Benefit Programs Specialist IV

This class represents the leadership level in the class series for Benefit Program Specialists. Employees perform responsible lead work related to the determination and re-determination of eligibility of individuals and families for public assistance. Employees in this class are responsible for serving as lead worker and providing training and guidance to other Benefit Program Specialists. Employees in this class serve as support for the supervisor by performing tasks such as ensuring staff coverage, workload balance, training staff, reviewing case files, and providing back-up supervision of staff. Employees may provide consultation on complex cases and may also work on complex case assignments which require dealing with information that is sensitive and confidential. Employees work within established policies, procedures and guidelines with a high degree of independence, seeking supervisory assistance only in unusually complicated and difficult cases/situations. The Benefit Program Specialist IV class is distinguished from the Benefit Program Supervisor class by the latter’s spending a majority of time in supervisory activities such as handling personnel issues, problems, and evaluating the work of others.

Computer Requirements

(
Demonstrates ability to communicate in writing using word processing software 
[Keyboarding/word processing]
(
Keyboarding and document production skills, formatting of personal and business 
correspondence

(
Understands how to use word processing software to start and save documents, as 
well as use editing and help tools to manipulate text 

· Uses grammar and spelling aids

· Works with graphics and charts 

· Customizes and automates Word

· Presents information using tables and columns
(
Demonstrates ability to manage information and time using personal computers 
[Outlook]
(
Employs good email practices, creating and sending a message, receiving and 
replying to a message, forwarding messages and sending messages with 
attachments

(
Maintains schedules using electronic calendars, task lists and notes to schedule 
appointments and recurrences 

· Uses computer file storage and management using desktop, shared networks and removable devices

· Accepts, declines and delegates tasks, creates and modifies distribution lists, cancel and respond to meetings in Outlook

· Works with calendars, contact and public folders

· Works from multiple locations

(
Demonstrates ability to conduct research using the internet [Internet]

(
Understands web browsers to search for help and researches and applies 
appropriate web security

(
Accesses on-line manuals and broadcast system

· Participates in on-line learning

· Uses advanced level Internet Explorer or other agency internet search engine

· Uses tabbed browsing

· Saves favorite WEB pages

(
Demonstrates ability to utilize software programs

· EXCEL – filtering and reordering data, collaborating, creating charts

· Accesses Outlook on the WEB

· PowerPoint – creates presentation with consistent looks, works with slides, graphics, tables, charts and diagrams, creates multimedia presentations

· ACCESS [optional] – creates new databases, locates specific information, works with reports

Support Program Requirements

       (   Demonstrates completion of computer support systems for self and others

· ADAPT and/or VaMMIS proficiency with minimal supervision
· SPIDeR  proficiency – access and interpret information 

· Data Warehouse - introduction to system; classroom or independent study and uses available reports [agency option]

· Security (agency) - completes security training and selects and maintains passwords, acts as a resource to other workers

· EBT/EPPIC (agency)

      (   UNISYS (optional) - instructor lead training and accesses information

Program Policy Requirements [as designated by local agency]

        (
 Demonstrates ability to determine eligibility for financial assistance programs and 
 
 explain how the benefits were calculated

(
Food Stamps [Prerequisites:  Fundamentals of Eligibility, ADAPT system 
certification or certification of ADAPT proficiency]


 ( Phase I – self-directed or instructor led program overview completed 
on-line 
in an interactive format that allows worker to gain knowledge of 
non-financial 
criteria and basic program requirements.


( Phase II – knowledge of financial and non-financial criteria, basic program 
requirements, how to navigate and input information into the ADAPT system 

(
TANF (Temporary Assistance to Needy Families) [Prerequisites: 
Fundamentals of Eligibility, ADAPT system certification or certification 
of 
ADAPT proficiency]

 
( Phase I - self-directed or instructor led program overview completed on-
line in 
an interactive format that allows worker to gain knowledge of non-financial 
criteria and basic program requirements


 ( Phase II-knowledge of financial and non-financial criteria, basic   


program requirements, understanding the client and their circumstances, 


encouraging work participation and identifying available resources 

  (  Medicaid - Families & Children [Prerequisite Fundamentals of 
Eligibility, 

ADAPT system certification or certification of ADAPT proficiency] ( Phase I – 

self-directed or instructor led program overview completed on-line in an 

interactive format that allows worker to gain knowledge of 
non-financial criteria 
and basic program requirements( Phase II knowledge of financial and non-
financial criteria, basic program requirements, classifications and covered groups, 
forming family units and budget units, complex income determinations using 
appropriate deeming methods

 ( Medicaid – Aged, Blind & Disabled [Prerequisite Fundamentals of 

Eligibility]


( Phase I - self-directed or instructor led program overview completed on-
line in 
an interactive format that allows worker to gain knowledge of non-financial 
criteria and basic program requirements


( Phase II- knowledge of financial and non-financial criteria, basic program 
requirements, classifications and covered groups, sequential processing, 
introduction to spenddowns complex income determinations using appropriate 
deeming methods. 

