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Job Title/Series/Grade: EEO Counselor (Collateral Duty) 

Job Announcement Number: 13-DGE-01

Position Information:  This is a Temporary opportunity; not-to-exceed 4 years (may be extended additional 4 years.)  Note: Collateral duty assignment will account for up 20% of current position duties; selectee will remain in current position at present duty location.

Position Location: The incumbent selected for the assignment will remain in their current position at their present duty location.

Opening Date: 11/19/2012

Closing Date:  02/28/2013 (EXTENDED)

Salary range: Collated Duty Assignment – will not impact salary

WHO MAY APPLY:  Career and Career Conditional Employees (in the competitive service) of Bonneville Power Administration only.  Assignments throughout Washington, Oregon, Idaho and Montana.

NOTES:
EEO collateral assignments are official EEO duties and responsibilities assigned to an employee in addition to the primary duties and responsibilities of the position the employee occupies at their current duty location.  Collateral duty EEO counselor positions are assigned for a period of up to two years.  An annual review determines the feasibility for extending an assignment for an additional four years.  EEO Counselor responsibilities will include up to approximately 20 percent of official duty and the employee will receive 32 hours of formal training in EEO counseling processes as referenced in BPA Personnel Letter 720-1, dated May 2007.  An employee selected for this work assignment may travel occasionally to other locations to provide informal counseling and/or to receive training.  These collateral duties will be formally recorded and attached to the individual’s current position description.
This agency provides reasonable accommodations to applicants with disabilities.  If you need a reasonable accommodation for any part of the application and hiring process, please notify the agency.  The decision on granting reasonable accommodation will be on a case-by-case basis.

Up to 1-5 nights of overnight travel per month may be required. 

MAJOR DUTIES:   Under the supervision of the Manager, Civil Rights, Diversity and Conflict Resolution or designee, the counselor plays a vital role in the EEO Program by serving as a neutral third party to informally resolve workforce conflicts.  The EEO counselor has six clearly defined duties that must be performed for each case.  They include:  (1) Advise the aggrieved person about the EEO complaint process under 29 CFR Part 1614 and possible election requirements; (2) Determine the issue(s) and basis of the potential complaint; (3) Conduct a limited inquiry for the purpose of furnishing information for settlement efforts and to determine jurisdictional questions if a formal complaint is filed; (4) As a neutral, seek to resolve issues at the lowest possible level and encourage the use of alternative dispute resolution processes; (5) Document the resolution or advise the aggrieved individual of his/her right to file a formal complaint of discrimination if resolution is not reached, and (6) If a formal complaint of discrimination is filed, write a report of actions taken to resolve the issue, to determine that required counseling occurred, and to resolve any jurisdictional questions.

QUALIFICATION REQUIREMENTS:

In addition to meeting the qualification for the series and grade level of their positions; employees who receive EEO collateral assignments should possess the following:

· Understanding of how agency policies and practices affect the equal employment opportunities of all employees;
· Understanding of the intent of the laws and regulations governing Federal equal employment opportunity;
· Understanding of the employment problems of underutilized persons and classes in the workforce and labor market, particularly racial and ethnic minorities, women, older workers, people with disabilities, or the economically disadvantaged; 
· Ability to establish effective working relationships with and gain the confidence of managers and supervisors at all levels of the agency, as well as with employees regardless of their occupation, race, sex, ethnic heritage, or socioeconomic background;

In addition, employees should exhibit the potential to acquire the following:

· Knowledge of the general structure of the Federal personnel system including classification, staffing, recruitment, performance evaluation, career development, labor relations, appeals, grievances, adverse actions, and employee rights and responsibilities; 
· General knowledge of the missions, organizational structure, and distribution of responsibilities within the agency; and 
· Understanding of the current labor market, e.g., types of jobs available, supply of and demand for certain types of skills, recruiting methods, sources of recruitment, and projected employment needs of the agency. 
EEO counselor collateral assignments also require the ability to: 
· Learn complaint procedures in detail; 
· Learn basic EEO principles and terms; 
· Communicate orally to explain procedures and regulatory requirements to complainants and management officials who may be angry, confused, or distressed because of the circumstances that caused the complaint, or because of the complaint itself; 
· Obtain and organize facts presented by persons who may be angry, confused, or distressed; 
· Conduct fact-finding to locate and obtain necessary documentation materials in connection with informal resolution of a complaint; 
· Gain an understanding of a particular EEO case, identify the issues, and apply the relevant personnel regulations and principles; 
· Clarify issues, discuss issues, and resolve misunderstandings if they exist (during the informal stage of a complaint); 
· Report facts objectively; and 
· Write simple, clear, and factual narrative statements (for reports).
· Candidates who are unable to demonstrate the above abilities within six months will not continue the collateral duty assignment.

BASIS OF RATING: No written test is required.  If qualified, ratings will be based on an evaluation of the quality and extent of experience, education, and training in relation to the following knowledge’s, skills, and abilities.  It is strongly recommended that applicants provide a narrative response to the knowledge's, skills, and abilities statements listed below.  Failure to do so may result in a lower score and non-referral to the selecting official.

