Jurisdiction:  Cortland County

Jurisdictional Class: Competitive

Adopted: 10/20/05

SOCIAL WELFARE EXAMINER TRAINEE

DISTINGUISHING FEATURES OF THE CLASS:


This is a trainee position in the competitive class for which candidates undergo on-the-job training to become qualified as a Social Welfare Examiner.  Candidates who successfully complete one year of permanent competitive class service as a Social Welfare Examiner Trainee will advance to the journey level title without further examination.  The work involves responsibility for learning the duties performed by a Social Welfare Examiner and assisting in the various aspects of the journey level position, including interviewing applicants, determining eligibility, making appropriate referrals for services and performing work necessary for the maintenance of individual cases.  Trainees work closely with a higher level staff member to acquire the knowledge, skill and ability to advance to the journey level position.  Additionally, the incumbent will attend formal and informal training sessions.  As the traineeship progresses, trainees will be assigned progressively complex tasks and activities to be performed independently.  Does related work as required.

TYPICAL WORK ACTIVITIES:

Works closely with a higher level staff member to perform initial interviews and assessments to determine on-going eligibility for various benefit programs; 

Assists in making individual referrals to various community service agencies;

Learns how to explain benefit programs to individuals and ensure understanding of the individual’s rights and responsibilities as they pertain to eligibility for benefit programs;

Learns how to conduct/provide follow-up interviews by observing a higher level staff member conduct interviews on the phone or in person to obtain or assess individuals’ progress, and confirm understanding of their responsibilities;

Learns how to evaluate financial eligibility for assistance programs, determine initial categorical eligibility and evaluate available resources in relation to financial eligibility by observing a higher level staff member perform such functions;

Learns how to authorize benefits within program guidelines by observing a higher level staff member perform such functions;

Assists a higher level Social Welfare Examiner in the review of benefits to determine if an individual’s benefit is accurate and learns proper procedure for taking corrective action when errors are discovered;

Assists a higher level Social Welfare Examiner in the preparation of information to be presented at administrative fair hearings for applicants and recipients who dispute the Agency's determination of benefits; 

Learns the procedures and processes of maintaining files and computerized records, including all necessary documentation related to the assessment, follow-up and assistance services provided;

Maintains files and computerized records, including all necessary documentation related to the assessment, follow-up and assistance of services provided.
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May learn to formulate and implement employment plans with clients by assessing need to obtain employment, identify barriers to employment and creating goal and activity steps for clients.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Working knowledge of State and Federal laws and rules governing eligibility for social services benefits programs;

Working knowledge of community services programs, agencies and employment resources;

Working knowledge of programs that relate to eligibility for social services;

Ability to assess and evaluate a client’s situation, education, experience, aptitude and interests to determine appropriate referrals and develop self-sufficiency plans;

Ability to understand and empathize with the needs and concerns of others;

Ability to operate a personal computer and utilize common office software programs including word processing, spreadsheets and databases;

Ability to analyze and organize data and prepare records and reports;

Ability to establish and maintain effective working relationships with others;

Ability to understand and follow oral and written instructions;

Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  

(a) Graduation from a regionally accredited college or university or one accredited by the New York State Board of Regents to grant degrees with an Associate's Degree or higher (or completion of 60 semester credit hours); or

(b) Graduation from high school or possession of a high school equivalency diploma and two (2) years of full time experience or its part-time equivalent  in examining, investigating or evaluating claims for assistance, veterans, or unemployment benefits insurance or a similar program operating under established criteria for eligibility; or 

(c) An equivalent combination of training and experience as described in (a) and (b) above.