 ( Long-term-Care [Prerequisite Fundamentals of Eligibility and Phase I and 
II, 
ABD Medicaid]

  
Knowledge of complex, crisis orientated Medicaid for nursing home 
placements and community-based care, competes resource assessments, 
determines patient pay, utilizes special spend down rules

(  Energy Program
   
 ( Fuel - knowledge of accepting and processing applications, verification 
and   


documentation; entering information into the automated system, ability to deal 


effectively with vendors


( Crisis - knowledge of accepting and processing applications, what 



situations constitute a crisis, verification and documentation and entering 



information into the automated system, ability to deal 





effectively with vendors



( Cooling - knowledge of accepting and processing applications, verification and 


documentation, criteria for vulnerable person assessment and entering 



information into the automated system, ability to deal 





effectively with vendors

· Fraud and Claims – knowledge of fraud in benefit programs and referral 
process to Fraud Investigator.  Ability to compute agency overpayments.  Knowledge and ability to interview clients suspected of fraud and complete written assessment for ADH or court. Represents agency in ADH hearings and court cases.
(  General Relief - knowledge of financial and non financial requirements,             
understanding standards of assistance, various aspects of locality specific 
components including payment processing

(  State and Local Hospitalization - knowledge of financial and non financial 
requirements, documentation and verification from collaborative efforts with 
medical facilities needed for application processing

( Auxiliary Grants - knowledge of various program’s financial and non  
financial requirements to assist a particular population requiring assisted 
living 

 (
AFDC-FC/Title 4E - [Prerequisites: 
Fundamentals of Eligibility, ADAPT 
system certification or certification of ADAPT proficiency, VACIS, 
TANF 
–Phase I and II] – knowledge of foster care system tracks 
reimburseability and 
location of child, review licenses for placements, 
maintains court records 
regarding service plans
 (
Refugee Cash and Medical Assistance- Knowledge of various 
program’s financial and non financial requirements to assist a particular 
population.  Works with local refugee organizations

Work Skill Requirements

     (
Demonstrates ability to meet deadlines and manage changing priorities and 
interpret financial assistance programs, possess considerable knowledge of 
policies and procedures to assist self and others

    (
Caseload/Workload management- manages a complex caseload with little or no 


supervision

-  
Uses ADAPT alerts, management reports, pending logs, scheduling 


 software tools and case narratives to manage caseload


-
Maintains case record order 


-
Prioritizes daily tasks and assignments to meet deadlines
     -
Plans case activities for the month independently [schedules appointment, 


uses reports, prioritizing phone messages


-
Trains staff
(
Demonstrates ability to manage time to respond promptly to customer inquiries

(
Time management


-
Prioritizes daily tasks and assignments to meet deadlines


-
Follows proper procedures for establishing planned and unplanned 
time 


out of the office i.e. Vacations, breaks, meetings


-
Responds to external and internal customer inquiries

      -
Recognizes the importance of delegating assignments to workers 


-
manages crisis situations while maintaining daily duties

· Demonstrates mathematical skills and to use and explains procedures to others 

       (  
Has knowledge of Business math
             (   Uses a hand held or computer-based calculator for business math functions



 -
calculates percentages



 -
deems income










 -
averages and converts income



 -
manages more complex calculations



 -
completes manual calculations for benefit programs

    
 -
trains other workers in complex calculations
(
 Demonstrates the ability to perform effective Business Writing 

       (    Ability to write the correct format, grammar, and sentence structure

  -
Composes letters for correspondence for external and internal 


customers
   -
Crafts reports summaries

   -
Completion of case documentation
   -
Creates and writes agendas and minutes for meetings
(
Critical Thinking- demonstrates the ability to recognize incomplete information or 
casework and 
research a solution using policy manuals


-
Evaluative thinking ability in the application of applicable 




policy/procedure 


-
Ability to analyze policy


 
-
Participates effectively in task workgroup
(   
Productive Problem Solving – demonstrates the ability to achieve positive outcomes in 
problem resolution

