ECONOMIC SUPPORT SPECIALIST


(Cambodian, Hmong, Laotian or Vietnamese)





DEFINITION





An entry level position in the Economic Assistance Division of the Department of Human Services, under general supervision, to perform case management for applicants/recipients of  W-2, Medical Assistance, Child Care Subsidies, Food Stamp Program, and other economic assistance programs; to apply complex federal, state, and local policies to achieve program objectives; to provide information and referral services to Dane County residents; and to do related work as required.





EXAMPLES OF DUTIES





Provides case management to W-2 participants and participants of other assistance and employment programs; accepts applications for program benefits; determines eligibility through interviews, documents, and collateral investigations; explains agency services, payment delivery, and client rights and responsibilities; maintains accurate, well documented case files; effectively utilizes case management tools, including computer documents; accurately determines program placement and payments; responds to emergency need situations; makes referrals for supportive services; maintains an effective working relationship with collateral agencies; maintains a current knowledge of applicable federal and state regulations and local policies; investigates complaints and fraud allegations; prepares for and offers testimony in administrative (civil) and criminal hearings; and regularly attends inservice training programs.





EMPLOYMENT STANDARDS





Education and Experience:  Any combination of training and experience equivalent to high school graduation, GED, or HSED and two years experience providing case management and/or eligibility determination of clients.  Two years of related college study may be substituted for one year of the described experience.  Must have at least one year of experience with electronic data processing equipment and use of current computer programs.





Knowledge, Skills and Abilities:  Knowledge of case management principles; interviewing skills; knowledge of community resources available to recipients and applicants.  Ability to read complex manuals and handbooks and follow the orderly directions they provide; ability to work independently with minimum supervision; ability to work within strict time deadlines and establish routines to result in an even output of work; ability to be highly organized; ability to work accurately in order to avoid hardship to clients and costly federal or state sanctions; ability to work cooperatively with agency staff and public officials; ability to maintain confidentiality and objectivity; ability to communicate effectively orally and in writing; ability to handle a high volume of phone calls; ability to implement rules and regulations; ability to work with constantly changing policies; ability to deal effectively with persons who may be hostile, non�cooperative or evasive.





Special Requirements:  Must be bilingual in a Southeast Asian language (Cambodian, Hmong, Laotian or Vietnamese) and English, and bicultural in Southeast Asian (Cambodian, Hmong, Laotian or Vietnamese) and American.  Flexibility of job position and office location is essential.  No one is permanently assigned to a specific unit or office.  Good organizational skills are imperative to a successful career.  A valid Wisconsin Driver's license (or eligibility for) and access to personal transportation may be required for some positions.  For positions requiring a WI driver’s license and transportation, candidates who reach the final selection process will be subject to a thorough driving record background check.
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