Job Title:  Assistant Veterans Service Officer


York County
Job Description

Job Title: Assistant Veteran Service Officer
Revision Date:  12/12/07

Full time  FORMCHECKBOX 
     Part time    FORMCHECKBOX 

Hours of Work:  8:00 – 4:30

Hours per week: 40
Shift:  Day

Department No: 72
Department Name:  Veterans Affairs

Reports to (title only):  Director Veterans Affairs


To be completed by the Human Resources Department:

   FLSA Status:
    FORMCHECKBOX 
  Exempt            FORMCHECKBOX 
  Non-Exempt
   Classification:

   Grade Level:
Please complete the following to ensure that the essential functions and requirements are accurate, clear and consistent with the needs of the position.
 


POSITION SUMMARY

This is a Veterans Advocate Position supporting the County’s veteran affairs and assistance program.  The position conveys benefit information and referral for veterans and their families, and maintains liaison with veterans’ organizations.  Work includes interpreting Federal, State, and local benefits regulations.  The position is differentiated from those of other Departments by the unique nature of the overall program, and the clientele served.  This appointed position reports directly to the Director of Veterans Affairs.

ESSENTIAL REQUIREMENTS

· Two year Associates Degree

· Three to fours years experience in public service and/or human service work. 

· Or any equivalent combination of acceptable training and experience, which has provided the knowledge, skills and abilities as, cited above.  

· Veteran status, as defined under the guidelines of the Department of Veterans Affairs, preferred.

· Working knowledge of office software.

· Registered as a notary within six months of hire.

· Familiarity with demographic, economic, related trends and factors affecting service provisions for veterans.

· Knowledge of goals, objectives, principles, practices pertaining to veterans’ rights and benefits programs.

· Knowledge of functions, organization and operations commonly found in governmental, community and social service agencies.

· Ability to present information to various size groups.

· Ability to maintain effective working relationships with officials and representatives at the local, state and federal levels.

· Ability to express and communicate effectively both orally and in writing.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Develop a number of accountabilities (generally between 10 –20) that covers the tasks, and responsibilities that are most important to the job.  Action verbs are most effective in describing these functions.

· Assist the Director in developing plans, programs and services; and carry out services and activities as required

· Identify deceased veterans and contact family and/or funeral directors to inform them of available benefits.

· Provide assistance in processing applications for benefits such as pension, compensation, insurance, guaranteed home loans, hospitalization, out-patient care, and rehabilitation claims

· Verify entitlement; provide assistance in obtaining military personnel and medical records, and discharge documents

· Assist in arranging transportation; provide staff support; maintain records and provide reports of activities.

· Communicate benefits available to veterans, spouse and widows from other public and private sources; inform them of their rights and eligibility requirements; assist in application processing; contact public officials to intercede on applicant’s behalf; provide home visitations as required. 

· Assist with the purchase and distribution for installation of memorial flags and flag holders for Veterans’ graves annually; update community resources periodically.

· Refer for possible additional benefits with public and private service agencies; liaison with local veterans’ organizations, informing them of changes to existing programs and services

· Attend and/or addresses meetings of veterans’ and community and other organizations. 

· First line supervisor, assign and review work and also may recommend disciplinary action. 

· Assists with the coordination cross training for staff.

· Update community resources periodically. 

· Performs other reasonable duties as assigned by supervisor. 

ESSENTIAL PHYSICAL AND MENTAL JOB REQUIREMENTS

Please check those items that apply to the essential job functions of the job title listed above. Each category must be completed.

1. Following Directions

 FORMCHECKBOX 
 Full Understanding of Both Written and Verbal Instructions Required

 FORMCHECKBOX 
 Understanding of Verbal Instructions Only Required

 FORMCHECKBOX 
 Understanding of Written Instructions Only Required

2. Communication - English

 FORMCHECKBOX 
 Excellent Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Basic Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Limited or No Verbal Communication Skills Necessary

3. Functional Reading - English

 FORMCHECKBOX 
 Fluent Reading

 FORMCHECKBOX 
 Recognition of Signs/Symbols

 FORMCHECKBOX 
 Simple Reading

 FORMCHECKBOX 
 No Reading Skills Required

4. Hearing







 FORMCHECKBOX 
 Ability to Hear Required

 FORMCHECKBOX 
 Limited Hearing



   

 FORMCHECKBOX 
 Hearing Not Required



   

5. Seeing 

 FORMCHECKBOX 
 20/20 Vision with Corrective Eyewear 

 FORMCHECKBOX 
 Limited Vision 

 FORMCHECKBOX 
 Vision Not Required 

6. Functional Math

 FORMCHECKBOX 
 Complex Computational Skills (Accounting and Financial Skills)

 FORMCHECKBOX 
 Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents)

 FORMCHECKBOX 
 Simple Counting Skills

 FORMCHECKBOX 
 No Mathematical Skills Needed

7. Time

 FORMCHECKBOX 
 Must Tell Time to the Minute

 FORMCHECKBOX 
 Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch)

8. Orientation (Familiarity with Surroundings)

 FORMCHECKBOX 
 Several Blocks From Building

 FORMCHECKBOX 
 Building Only

 FORMCHECKBOX 
 Work Area
           


 FORMCHECKBOX 
 Room Only
              

9. Mobility Skills


 FORMCHECKBOX 
 Mobility Within the Building

 FORMCHECKBOX 
 Mobility Within a Four-Block Radius

 FORMCHECKBOX 
 Driving Required 

10. Sitting







 FORMCHECKBOX 
 75% - 100%

 FORMCHECKBOX 
 50% - 75%

 FORMCHECKBOX 
 25% - 50%

   

 FORMCHECKBOX 
 Less than 25%
   

11. Standing

 FORMCHECKBOX 
 75% - 100%
 FORMCHECKBOX 
 50% - 75%
 FORMCHECKBOX 
 25% - 50%
 FORMCHECKBOX 
 Less than 25%

12. Bending



 FORMCHECKBOX 
 Knees and Waist

 FORMCHECKBOX 
 Waist Only

 FORMCHECKBOX 
 Knees Only

 FORMCHECKBOX 
 No Bending Required

13. Lifting


 FORMCHECKBOX 
 Greater than 30 lbs.          

 FORMCHECKBOX 
 10 - 30 lbs.

 FORMCHECKBOX 
 Less than 10 lbs.

 FORMCHECKBOX 
 No Lifting Required

14. Reaching

 FORMCHECKBOX 
 Greater than 6 Feet           

 FORMCHECKBOX 
 2 - 6 Feet            
 

 FORMCHECKBOX 
 Less than 2 Feet

 FORMCHECKBOX 
 Reaching Required

These statements are intended to describe the nature and level of work being performed by people assigned to this position.  They are not intended to be an exhaustive list of all responsibilities and duties required of the job incumbents.
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