LEAD ECONOMIC SUPPORT SPECIALIST 

BILINGUAL (HISPANIC/LATINO)

DEFINITION

Under general supervision, to perform case management eligibility determinations, re-determinations and budgetary work for applicants/recipients of W-2 and/or other economic assistance programs; to perform lead work tasks including assisting, training and monitoring other workers; to provide caseload coverage for absent staff; to assist in preparing management reports; and to do related work as required.

EXAMPLES OF DUTIES

Provides case management to W-2 participants and/or participants of other assistance and employment programs, including BadgerCare+, Medicaid, FoodShare, and child care subsidies.  Interviews applicants to verify information on application form or from the state website, https://www.access.wisconsin.gov, for assistance determination; answers questions about assistance programs, eligibility requirements, application procedures, payment process, fair hearings, etc.; determines applicable income and resources, non‑financial eligibility, etc.; makes appropriate referrals for services; completes monthly budget computations and reviews and processes new applications; keeps current on all federal regulations and state requirements for economic assistance programs; responds to complaints from applicants/recipients, daycare providers and the public and makes reports on such incidents; performs case processing activities required for documenting decisions and inputting information to the CARES and CWW computer systems; attends in-service training activities; provides technical assistance to other workers; responds to questions from the public and other service providers; represents the agency on committees and workgroups; may perform quality control functions related to financial assistance; assists in training new workers; monitors the work of other workers; sees customers, answers phone messages, and processes paperwork for absent workers, acts as temporary supervisor in the temporary absence of the unit supervisor; prepares case management reports.

EMPLOYMENT STANDARDS

Education and Experience:  Must have any combination of training and experience equivalent to two years of economic assistance work experience, including at least eighteen months as a current Economic Support Specialist.  Must have successfully completed 90 credits of job related in-service training or an equivalent amount of training.  Note:  Economic Support Specialists who have the 18 months of current ESS experience meet the 90 credits of in-service training.

Knowledge, Skills and Abilities:  Knowledge of case management principles; knowledge of social and economic conditions of the community; knowledge of the role and functions of social service agencies in the community; knowledge of welfare and health resources in the community; knowledge of eligibility factors and standards and procedures for agency administered public welfare programs; knowledge of basic supervisory principles; ability to relate warmly and sensitively to client needs; ability to work independently and to exercise judgment; ability to determine priorities; ability to take initiative to resolve issues; ability to obtain needed information through interviews with applicants; ability to gather facts and report them accurately; ability to analyze facts and assist in the interpretation of pertinent regulations; ability to work cooperatively and effectively with agency staff, other organizations’ staff, the community and local officials; ability to handle routine details with accuracy; ability to maintain confidentiality, resourcefulness, and objectivity; ability to train, direct and monitor the work of others.

Special Requirements:  A valid Wisconsin driver's license and access to personal transportation may be required for some positions.  Minimal overnight travel may be required.  Applicants being considered for bilingual (Hispanic/Latino positions must pass a Spanish-English and English-Spanish oral translation exam.
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