
 
 

                     CITYWIDE JOB VACANCY NOTICE 
 

The Equal Employment Practices Commission (EEPC) is the independent monitor of the City of New York’s employment practices. The 

Commission monitors and evaluates the employment programs, practices, and procedures of city agencies to ensure that they maintain 

effective equal employment opportunity (EEO) programs for all who are employed by or seek employment with New York City government. 

 

Civil Service Title: Research Assistant Level: 1 

Title Code No:       60910 Salary:   $38,303 ($44, 048 incumbent) - $57,959  

Office Title:           Research Assistant Work location:  New York, NY 

Division/Work Unit: Equal Employment Practices Commission Number of Positions:  1 

Hours/Shift: Monday - Friday 9 AM - 5 PM 

General Statement of Duties and Responsibilities 

The Research Assistant assists in performing research and analysis in the area of employment practices within the 

framework of the Charter mandate of the Equal Employment Practices Commission. 

Duties and Responsibilities for this position include, but are not limited to: 

 Assist in researching and analyzing quantitative and qualitative data. 

 Assist in performing a variety of research, including, but not limited to EEO, human resources and legal topics.  

 Assist in the analysis of data with the ability to draw conclusions. 

 Review and assess specific components of agencies’ EEO Programs to support research objectives (i.e., recruitment and 

selection systems; civil service lists and titles; complaint and investigation systems; reasonable accommodations and 

facility accessibility). 

 Assist in the production of visual materials for research reports and presentations. 

 Generate and maintain records of information obtained during research. 

 Perform various duties as needed to successfully fulfill the function of the position. 

 
Preferred Skills 

1. Experience in research and analysis in the area of equal employment practices. 

2. Experience in development and analysis of affirmative action plans, and availability data. 

3. Experience analyzing data for design and development of databases. 

4. The ability to produce high quality presentations and analyses upon request. 

5. Strong analytical, research and organization skills, as well as excellent written and oral skills. 

Qualification Requirements 
1. A baccalaureate degree from an accredited college and six months of satisfactory full‐ time experience in research which 

involves gathering, organizing and analyzing data, and report writing; or  

2. An associate degree from an accredited college, or completion of 60 semester credits at an accredited college, and two years 

and six months of satisfactory full-time experience in research which involves gathering, organizing and analyzing data, and 

report writing;  or 

3. A four-year high school diploma or its educational equivalent and four years and six months of satisfactory full-time 

experience in research which involves gathering, organizing and analyzing data, and report writing;  or 

4. Education and experience equivalent to ʺ1ʺ, ʺ2ʺ, or ʺ3ʺ above. Undergraduate college credit can be substituted for 

experience on the basis of 30 semester credits from an accredited college for one year of full‐time experience. Completion of 

nine credits, at the college or graduate school level, in statistics, quantitative methods, mathematics, or research can be 

substituted for six months of the required experience. However, all candidates must possess a four‐year high school 

diploma or its educational equivalent and at least six months of required experience or the nine specialized credits 
 

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. 

To Apply: Send Cover letter, resume, and salary requirements to 

Equal Employment Practices Commission 

Attention: Judith Quiñonez  jquinonez@eepc.nyc.gov 

The City of New York and Equal Employment Practices Commission is an Equal Opportunity Employer 

Post Date: 3/7/2014 Post Until: FILLED JVN: 133-2014-01 
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