ASSISTANT VETERANS SERVICE OFFICER








DEFINITION





Under general supervision, to assist veterans and their dependents in obtaining benefits to which they are entitled; to provide a referral service to other community resources; and perform related work as required.





EXAMPLES OF DUTIES





Interviews people to determine their needs; counsels veterans, their dependents and survivors in the areas of eligibility, employment, education, medical and dental care, insurance, burial benefits, home and personal loans; studies laws, regulations, and administrative codes to ensure adequate knowledge of benefits; interprets laws and regulations for clients to aid in their understanding; assembles various types of legal evidence necessary for the development of facts for claims; processes claims; develops knowledge of other government agencies and community services available to clients; maintains good working relationships with such agencies and community services for the information and referral of clients; acts as a designated representative for veterans and their dependents and survivors in appeals procedures before the United States Department of Veterans Affairs and the Wisconsin Department of Veterans Affairs; acts as an advocate in ensuring veterans get benefits to which they are entitled.





EMPLOYMENT STANDARDS





Education and Experience:  Any combination equivalent to high school graduation and four years of full time experience working with the public providing information on complex rules and guidelines.  Full time study at an accredited college in psychology, social work or a related field may be substituted on a one for one basis for experience.





Knowledge, Skills and Abilities:  Ability to analyze large amounts of technical and legal data; ability to assist in the interpretation of pertinent regulations and legal evidence; ability to personally obtain evidence through interviews and to assemble facts to meet requirements of laws and regulations relating to eligibility; ability to develop and maintain effective working relationships with veterans and the general public; ability to work effectively with the physically and mentally challenged as well as with veterans' survivors in time of bereavement; ability to communicate effectively both verbally and in writing; knowledge of other community resources available to veterans and their dependents and the ability to work effectively with these other resources; knowledge and/or experience in dealing with veterans and their unique problems.





Special Requirements:  Must have (or be eligible for) a valid Wisconsin driver's license, have a good driving record, have access to personal transportation, and be an honorably discharged veteran as specified in Wisconsin State Statute 45.80.  Incumbent will be required to obtain USDVA accreditation.  
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