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FNSBSD JOB DESCRIPTION 

Job Title: EEO and Title IX Assistant 

Supervisor: Employment and Educational Opportunity Officer, 
Title IX Specialist 

Classification: Hourly, 
Non-Represented 

Days/Months: 12 months Grade: 4 
 
Job Summary 
The EEO and Title IX assistant provides confidential, technical, and administrative, support in 
the areas of EEO and Title IX discrimination, non-compliance complaints, and student discipline. 
Supports the development and coordination of diversity and inclusion programs across the 
district.  
 
Essential Job Functions 
Prepares and distributes meeting agendas, minutes, reports, forms; compiles statistical data, 
charts and graphs; and designs multimedia presentations and desktop publishing projects, 
which may include complex formatting.  
 
Supports the EEO officer and superintendent’s office in the development and implementation of 
diversity programs district wide.  
 
Manages the district’s online case management reporting software to include set up, testing, 
implementation, and troubleshooting. Collaborates with vendor regarding customization and/or 
upgrade requests.  
 
Coordinates various diversity committees by managing logistics, membership, agendas, event 
planning, and records maintenance.  
 
Provides support for local NAACP programs to include the Black History Month Contest and the 
African American Student Leadership Conference.   
 
Maintains the EEO and Title IX webpages.  
 
Assists with preparation and dissemination of federally required EEO reports.  
 
Maintains confidential files for the purpose of processing EEO and Title IX complaints to include 
internal complaints, litigation, student discipline, public complaints, and agency complaints. 
 
Compiles and maintains statistical data in order to develop the annual Affirmative Action Plan 
(AAP) report; serves as the point of contact for the district’s AAP software program.  
 
Contributes to the development and implementation of EEO and Title IX training for 
administrators and staff. Creates training materials and may assist in conducting training, as 
appropriate.  
 
Assists the EEO officer and Title IX specialist in conducting investigatory interviews and 
performing case-related research as needed.  
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Develops and maintains comprehensive compliance driven operating procedures for EEO, Title 
IX, and student discipline.  
 
Serves as the initial point contact for intake of complaints and requests for assistance 
 
Creates, maintains, and distributes reports, newsletters, brochures, flyers, and posters. 
Conducts research for preparation of materials. 
 
Maintains numerous complex databases that track EEO and Title IX information and statistics. 
 
Assists in the timely management of all EEO, Title IX, and student discipline communications, 
both written and oral, with a variety of constituents. Directs inquiries to appropriate 
department/person and handles calls if knowledgeable on subject under discussion. 
 
Maintains schedule of daily appointments, plans itineraries, and makes arrangements for 
necessary travel and lodging. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Standard office equipment, including personal computer, laptop, printer, multimedia, scanner, 
fax, copy, and 10-key calculator. 
 
Independent Decisions 
Independent decision-making as required to fulfill assignments related to composition of 
documents, collection and formatting of data, and communication of information appropriate to 
scope of authority.  
 
Primary Working Contacts 
Frequent contact with a variety of district wide and school personnel at all levels to facilitate the 
activities of the Fairbanks North Star Borough School District, as well as borough, state and 
federal agencies. Also, there is frequent contact with students, parents and the public.  
 
Responsibility for Cash, Equipment, Safety 
None. 
 
Supervision Received and Exercised 
Works under the direction of the EEO officer.  
 
Unusual Working Conditions 
May be necessary to attend committee meetings, trainings, or outreach events outside the 
standard work day. Specific tasks and constraints of meeting administrative or legal deadlines 
may cause demanding working conditions. Position deals with highly confidential and sensitive 
information on a regular basis.  
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
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The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all qualified individuals 
with physical and/or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. High school diploma or equivalent. 
2. A minimum of three (3) years of confidential administrative assistant experience. 
3. Exceptional computer skills. Comprehensive knowledge and advanced proficiency with 

the following software: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft 
Publisher, Visio, Google Docs, and Adobe Acrobat.  

4. Excellent written, oral, and interpersonal communication skills required; ability to 
communicate with a diverse population.  

5. Excellent problem solving skills.  
6. Must possess a high degree of skill and speed in typing. 
7. Understanding of and sensitivity to cultural and racial diversity. 
8. Extensive knowledge of English, spelling, punctuation and grammar. 
9. Strong communication and customer service abilities.  
10. Ability to handle situations involving conflict.  
11. Ability to use the internet for research and email/web mail for communications.  
12. Ability to maintain confidentiality, evaluate and prioritize work to keep several projects 

progressing to completion simultaneously with minimal directives and make logical 
decisions involving significant initiative, discretion, and judgment. 
 

The following is preferred: 
1. Two (2) years of progressively responsible experience in human resources, business 

administration, or closely related field. Familiarity with EEO issues strongly preferred. 
2. Associate’s degree or higher.  
3. Knowledge of Open Meetings Act guidelines.   

 
Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 


	FNSBSD JOB DESCRIPTION
	Job Summary

