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Under general direction of the Manager, Diversity Enrichment Program (DEP), serves in a journey level
professional Capacity performing complex specialized human resources administration duties; provides
journey level advice on professional employment and Career development counseling to DEP management,
the general public and State employees at DEP Job Forums; prepares documentation of activities in
accordance With the State Hispanic Employment Plan and participates in drafting and final preparation of
the Annual Report; consults With and serves as liaison between DEP and the CMS Bureau of Personnel In
the interpretation and adherence to the Personnel Code, Personnel Rules, and collective bargaining
agreements; analyzes, interprets, evaluates and determines information associated with the CMS
Classification Plan, Pay Plan and applicant assessment processes to provide effective skills match and career
counseling services and consultation to agency management, management of other State agencies and Job
Forum attendees; maintains information on career counseling activities on the CMS Job Applicant
Counseling and Career Development System. Translates functions, procedures and documents into Spanish
for individuals who cannot speak or read English.

25% 1. Provides journey level advice to agency management, staff of all agencies and the general public on
human resources Information related to the Diversity Enrichment Program; utilizing the CMS Classification
Plan, Pay Plan, and applicant assessment processes, provides effective skills match and career counseling
services at DEP Job Forums; ensures advice given adheres to the Classification Plan, the Personnel Code,
Personnel Rules and collective bargaining contracts; consults with the CMS Division of Examining and
Counseling, Upward Mobility Program and Tuition Reimbursement Programs to obtain current and revised
information on client services to maintain accurate information to be conveyed to Job Forum attendees.

25% 2. Conducts Job Forums statewide in communities and neighborhoods consisting of substantial protected
class populations; provides skills match and career counseling services to Forum attendees comparing
qualifications and career goals with the structure of the Classification Plan and applicant selection process to
recommend target titles best suited to the attendees; works in consultation with minority advocacy groups to
foster participation and support of the forums; disseminates· information on position availability, job posting
information, class specifications and other information materials to the general public; maintains career
counseling activities on the CMS Job Applicant Counseling and Career Development System; provides
follow uo services to Forum attendees.
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