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DISTINGUISHING FEAUTRES OF THE CLASS: This is a technical and paraprofessional position in the Department of Social Services or Health Department.  The specific duties of an incumbent will vary according to the assigned program area and can include responsibility for determining financial and categorical eligibility for programs as well as providing assistance to the casework staff.  The class differs from Case Aide by virtue of the level of responsibility with the eligibility process and the increased level of independent judgment.  Supervision of this position is general and the responsibility of a higher level administrator or supervisor.  Does related work as required.

TYPICAL WORK ACTIVITIES:  (Illustrative only)

Conducts in-depth interviews to elicit sufficient information to approve, deny, or determine eligibility/category for all children’s or family’s service cases;

Assists families in completing applications and collects all necessary                       documentation;

Reviews applications from enrollers to ensure accuracy and completeness,            determine and forward to appropriate plan;

Responsible for recertification and maintenance of open cases with regard to Medicaid and Public Assistance;

Assists casework staff with data entry;

Responsible for compiling receipts and expenditures for payment;

Resolve payment issues;

Processes vouchers for transportation, contract services and stores;

Acts as liaison with the state to resolve computer problems regarding WMS ( i.e., CCRs and EAF);

Compiles and prepares unit statistical reports;

Performs a variety of clerical functions such as keyboarding, filing, and answering telephones.

May be responsible for coordinating camp programs including enrollment and payments;

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS: 

Good knowledge of social service laws and regulations pertaining to assigned program area; 

Good knowledge of interviewing techniques; 

SENIOR CASE AIDE - contd.         





    2

Working knowledge of programs relating to the provisions of human services; 

Ability to communicate effectively both orally and in writing; 

Ability to read and understand moderately complex written information; 

Ability to analyze obtained information and determine its pertinence to                           financial/service program; 

Ability to establish and maintain cooperative and courteous relationship with                 clients, service providers and the general public;

Ability to compute budgets;

Clerical aptitude; 

Reliability;

Tact; courtesy; 

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS: Either:

A.
Graduation from a regionally accredited or NYS recognized college or university with an associate’s degree or higher in Human Services or related field AND one (1) year of full-time experience working directly with patients or clients in a social services agency; OR

B.
Graduation from high school or possession of a high school equivalency diploma and three (3) years of full-time paid experience as described in (A) above; OR
C.
An equivalent combination of training and experience as described in (A) and (B) above.

