people with criminal or arrest histories. 

• Prior EEO-related experience, preferably within the City system.  

• Must be well-organized, assertive, and able to work independently and collaboratively on a 

team. 

• Strong work ethic. 

• Excellent attention to detail and organizational skills. 

• Strong oral and written communication skills. 

• Strong people skills and leadership skills. 

• Familiarity with the NYCHRL. 

• Fluency in a language other than English, preferably one common in New York City. 

• Demonstrated commitment to public service and strong work ethic. 

• Ability to engage with diverse members of the public in a culturally competent manner.  

 

 

 

To Apply 
 

For City employees: Go to Employee Self-Service (ESS) - www.nyc.gov/ess and search for  

Job ID# 347627 

 

For all other applicants: Go to www.nyc.gov/careers and search for Job ID# 347627 

 

Submission of a resume is not a guarantee that you will receive an interview. Only those candidates 

under consideration will be contacted. 

 

New York City Residency is Required Within 90 Days of Appointment.  

New York City residency is generally required within 90 days of appointment. However, City 

Employees in certain titles who have worked for the City for 2 continuous years may also be 

eligible to reside in Nassau, Suffolk, Putnam, Westchester, Rockland, or Orange County. To 

determine if the residency requirement applies to you, please discuss with the agency representative 

at the time of interview. 
 

 

THE NYC COMMISSION ON HUMAN RIGHTS IS AN 

EQUAL OPPORTUNITY EMPLOYER 

POST DATE:  05/31/18     POST UNTIL:  06/13/18 


