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other similar organizational unit in-
cluding departmental or unit super-
vision.

(2) If there are separate work units or
lines of progression within a depart-
ment, a separate list must be provided
for each such work unit, or line, in-
cluding unit supervisors. For lines of
progression there must be indicated
the order of jobs in the line through
which an employee could move to the
top of the line.

(3) Where there are no formal pro-
gression lines or usual promotional se-
quences, job titles should be listed by
department, job families, or dis-
ciplines, in order of wage rates or sal-
ary ranges.

(4) For each job title, the total num-
ber of incumbents, the total number of
male and female incumbents, and the
total number of male and female in-
cumbents in each of the following
groups must be given: Blacks, His-
panics, Asians/Pacific Islanders, and
American Indians/Alaskan Natives.
The wage rate or salary range for each
job title must be given. All job titles,
including all managerial job titles,
must be listed.

§60-2.12 Job group analysis.

(a) Purpose: A job group analysis is a
method of combining job titles within
the contractor’s establishment. This is
the first step in the contractor’s com-
parison of the representation of mi-
norities and women in its workforce
with the estimated availability of mi-
norities and women qualified to be em-
ployed.

(b) In the job group analysis, jobs at
the establishment with similar con-
tent, wage rates, and opportunities,
must be combined to form job groups.
Similarity of content refers to the du-
ties and responsibilities of the job ti-
tles which make up the job group. Sim-
ilarity of opportunities refers to train-
ing, transfers, promotions, pay, mobil-
ity, and other career enhancement op-
portunities offered by the jobs within
the job group.

(c) The job group analysis must in-
clude a list of the job titles that com-
prise each job group. If, pursuant to
§§60-2.1(d) and (e) the job group anal-
ysis contains jobs that are located at
another establishment, the job group

§60-2.14

analysis must be annotated to identify
the actual location of those jobs. If the
establishment at which the jobs actu-
ally are located maintains an affirma-
tive action program, the job group
analysis of that program must be anno-
tated to identify the program in which
the jobs are included.

(d) Except as provided in §60-2.1(d),
all jobs located at an establishment
must be reported in the job group anal-
ysis of that establishment.

(e) Smaller employers: If a con-
tractor has a total workforce of fewer
than 150 employees, the contractor
may prepare a job group analysis that
utilizes EEO-1 categories as job groups.
EEO-1 categories refers to the nine oc-
cupational groups used in the Standard
Form 100, the Employer Information
EEO-1 Survey: Officials and managers,
professionals, technicians, sales, office
and clerical, craft workers (skilled),
operatives (semiskilled), laborers (un-
skilled), and service workers.

§60-2.13 Placement of incumbents in
job groups.

The contractor must separately state
the percentage of minorities and the
percentage of women it employs in
each job group established pursuant to
§60-2.12.

§60-2.14 Determining availability.

(a) Purpose: Availability is an esti-
mate of the number of qualified mi-
norities or women available for em-
ployment in a given job group, ex-
pressed as a percentage of all qualified
persons available for employment in
the job group. The purpose of the avail-
ability determination is to establish a
benchmark against which the demo-
graphic composition of the contractor’s
incumbent workforce can be compared
in order to determine whether barriers
to equal employment opportunity may
exist within particular job groups.

(b) The contractor must separately
determine the availability of minori-
ties and women for each job group.

(¢) In determining availability, the
contractor must consider at least the
following factors:

(1) The percentage of minorities or
women with requisite skills in the rea-
sonable recruitment area. The reason-
able recruitment area is defined as the
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geographical area from which the con-
tractor usually seeks or reasonably
could seek workers to fill the positions
in question.

(2) The percentage of minorities or
women among those promotable, trans-
ferable, and trainable within the con-
tractor’s organization. Trainable refers
to those employees within the contrac-
tor’s organization who could, with ap-
propriate training which the con-
tractor is reasonably able to provide,
become promotable or transferable
during the AAP year.

(d) The contractor must use the most
current and discrete statistical infor-
mation available to derive availability
figures. Examples of such information
include census data, data from local
job service offices, and data from col-
leges or other training institutions.

(e) The contractor may not draw its
reasonable recruitment area in such a
way as to have the effect of excluding
minorities or women. For each job
group, the reasonable recruitment area
must be identified, with a brief expla-
nation of the rationale for selection of
that recruitment area.

(f) The contractor may not define the
pool of promotable, transferable, and
trainable employees in such a way as
to have the effect of excluding minori-
ties or women. For each job group, the
pool of promotable, transferable, and
trainable employees must be identified
with a brief explanation of the ration-
ale for the selection of that pool.

(g) Where a job group is composed of
job titles with different availability
rates, a composite availability figure
for the job group must be calculated.
The contractor must separately deter-
mine the availability for each job title
within the job group and must deter-
mine the proportion of job group in-
cumbents employed in each job title.
The contractor must weight the avail-
ability for each job title by the propor-
tion of job group incumbents employed
in that job group. The sum of the
weighted availability estimates for all
job titles in the job group must be the
composite availability for the job
group.
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§60-2.15 Comparing
availability.

incumbency to

(a) The contractor must compare the
percentage of minorities and women in
each job group determined pursuant to
§60-2.13 with the availability for those
job groups determined pursuant to §60-
2.14.

(b) When the percentage of minori-
ties or women employed in a particular
job group is less than would reasonably
be expected given their availability
percentage in that particular job
group, the contractor must establish a
placement goal in accordance with § 60—
2.16.

§60-2.16 Placement goals.

(a) Purpose: Placement goals serve as
objectives or targets reasonably attain-
able by means of applying every good
faith effort to make all aspects of the
entire affirmative action program
work. Placement goals also are used to
measure progress toward achieving
equal employment opportunity.

(b) A contractor’s determination
under §60-2.15 that a placement goal is
required constitutes neither a finding
nor an admission of discrimination.

(c) Where, pursuant to §60-2.15, a con-
tractor is required to establish a place-
ment goal for a particular job group,
the contractor must establish a per-
centage annual placement goal at least
equal to the availability figure derived
for women or minorities, as appro-
priate, for that job group.

(d) The placement goal-setting proc-
ess described above contemplates that
contractors will, where required, estab-
lish a single goal for all minorities. In
the event of a substantial disparity in
the utilization of a particular minority
group or in the utilization of men or
women of a particular minority group,
a contractor may be required to estab-
lish separate goals for those groups.

(e) In establishing placement goals,
the following principles also apply:

(1) Placement goals may not be rigid
and inflexible quotas, which must be
met, nor are they to be considered as
either a ceiling or a floor for the em-
ployment of particular groups. Quotas
are expressly forbidden.
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