

Memorandum

To:
Vice President, Human Resources
CC:
HR Department
From:
Meagan Frances Ayers, HR Specialist
Date:
1 October 2009
Re:
EEO/AA Utilization Analysis
The purpose of this memo is to address underutilization within the workplace here at MidAtlantic University.  When hiring and promoting for the following job groups listed below, the respective protected group should be taken into consideration in order to utilize those protected groups for the benefit of our company as well as to comply with Equal Employment Opportunity (EEO) and Affirmative Action (AA) laws.  The purpose of this is to fully utilize the available workforce and to avoid any fines associated with disregarding these laws by creating an Affirmative Action Plan and taking qualified individuals of the protected classes into consideration during the hiring and promoting process.
Gender/Sex
An EEO/AA Analysis has been performed and the following areas were detected as underutilized using the 80% Rule as well as the 2-Standard Deviation Rule:
	Job Group
	# of Employees in Job Group
	# of Females in Job Group
	% of Female in Job Group

	Officials and Managers
	23
	3
	13.04%

	Office and Clerical
	25
	12
	48.0%


There were a few other job groups which should be taken into consideration when hiring and promoting as well.  These job groups were found to be underutilized when applying only the 80% Rule:
· Technicians

· Semi Skilled Laborers

· Unskilled Laborers

Ethnic
There were no areas which were detected as underutilized using both the 80% Rule and the 2-Standard Deviation Rule.  However, a few job groups must be kept in mind when hiring and promoting as they were detected as underutilized when applying only the 80% Rule:
Confidential

· Officials and Managers

· Office and Clerical

· Skilled Craft Workers

· Semi Skilled Workers
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