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QUALIFYING EXPERIENCE FOR TAKING THIS INTERDEPARTMENTAL PROMOTIONAL EXAMINATION:

Admission to this interdepartmental promotion examination will be limited to current employees of the various Tompkins County
departments.  No later than the final filing date announced, applicants must currently hold, and have continuously held either:

(a)   One year of competitive class status in any senior level clerical title (White Collar grades 7 through 10 - including the title of
Paralegal Aide) as defined by the Commissioner of Human Resources; OR

(b)   Two years of competitive class status in any entry level clerical title (White Collar grades 3 - 6) as defined by the
Commissioner of Human Resources.

       Tompkins County is Committed to Equity and Inclusion. We encourage those with similar values to apply.

ADDITIONAL REQUIREMENT:

The applicant must possess a valid New York State driver's license at the time of application and maintain such license for the
duration of employment.

DISTINGUISHING FEATURES OF THE CLASS:

This position involves responsibility for determining financial eligibility for the various programs administered by the local social
services district and/or recommending amounts of assistance in accordance with established policies and procedures.  Incumbents
perform a combination of assignments in connection with determining financial eligibility, categorical classification, continued
financial eligibility, and income maintenance.  The work involves the review and evaluation of applications and direct interviews
with applicants.  Social Welfare Examiners use computer terminals (CPT's) in the performance of the duties, although this use is
limited to the input or retrieval of information and does not involve data processing or computer programming.  Work is
performed under the direct supervision of a higher ranking Social Welfare Examiner, with some leeway allowed for the exercise
of independent judgement in planning and carrying out the details of the work according to prescribed rules and procedures. 
Supervision over the work of others is not a function of this position.  The incumbent will perform all related duties as required.

TYPICAL WORK ACTIVITIES:

Interviews clients and applicants for assistance, going to clients' homes, hospitals or institutions when necessary;• 
Reviews and evaluates certification forms, examining and verifying supporting documents;• 
Evaluates and confirms income and resources to determine categorical and financial eligibility;• 
Codes client information for data entry;• 
Prepares and computes client needs statements (budgets) according to State and federal guidelines;• 
Advises applicants of eligibility determination;• 
Recommends emergency grants as needed;• 
Explains all aspects of client responsibility and eligibility to clients;• 
Acts as liaison with other agencies, landlords, utility and fuel companies and interagency units;• 
Identifies problems presented by clients and acts as an information and referral resource;• 
Makes referral to other DSS units or other social service agencies;• 
Provides services around basic needs (food, shelter, fuel, clothing and furnishings) when necessary for the immediate
well being or safety of the client or dependent children.

• 

KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:



Working knowledge of Federal, State and local social service laws and regulations as they affect eligibility for
entitlement programs;

• 

Working knowledge of other laws and program regulations as they affect eligibility, e.g., such as Worker's
Compensation, Social Security, and Unemployment Insurance;

• 

Working knowledge of community resources and departmental programs;• 
Working knowledge of the Welfare Management Computer System;• 
Ability to work with people in a supportive, non-threatening manner;• 
Ability to redirect non-constructive client behavior to the purpose of the interview;• 
Ability to analyze facts obtained and use facts in making judgments regarding eligibility;• 
Ability to read and understand complex written material, including quantitative information;• 
Ability to record verbal and quantitative information with accuracy;• 
Ability to perform complex computations with accuracy;• 
Ability to understand and follow oral and written directions;• 
Ability to perform close, detail work involving considerable visual effort and strain;• 
Ability to operate a computer terminal;• 
Good observation skills;• 
Good judgment;• 
The employee’s physical and mental condition shall be commensurate with the demands of the position, either with or
without reasonable accommodations.

• 
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