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The National Human Resources Management Center's Equal Employment
Opportunity Group is responsible for developing Equal Employment
Opportunity (EEO) programs to assist each Center Director in
carrying out their EEO responsibilities. EEO Counseling is an
integral part of the EEO program.

We are now accepting applications for a collateral duty EEO
Counselor. We have prepared uniform selection procedures for the
nomination and appointment of a new EEO Counselor. The Counselor
will primarily provide counseling services to the four Centers’
employees and applicants.

Interested applicants serving under a Career or Career-
Conditional appointment may apply by completing the attached
nomination form and questionnaire. Please submit the completed
documents to the Egqual Employment Opportunity Group
Administrator, HR-230, by February 19, 2002.

We encourage individuals interested in the EEO Program to apply.
The individual selected will be provided guidance and training to
fulfill the requirements of the collateral duty assignment.
Selection will be based on background, experience, and interest
in the program objectives.

Should you require additional information, please contact Lorenzo
Cervantes, EEO Manager, at 236-6467.
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NOMINATION FORM
for
Collateral Duty EEO Counselor

I submit my name as a

Candidate for Collateral Duty EEO Counselor.

Date Signature

Approval by Immediate Supervisor:

Date Signature

COLLATERAL DUTY EQUAL EMPLOYMENT OPPORTUNITY COUNSELOR

QUESTIONNAIRE

NAME : OFFICE CODE:

PHONE: TITLE:

GRADE:

Instructions: The following questions are designed to determine
your interest in becoming a collateral duty EEO Counselor: your
ability to communicate and work effectively with people in
different occupational levels and your ability to analyze
situations. Your answers should be short enough to fit in the
space provided and should demonstrate your writing ability.
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List any experience that you believe would enhance your
ability to perform the duties of a collateral duty EEO
Counselor.

Describe situations where you have been called upon to
demonstrate your ability to identify and resolve problems.

As a collateral duty EEO Counselor you may be called upon to
provide guidance to managers and supervisors on a variety of
sensitive EEO issues. How would you handle this?

If selected, what would be your ultimate goal/objective be
as a collateral duty EEO Counselor?
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