VETERAN’S OFFICER
Classification Description – Pierce County

Page 2

[image: image1.wmf]Pierce County





         Classification Description

VETERAN’S OFFICER

Department:
 Veteran’s Bureau





FLSA:  Non-exempt
Job Class #:  
878100






Represented:  Yes

Pay Range:
5J02
Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:
This is independent work which includes interviewing indigent, honorably-discharged, war-time veterans; assisting applicants with forms; and, providing emergency assistance for qualified Pierce County residents. The employee occupying the position of this classification code is responsible for verifying the status of veterans or beneficiaries and determining their eligibility for financial assistance under the provisions of RCW 73.08 and the current working agreement between the government of Pierce County and the Pierce County Veterans’ Advisory Council.  Duties include proper identification and investigation of applicants, determining applicant’s residence, evaluating applicant’s financial picture and work history, and advising applicant of anticipated sources of available assistance.  The incumbent may be on call as required.  Work also involves conducting field investigations.  Within established guidelines, the employee decides the amount of financial assistance that applicant will receive.  Work is subject to review for accuracy of details, conformance to established regulations, and completeness of investigation by the immediate supervisor.

ESSENTIAL FUNCTIONS:
The Veteran’s Officer is the primary contact point for the Pierce County Veterans' Bureau.  The Veterans Officer reports directly to the Veterans Program Coordinator.  Duties include but are not limited to:

· Interviews veterans, dependents, widows, widowers and/or orphans to determine eligibility for assistance under the provisions of RCW 73.08. 

· Verifies identification of applicants and determines that requirements of Honorable wartime service, residency in the State of Washington for a period of 12 months and indigence are met.

· Evaluates and confirms information provided on the application and uses data to determine eligibility categories which dictate type and frequency of assistance.
· Manages and disburses relief funds on a daily basis with the issuance of vouchers after determining the amount of assistance to be granted within the guidelines established by Article IX of the 1994 Agreement Between Pierce County and the Pierce County Veterans' Advisory Council.  Evaluates statistical data provided by computer data base (VETPRO) and Budget and Finance reports to determine spending patterns and makes recommendations to the Veteran Programs Coordinator for budget adjustments and future budget requirements as appropriate.

· Acts as a liaison between the veterans and vendors (landlords, utility companies, etc.) as required.  Contacts vendors to initiate a pledge of assistance, explain the voucher system, or answer inquiries when applicable.

· Establishes and maintains a list of current referrals to be used for qualified and non-qualified applicants.  Verifies the referral list yearly to ensure names, addresses and telephone numbers are current and that the assistance is still available. Continually updates the referral system as changes, additions and deletions are received.  Insures that the latest referral information is available to all staff members.  As appropriate, referrals are provided to all persons in need not just veterans who qualify for assistance.

· Maintains solid and professional communications with other resource and referral agencies.

· Establishes, maintains and retires client records in accordance to policies set down by Pierce County and Department of Records of the State of Washington.

ESSENTIAL FUNCTIONS: (continued)
· Analyzes daily operational procedures and advises the Veteran Programs Coordinator of any recommendations to more efficiently accomplish assigned tasks.

· Routinely contacts DSHS, Labor & Industries and various other agencies to verify information provided by veterans regarding income submitted on their application. 

· Performs routine investigations and/or assists the Veteran Programs Coordinator with investigations as required. Uses knowledge and insight to determine if investigation should be conventional or more intense. 

· Performs conventional or intensive investigations to determine eligibility of clients; investigates discrepancies of applications; determines cause of illegal use of voucher.  Uses knowledge, insight and judgement to determine nature of investigation.  Makes recommendations for administrative action when appropriate in accordance with guidelines set forth in Veterans’ Bureau’s Policies and Procedures Manual and reports to the Veteran Programs Coordinator.  Schedules appointments in a timely manner. Utilizing information provided, determines waiting length for appointments to insure that expenditures are within budgetary limitations whenever possible.

· Acts as Veteran Programs Coordinator, within qualifications, when the Veteran Programs Coordinator is absent. Also performs duties of the Office Assistant as required.  

· Performance of more difficult and responsible tasks may be required to assist in the development of the employee for future advancement.

· Performs all other tasks which may be reasonably required of the position.

KNOWLEDGE, SKILLS, AND ABILITIES:
· Knowledge of federal, state and local veterans’ assistance programs.

· Knowledge of investigative methods and techniques.

· Ability to communicate effectively with those encountered in the performance of job duties.

· Ability to relate to the disadvantaged and mentally unstable applicants.

· Knowledge of departmental policies, procedures and regulations.

· Ability to make mathematical calculations and keep statistical data.

RECRUITING REQUIREMENTS:
· Veteran is preferable.

· Knowledge of, or ability to learn, basic computer functions.
SPECIAL WORKING CONDITIONS:
Possession of, or ability to obtain, a valid Washington State driver’s license.
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