
 
 

COMMISSION ON HUMAN RIGHTS & OPPORTUNITIES 
EMPLOYMENT OPPORTUNITY 

(An Affirmative Action/Equal Opportunity Employer) 
 

PLEASE FOLLOW THE SPECIFIC APPLICATION FILING INSTRUCTIONS AT THE BOTTOM OF THIS PAGE! 
 

OPEN TO: Candidates on current examination list or lateral transfers  
 
Position:        HRO Representative  - #0001077 (Norwich) 
 
Duty Station: Eastern Regional Office 
  100 Broadway 
  Norwich, CT 06360 
   
Salary:  (Pay Plan/Group) SH 23 

Annual:   $58,318 - $74,296  
Bi-weekly:  $2,234.41 - $2,846.60 
Hourly:  $27.94 - $35.59 
(New hires to state employment start at the minimum) 

  
Hours:  40 hours per week, Monday through Friday 
 
To be eligible for consideration, candidates must meet one of the following requirements:  (1) Must be on the 
current HRO Representative examination list promulgated by the CT Department of Administrative Services 
(DAS)  Applicants will not have the opportunity to take the exam prior to the above closing date to qualify for this 
particular vacancy.   (2) State employees may apply for lateral transfer if they currently hold the title of HRO 
Representative and are on a current transfer list  or  (3) Individuals who have previously attained permanent 
status in the class may also apply.   
 
(The filling of this position will be in accordance with reemployment, SEBAC, transfer, promotion and merit 
employment rules, if applicable.) 
 
DESCRIPTION OF DUTIES:  Investigates discriminatory practices and complaints as assigned; conducts interviews, field 
examinations and inspections to obtain or verify evidence and information; interprets state and federal statutes, rules, 
regulations and policies; prepares comprehensive reports; recommends issuance of subpoenas and interrogatories and 
commencement of court proceedings as necessary; drafts legal and quasi-legal documents; conducts conciliation 
hearings, negotiates and drafts settlement agreements; assists in preparation and presentation of findings in 
administrative, legal and other proceedings; testifies in administrative or court proceedings; monitors compliance with 
terms of settlement agreement, administrative and court orders;  advises the public of administrative law process and 
available resources; maintains two way communications with interest groups and affected citizens; works with groups and 
individuals to promote understanding of human rights and role of Commission; assists in training and provides technical 
assistance; conducts special studies, surveys and projects; performs related duties as required. 
 
MINIMUM QUALIFICATIONS REQUIRED 
Knowledge, Skills and Abilities:   Knowledge of and ability to interpret relevant state and federal laws, statutes and 
regulations; knowledge of economic and social impact of discrimination on protected classes; knowledge of investigatory 
techniques; basic knowledge of legal process; considerable interpersonal skills; considerable oral and written 
communication skills; skill in and ability to gather, interpret and summarize data and statistics; skill in conducting 
interviews; skill in development and negotiation of remedies; considerable analytical ability; ability in drafting legal and 
quasi-legal documents. 
 
Experience & Training:  Six (6) years of professional or technical experience in the areas of civil rights enforcement or 
advocacy, legal and/or adjudicative work, labor relations, human resources management, employee relations or equal 
opportunity and/or affirmative action. 
 
Substitutions Allowed:   College training may be substituted for the General Experience on the basis of fifteen (15) 
semester hours equaling one-half (1/2) year of experience to a maximum of four (4) years for a Bachelor's degree.  A 
Master's degree in public administration or social and/or human services areas which are directly related to the General 
Experience may be substituted for one (1) additional year of the General Experience. 
A law degree may be substituted for one (1) additional year of the General Experience.  For State employees, two (2) 
years of experience as a Human Rights and Opportunities Trainee with the target class of Human Rights and 
Opportunities Representative may be substituted for the General Experience. 
 
Application Instructions:   Submit a completed State of Connecticut Application for Examination or Employment (CT-
HR-12) available at http://das.ct.gov/cr1.aspx?page=47  along with a cover letter and resume. Please reference the 
appropriate job posting number listed at the beginning of this Summary.  Applications not received or postmarked by the 
May 29, 2012, closing date will not be considered. Applications with missing or incomplete material will not be considered. 
Remember to sign and date the CTHR-12 (typed signature acceptable).  Send complete application package  to: 

 
Irena Baj Wright, Human Resources Specialist 
Department of Administrative Services/SmART 

165 Capitol Avenue, 5th Floor East 
Hartford, CT  06106 

Fax:  (860) 622-2843 OR Email:  irena.baj-wright@ct.gov 

 
Individuals hired for the position must successfully pass a six-month working test period to receive permanent 
appointment.   Failure to pass the working test period could result in dismissal from employment. 


