Position Description

EEO Counselor


Position Qualifications

Candidates must have proof of a 32-hour certification from an accredited course or have taken Resolution Services 32-hour counseling certification course. In addition, Candidates must have two years of related experience in EEO. 

Duties



Generally:  An EEO Counselor will conduct counseling sessions regarding informal complaints of discrimination by engaging in the following activities.  

1. Follow all Client Counseling Procedures and use appropriate forms and notices.
2. Ensure the Aggrieved and Responding Management Official are interviewed with regard to the substance of the claims (conduct a limited inquiry).

3. Notify the Aggrieved of their Rights and Responsibilities under the EEO regulations.

4. Gather all relevant supporting documents needed to answer jurisdictional questions. (timely, states a claim, is an employee under the 29 CFR 1614 regs., etc.)
5. Engage in facilitated negotiation to try to informally resolve issue.

6. Write a Counselor’s Report.

7. Handle many of their own clerical duties, including scanning, printing, emailing, proofing their own written work, etc.
8. Other duties as are necessary to comply with EEO regulations, client contract terms, or internal policy.


Performance Standards

A. A Counselor is expected to interview the Aggrieved and inform them of their rights and responsibilities under the regulations for federal sector EEO complaint processing and provide them with all appropriate forms.

B. A Counselor is expected to know EEO laws and regulations and be able to analyze facts and evidence to apply such laws and regulations.

C. A Counselor is expected to interview the Aggrieved and discern the claim(s) and the basis or bases of the claim(s). If one or more of the claims are not timely, the counselor must include an explanation from the Aggrieved as to why they did not seek counseling sooner.   

D. A Counselor is expected to interview the management official and articulate management’s response in the counselor’s report.

E. A Counselor is expected to write a complete and accurate Counselor’s Report. Grammar and accuracy are critical.

F. A Counselor is expected to facilitate a negotiation between the Aggrieved and the management official, and to write a signed agreement resolving the issue, when appropriate. The Counselor must determine when a facilitated negotiation is appropriate. 

G. Due to the nature of this work, a Counselor must be able to work independently and complete tasks in a timely manner. Short deadlines are unavoidable.

H. Due dates are critical in counseling work. A counselor must keep track of the deadline for the issuance of the Notice of Right to File and the individual Client’s requirements for the counselor’s report. 
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