EQUITY COORDINATOR

CLASS DESCRIPTION

General Responsibilities:

This is highly responsible professional, policy, and strategy work in the planning,
development and implementation of the Racial Equity and Social Justice Initiative. This
work is characterized by a high degree of self direction, knowledge, judgment, and
initiative in coordinating and overseeing a comprehensive civil rights and equity
programs in accordance with all applicable state and federal laws, City ordinances, and
professional standards. Under the general supervision of the Civil Rights Director, the
incumbent serves as a lead coordinator of the City’s Racial Equity and Social Justice
Team, participates in formulation and administration of equity and civil rights policies
and in the implementation of equity and civil rights issues.

Examples of Duties and Responsibilities:

Develop, administer, and implement city-wide policies and procedures involving racial
equity and social justice. Partner with public health and other agencies necessary to
collaboratively coordinate and implement the mission of the Racial Equity and Social
Justice Initiative (RESJI). Coordinate the activities and develop the structure of the
RESJI Team, including but not limited to the Strategy Team, Core Team, and Action
Teams.

Develop recommendations for the use of equity impact assessments, city and
departmental work plans, and city and departmental organizational structures related to
equity.

Develop and maintain equity work plan standards and establish a system for periodically
reviewing/updating these plans. Direct staff reviewing department plans for conformance
with the racial equity and social justice recommendations as well as affirmative action
rules and civil rights federal, state, and local laws.

Provide consultation and advice to Department and Division Heads, the Mayor’s Office,
and Common Council, regarding relevant policies and procedures for modification of
department/division policies, procedures and programs to increase racial equity and social
justice. Work with departments/divisions in budget development to ensure equity staffing
and budget levels are appropriate.

Assure compliance with established racial equity and social justice objectives city-wide.

Research, recommend, and implement strategies that are in line with emerging national
and local trends relating to racial equity and social justice.



Provide training to City of Madison employees and community about RESJI concepts and
structure. Assist in other Department of Civil Rights trainings as necessary, including
APM 3-5, New Employee Training, and Implicit Bias Training.

Partner with the Data Project Coordinator in the Finance department and assist in the
preparation and presentation of various analytic and statistical reports consistent with
assigned programmatic responsibilities. Use data and other sources to assess the
effectiveness of the RESJI.

Assist with city-wide Affirmative Action and Civil Rights needs. Assist with Civil Rights
planning and assure alignment with RESJI goals and objectives.

Perform related work as required.

QUALIFICATIONS

Knowledge, Skills and Abilities:

Thorough knowledge of social justice theory, implicit bias, discrimination, harassment,
historical sources of disparities, as well as individual, institutional, and structural racism
and oppression. Thorough knowledge of racial equity related policy and organization
development. Thorough knowledge of group dynamics and related facilitation skills.
Working knowledge of relevant public administration principles. Working knowledge of
process development and consensus building techniques. Working knowledge of policy
development and implementation. Working knowledge of the theories, laws, principles,
and practices of racial equity and social justice. Working knowledge of and ability to use
computer software applicable to the duties of the position. Knowledge of social justice
training and capacity building. Ability to use computers to draft a variety of
correspondence and reports, to conduct statistical analyses, and to conduct research.
Ability to conduct complex equity analysis, to develop work plans, and to actively
participate in program implementation. Ability to deal with complex information, to
identify problems, and to conduct relevant research and analysis and prepare narrative
and statistical reports. Ability to facilitate process development and consensus building.
Ability to facilitate discussion and consider opposing viewpoints. Ability to provide
strong leadership skills. Ability to coordinate multiple activities, communications, and
projects while maintaining strategic focus. Ability to work effectively as a part of a
diverse, multidisciplinary team and maintain harmonious relationships. Ability to develop
and maintain cooperative and effective working relationships with a variety of
individuals, groups, and organizations. Ability to identify process stakeholders, to foster
their involvement, and to reflect their respective positions in strategic process
recommendations. Ability to create and deliver effective trainings and presentations on
difficult topics. Ability to develop and make informational presentations in front of large
groups. Ability to communicate effectively both orally and in writing. Ability to prioritize
and organize work. Ability to support and advise policy bodies. Ability to assist in policy



and ordinance development. Ability to attend meetings outside of work hours, including
evening and weekends. Ability to maintain adequate attendance.

Training and Experience:
Generally, positions in this classification will require:

Three years of directly related professional experience in a responsible diversity,
inclusion, and/or racial equity social justice role which placed considerable emphasis on
racial equity, policy analysis/development and program/plan development and
administration. Such experience would normally be gained after graduation from an
accredited college or university with a Bachelor's Degree in Public Administration,
Business Administration, Sociology, ethnic studies, or a related field. Other combinations
of training and/or experience which can be demonstrated to result in the possession of the
knowledge, skills and abilities necessary to perform the duties of this position will also be
considered.

Specific training and experience requirements will be established at the time of
recruitment.

Special Requirements:

The incumbent will be expected to attend meetings and provide presentations outside the
normal work schedule, including evenings and weekends.

Department/Division Comp. Group Range

Civil Rights 18 10

Approved:

Brad Wirtz Date
Human Resources Director



