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Part I. Employee Job Descriptions 

 

Please see attached job descriptions for the following positions: 

 

 Analyst 3, Data and Telecommunications 

 Specialist 3, Promotions and Events 

 Specialist 3, Product Sales Support and Analysis 

 

Question 1: Describe the employment unit's efforts to comply with the outreach provisions of 47 

C.F.R. Section 76.75(b). 

 

 Comcast achieves broad outreach when filling its full-time vacancies by using both direct 

recruitment implemented by its recruiters and through its engagement of JWT Inside (“JWT”), 

an employee relationship marketing agency that integrates recruitment advertising, branding, 

strategy and internal communications to help organizations advance employee engagement.   

 

 JWT administers a system called “Easy Post,” which interfaces with Comcast’s E-

recruiting tool, System Applications and Products (“SAP”).  When a Comcast recruiter enters a 

new job requisition into SAP, the recruitment sources he or she selects to use via the Easy Post 

system are transmitted to JWT, which then posts the position with the selected sources.  JWT 

tracks the posting start and end dates for each recruitment source, which is retained by Comcast’s 

SAP system for reporting purposes. 

 

 The recruitment sources administered by JWT include both internet job banks (e.g., 

Monster.com, CareerBuilder.com) and non-internet sources.  For example, one recruitment 

source that Comcast reaches through JWT is the National Black MBA Association, a premier 

business organization serving black professionals that promotes entrepreneurship and career 

advancement among its membership through a variety of programs, events, and resources.  

Comcast also reaches Women for Hire via JWT.  Women for Hire is a company devoted to a 

comprehensive array of recruitment services for women, including its career expos, career 

focused magazine, and multi-media training and recruiting resources.  Another recruitment 

source that Comcast reaches through JWT is DiversityInc, a leading publication on diversity and 



business that maintains a career center through which its readership may access information 

about Comcast’s job vacancies.   

 

Comcast recognizes that some job seekers rely on local and regional job banks when searching 

for employment.  As noted above, the JWT application allows for wider outreach.  Thus, Comcast 

Units also request that JWT externally posts through Direct Employers – as well as several other 

diversity websites.  DirectEmployers in turn posts the open position to the local and state 

employment agencies. Comcast also posts on the Employment Development Department, One 

Stop/Crossroads and the City of Chico.  These job banks make Comcast’s employment vacancies 

available to potential candidates both on the Internet and also to those who inquire in person. 

 

Comcast actively seeks out new talent by working with the career offices of colleges, 

technical and trade schools within and near the communities served by its employment units.  

Through these cooperative relationships, students are able to learn about potential job 

opportunities with Comcast through their school’s job banks and in consultation with career 

counselors.  For instance, within the last year, Comcast has worked with the career offices of the 

following schools to circulate the employment vacancies at this unit: Sacramento City College, 

American River College, Heald College and Chico State University.   

 

When appropriate, this unit advertises its job vacancies in print media via the Sacramento 

Bee.  Comcast also advertises many of its job vacancies via television advertisements on its cable 

systems. 

 

Comcast seeks to establish lines of communication with local leaders, community 

organizations, and relevant trade associations for the purpose of communicating the employment 

opportunities at its employment units, and has found that membership with such organizations is 

a very effective means of accomplishing this goal.  For example, employees at this unit are 

members of the following Chamber of Commerce Associations:  Orangevale Chamber of 

Commerce, Sacramento Black Chamber of Commerce, Sacramento Metro Chamber of 

Commerce, Sacramento Hispanic Chamber of Commerce, the local chapter of Women in Cable 

Telecommunications, and local neighborhood councils. 

 

In addition, this employment unit has participated in the following job fairs within its 

community:   

 

-3
rd

 Annual Multicultural Business and Career Expo-McClellan (4/2/11) 

-EDD, Veterans and Public-Sacramento (5/18/11) 

-Comcast-Sacramento (8/24/11) 

-Scottish Rites Center Diversity Job Fair-Sacramento (8/31/11) 

 

In addition to the participation in local job fairs, Comcast has a training program 

designed to enable the unit personnel to acquire skills that could qualify them for higher level 

positions.  Comcast has an electronic learning system which integrates with a performance 

management tool for all employees.  As part of the performance management tool, managers and 

employees are able to capture goals and manage performance interactively and electronically.  

This allows employees to manage and develop their career progression at Comcast.  Through the 



online learning system, employees can update and maintain a skills profile, find training 

opportunities and enroll in both online and classroom based courses offered by Comcast 

University. Comcast also has an educational assistance policy that pays for employees’ 

continuing education, and at many of its employment units, sponsors an internship program to 

allow students to learn about potential career opportunities in the cable industry. 