· Evaluative thinking ability to resolve difficult problems
· Demonstrates creativity in solving problems with internal and external customers

Communication Skill Requirements
(
Demonstrates ability to communicate orally and in writing with staff and customers
            (
 Interviewing


-
Prepares for the interview by reading case notes, reviewing the 


 
documents provided and understanding past actions which may 



affect present 
interview


-
Conducts interviews with clients to gather information and documentation 


necessary to determine eligibility


-
Explains program requirements


-
Responds to requests for outside referrals


-
Uses follow up questions to clarify provided information


-
Identifies resources internally and externally to meet clients needs


-
Serves as lead worker and assist supervisor in conducting program 


training for staff
(  Cultural Diversity


  -
Recognizes the differences in cultures that workers must deal with and 


realizes that one cannot place their own cultural differences on others


  -
Works specifically with groups/caseloads involving different cultures and 


provides a comfortable atmosphere


  -
Researches workshops and trainings in order to discuss cultural 



differences with staff and other outside entities 

(  Needs-based Assessments


 -
Recognizes a need through verbal conversation and makes referrals 


for both agency and outside resources

       -
Recognizes a need without verbal conversation, provides guidance 



and assistance to the client


 -
Recognizes a need and makes necessary contact to ensure resources are 


available to meet client needs
(  Promoting Agency Programs


 -
Explains benefit programs offered by the agency and state to 



clients and others


 -
Makes referrals to agency programs and informs individuals of 



available community resources


 -
Participates in and promotes programs through presentation to units, staff 


and external organizations and agencies
             -
Program outreach


 -
BPRO 
(  Public Speaking


  - 
Discusses situations and informational needs with clients to gain 



necessary information in order to process applications
        -
Speaks to employers, providers, vendors, etc. in order to acquire needed 


information


    
  -
Assists in unit and other meetings with peers ensuring participants relate 


their ideas and opinions, follows proper meeting etiquette


  - 
Conducts assigned training

        -
Knowledge of presentation skills using locality protocol and personal 


image

        -
Utilizes presentations including audio visual equipment

        -
Utilizes pamphlet and brochures in presentations


  -
Prepares and assists other workers with presentations


  -
Conducts unit trainings and represents the agency at functions when 


necessary
(  Facilitation of a Group 

· Assists with meetings with management and other large groups
· Aware of parliamentary rules
· Conducts meeting according to procedures
· Prepares/reviews materials

· Schedules meeting space to include date and time

· Creates an agenda

· Arranges for speakers

Human Resource Requirements

(
Demonstrates knowledge of Human Resource issues as they apply to the individual

(
Human Resource Policy
-
Knowledge of rights under HIPPA, FMLA, Workman’s comp, EEOC and 
other jurisdictional standard operating procedures

-
Completion of jurisdictional new employee orientation 

(
Hiring/Promotion/Termination procedures
· Knowledge of jurisdictional standard operating procedures for employment related issues

· Acts a interviewer for employment internally and/or externally

· Emergency operations


      -
Shelter operations

(
Code of Ethics 


       -
Knowledge of and adherence to Code of Ethics
(
Use of Interpreter

-
Familiar with procedures for requesting, scheduling and paying an 
interpreter

-
Communicates with interpreters prior to interview in order to ascertain 
notification of scheduled appointment with client
(
Civil Rights

(
Mandatory Child Protective Services (CPS) Reporting
Supervisory Skill Requirements

· Demonstrates knowledge of supervisory principles


      (  Orienting, coaching and mentoring new workers

· Assists in the training of new workers, instructing them on agency policies and  procedures, answers questions, assists workers with programs and computer  problems
· Knowledgeable of management processes, including law, regulations and agency policies that govern employee conduct, advancement and work environment

· Acts as management back up, dealing effectively with conflict and problem solving

· Provides workload equity [number and kind of cases assigned]

· Reads case records for timeliness and accuracy and provides feedback
· Reviews and assists with appeal summaries and attends appeals as agency lead

· Participates in and develops personnel evaluations with formal feedback on peers
· Staff Leadership – demonstrates the ability  to influence others to accomplish an objective and directs the employee in a positive manner 

· goal planning

· communicates social services mission

Benefit Programs Specialist IV
Career Studies Certification

Purpose:
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Training needed in order to achieve the core competencies of the position and any advance studies needed to move to the next level.
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