VETERANS SERVICE OFFICER

DEFINITION

Under general administrative direction of the County Executive, to manage the Dane County Veterans Service Office; to plan, organize and direct all activities concerned with the administration and operation of the Veterans Service Office for the assistance of veterans and their dependents/survivors in obtaining benefits to which they are entitled; counsels veterans and their dependents/survivors on benefit application procedure, eligibility requirements and related areas; advocates for the interests of individual veterans and veterans as a whole; performs related work as required.

EXAMPLES OF DUTIES

Manages the Veterans Service Office to ensure a consistent and effective application of the veterans assistance program; plans, implements and maintains objectives, policies and procedures for the office; supervises staff including hiring, training, performance evaluation, disciplinary actions, adjustment of grievances and work assignment; prepares, presents and monitors departmental budgets; interviews, counsels and assists veterans and their dependents/survivors in applying for veteran's benefits or resolving problems related to military service; completes applications for federal or state veteran's benefits; analyzes, investigates and makes recommendations regarding applications for veteran's loans or grants; makes referrals to other agencies which render services and grant aid or benefits to veterans and their dependents/survivors; furnishes information regarding veterans' burial locations within Dane County; serves as Executive Secretary of the County Veterans' Service Commission; makes presentations to veteran groups and other organizations on veterans' benefits; maintains records and prepares required reports.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination of training and experience equivalent to a Bachelor's degree from an accredited college or university in business administration, public administration, one of the behavioral or social sciences or related field and five years of managerial experience that has included budget preparation, staff supervision and program execution preferably in a veterans' assistance area.  Incumbents must obtain USDVA accreditation within two years of employment.

Knowledge, Skills and Abilities:  Comprehensive knowledge of state and federal benefits for veterans and their dependents/survivors including eligibility criteria, application procedures and availability; considerable knowledge of other agency services provided to veterans and their dependents/survivors; considerable knowledge of managerial principles and practices including personnel supervision; considerable ability to clearly interpret veterans' benefits and assist in making application or claims for same; ability to gather benefit eligibility related documentation

and facts through interviews or other means; public speaking and interpersonal communications ability; ability to develop and maintain effective working relationships with veterans, federal/state veterans' agencies and the general public.

SPECIAL REQUIREMENTS:  According to Wisconsin State Statute 45.80 (1) (c), the following applies: The County Executive shall appoint and supervise a “…County Veterans Service Officer who shall be a Wisconsin resident who served on active duty under honorable conditions in the U.S. armed forces or in forces incorporated as part of the U.S. armed forces and who meets at least one of the conditions listed in s. 45.01 (12)(a) to (d).”  (For specific details, please refer to Veterans Service Officer Statute Requirements page that is available as part of the application materials.)  Candidates reaching the final selection stage will be subject to a thorough employment and driving record background check.  Also, appointment to this position shall not become effective until the appointed candidate becomes a resident of the State of Wisconsin.
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