 

Comcast believes that these practices and policies achieve broad outreach when 

recruiting to fill specific employment vacancies and communicate the type of job opportunities 

that may become available at this unit among its community.  

 

Question 2: Describe the employment unit's efforts to disseminate widely its equal employment 

opportunity program to job applicants, employees, and those with whom it regularly does 

business. 

 

All of Comcast’s employment vacancy advertisements and postings state that Comcast is 

an equal opportunity employer.  This statement is reiterated on Comcast’s employment 

application forms and on Comcast’s website, where job vacancies are listed. 

 

Comcast has a written Equal Employment Opportunities policy that is provided to every 

Comcast employee through its Employee Handbook.  Every employee at Comcast is made aware 

of this policy through distribution of the Handbook and electronic signature on the 

acknowledgment form, and may report EEO or discriminatory conduct to Human Resources, to 

his or her immediate supervisor or to a member of management.  On a periodic basis, Comcast's 

EEO policy is reviewed and updated as needed.  The Handbook also contains policies on 

diversity, employee development, compensation and benefits.  Comcast’s Code of Conduct also 

speaks to compliance with EEO laws.   

 

In addition, Comcast posts information regarding equal employment opportunity laws in 

the workplace.  Comcast has posted signage in the common areas of its offices that informs 

employees of their EEO rights and the federal and state agencies that they may contact if they 

feel that they have been discriminated against. 

 

Comcast’s purchase orders include a statement that Comcast is an EEO contractor.  

Comcast also runs a message on community access channels to make vendors aware of 

Comcast’s commitment to promote equal employment and contracting opportunity. 

 

Through these efforts, Comcast has widely disseminated its EEO program to job 

applicants, its employees and to those who regularly do business with this employment unit. 

 

Question 6: Report the findings of the employment unit's analysis of its efforts to recruit, hire 

and promote in a nondiscriminatory manner and explain any difficulties encountered in 

implementing its EEO program. 

Comcast reviews its recruitment, hiring, and promotion practices through a multi-level 

process.  On the local level, the Human Resources Manager of this unit, and all other managers 

with hiring and promotion authority, meet to review the effectiveness of the unit’s recruitment 



practices in achieving broad outreach into its community, as well as the unit’s interview, hiring, 

and promotion practices to ensure that they do not have any apparent or actual discriminatory 

effect. 

Each unit, in turn, reports to a Comcast Compliance Champion within Comcast’s Human 

Resources Department.  The Compliance Companion reviews the unit’s recruitment, hiring, job 

structure, and promotion data to determine the effectiveness of the unit’s processes, whether any 

alterations or improvements need to be made to the unit’s practices, and whether any actual or 

apparent discriminatory effect may result from the practices.  The Compliance Champion also 

ensures that the unit’s recruitment, hiring, and promotion practices comply with the FCC’s EEO 

rules, as well as other federal and state labor and employment laws.  The Compliance Champion 

immediately addresses any identified concerns with the employment unit if they arise.  In 

addition, the Compliance Champion for this unit holds meetings with the Regional VP’s of 

Human Resources as well as the Divisional VP/Director of Recruiting to conduct an overall EEO 

compliance review of the unit’s practices, and to address concerns identified during the local 

employment unit’s meeting or the Compliance Champion’s review of the employment unit’s 

data, if any.  The Compliance Champion also tracks the status of any adjustments made to the 

employment unit’s practices in response to identified concerns, if any. 

Comcast’s Compliance Champions report to a Director/Vice President of Human 

Resources Compliance – a position established by Comcast to ensure that all of its divisions and 

local units implement and maintain effective programs in compliance with federal and state 

employment laws, including the FCC’s EEO rules applicable to cable operators.  In consultation 

with Comcast’s Vice President of Human Resources, Comcast’s in-house Counsel, and as 

necessary, outside counsel, the Director/Vice President of Human Resources Compliance 

conducts a top level analysis of each unit’s recruitment, hiring, and promotion practices to ensure 

that they do not have apparent or actual discriminatory effect. 

Comcast believes that this multi-level internal review process has been effective in 

ensuring that its EEO program is properly implemented by each employment unit, achieves 

broad outreach into each of its communities, and ensures nondiscriminatory recruitment, hiring, 

and promotion practices.  Comcast has not encountered any problems or claims with regard to 

EEO or discriminatory conduct at this unit. 

 

 






