1. Ability to maintain neutrality in the EEO counseling process or similar situations.

2. Ability to maintain confidentiality in the EEO counseling process or similar situations.

3. Ability to communicate both orally and in writing across organizational and cultural lines.

APPLICATION INFORMATION:
There is no specific required application form, however you must obtain your supervisor’s concurrence on the attached “Supervisor’s Acknowledgement” form and submit with your application materials. There is specific information that you are required to submit. For further information on completing your application, please refer to the statement below “Required Information on Resumes.”
· Applicants may, at their choice, submit a resume, the Optional Application for Federal Employment (OF 612), a copy of the obsolete Application for Federal Employment (SF 171), or any other written application format.
· All applications must contain sufficient information to determine eligibility for the position.
· Applicants will not be contacted for missing information.  Material received after the closing date will not be accepted.

HOW TO APPLY:
Submit your application with supplemental information.  It must be received with the application.  Your application package should include the following:
1. Your resume, or other application, that fully describes your education and experience.
2. Narrative responses to Knowledge, Skills, and Abilities.
3. Supervisor’s Acknowledgement (attached - completed by current supervisor)

REQUIRED INFORMATION ON RESUMES*
Please do not include Social Security Numbers or birth dates on any documents submitted.
1. Announcement number, title, and grade of the position for which you are applying.
2. Your full name, mailing address, and day and evening telephone number.
3. Your e-mail address (please provide if available – failure to provide will not effect the processing of your application.)
4. Country of citizenship.
5. High school attended which includes name of high school, location (city/state), and date of diploma or GED.
6. Work experience (Paid and non-paid experience related to the job for which you are applying.  Include job title (YOU MUST INCLUDE SERIES AND GRADE IF FEDERAL JOB), duties and accomplishments, employer's name and address, supervisor's name and phone number, starting and ending dates (including month and year), hours worked per week, salary). 
7. Indicate if we may contact your current supervisor.
8. A list of other job related training, skills (for example, languages, tools, machinery, typing speed, etc.), certificates and licenses, honor societies, awards, professional membership, publications, leadership activities, performance awards, etc.
*Please note that if your resume or application does not provide all the information requested in the vacancy announcement, you may lose consideration.

FORMS AVAILABILITY: 
All application materials may be obtained from all Bonneville Power Administration Human Capital Management office @ 905 NE 11th Avenue, Portland, OR  97232), or by calling 503-230-3230, or 1-877-975-4272.  You may also download a copy of this announcement, including all forms from our website at http://www.careers.bpa.gov .

If you have questions, you may call the Talent Acquisition Team at 503-230-5318, or 1-877-975-4272.

Applicants should retain a copy of their application as BPA does not return applications or provide copies.

WHERE TO APPLY:
If mailing your application, please send to the following address: Bonneville Power Administration, ATTN: Human Capital Management, Talent Acquisition Team – NHQ-1, PO Box 3621, Portland, OR, 97208-3621.  If applications are delivered in person, they can be delivered to: Bonneville Power Administration, Human Resources, Talent Acquisition Team, NHQ-1, 905 NE 11th Avenue, Portland, OR 97232.  Please note that if you do not currently have a building access pass, and are hand delivering your application, you will not be able to gain access into the building after 6 p.m. 
 
RECEIPT OF APPLICATION:
Your complete application must be received no later than 11:59 pm Pacific Time (PT) of the closing date to be accepted.  Applications submitted by fax or e-mail must be time/date stamped or electronically postmarked at point of origin no later than 11:59 pm PT.

Applicants will be notified of receipt of their application package.

FAX APPLICATIONS:
Faxed applications should be sent to 503-230-3149.  Applicants are responsible for ensuring that application materials transmit successfully.

EMAIL APPLICATIONS:
Applications should be sent as email attachments to: careers@bpa.gov.  The Announcement Number must be included in the subject line of the email. Required forms may be sent as email attachments, may be faxed, or sent as hard copy.  Application materials provided by different means must be cross–referenced so they may be combined at BPA. Applicants who apply by email will receive an email confirmation. Applicants are responsible for ensuring that application materials are formatted in a manner that will transmit successfully.

THE BONNEVILLE POWER ADMINISTRATION IS A HARASSMENT FREE WORKPLACE.
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SUPERVISOR’S ACKNOWLEDGEMENT


I acknowledge that 			 has asked to be considered for this collateral duty assignment.  I understand that if selected, the above-named employee will spend up to 20% of his/her time performing the duties of an EEO Counselor.  Unless otherwise arranged, our organization will provide the FTE and salary for this work, and the Human Resources, Diversity, and EEO office will cover related training and travel expenses.  Based on this understanding, final approval for the employee’s collateral assignment must be granted by me on behalf of the employee’s current organization.


Supervisor’s Signature:			Date:		

Supervisor’s Printed Name and Title: 	
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