JOB POSTING
FRANKLIN COUNTY VETERANS' AFFAIRS
POSITION:


Veterans' Service Officer**





WORK SCHEDULE:
As assigned
JOB CATEGORY:

PAT (Professional, Administrative, Technological)
DATE WRITTEN:  December 1996


STATUS:  Part-time (20 Hours Week)
DATE REVISED:  September 2011


FLSA STATUS:  Exempt
The following essential job functions comprise a summary of job duties, requirements, and responsibilities contained in the job description prepared for this position. The job description will serve as the primary document in the selection and hiring process; and constitutes the context for incumbent job performance and evaluation.   To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
ESSENTIAL FUNCTIONS:
Responds to telephone inquiries, researching, mailing information, and making referrals; Regularly makes speaking presentations at various meetings;

Assists with filing claims for benefits, interviewing, providing information, literature and counseling, and completing/forwarding application forms; Assists in obtaining supporting evidence for benefit applications as needed;

Maintains confidential records for each client, entering information on computer; Maintains log of assistance provided, and prepares/submits reports as required;

Provides services in various locations to accommodate special needs of clients;

Maintains frequent communication with Indiana Department of Veterans' Affairs (IDVA) personnel, resolving conflicts and determining appropriate procedures;

Maintains current knowledge of regulations governing veteran benefits, maintains inventory and distributes current reference materials;

Maintains inventory and distributes flags;

Prepares, submits and administers annual Department budget;

Attends training seminars and annual re-certification school as required.

REQUIREMENTS:
Must either be an honorably discharged veteran who has had at least six months of service in the armed forces of the United States and a citizen of the United States and Indiana, or a spouse, surviving spouse, parent or child of same;

Must meet all other applicable hiring and retention requirements of Indiana State code, including, but not limited to, ability to satisfactorily complete oral and written examinations for certification/recertification;

Thorough knowledge of and ability to make practical application of federal and state veterans' benefits, eligibility requirements and application procedures;

Working knowledge of budget administration, ability to make arithmetic calculations and prepare, present and properly administer Department budget;

Ability to maintain Department files and prepare detailed activity reports as required; Ability to maintain confidentiality of Department records and information;

Ability to effectively communicate orally and in writing with other County personnel, veterans, their spouses, dependents and/or survivors, benefit agencies, IDVA personnel, veteran organizations and the public, including being sensitive to professional ethics, gender, cultural diversities and disabilities;

Ability to properly operate standard office equipment, such as computer, typewriter, copier, telephone and fax machine;

Ability to prepare and make public speaking presentations;

Ability to occasionally work extended, evening and/or weekend hours, and occasionally travel out of town, but not overnight.

LICENSE/CERTIFICATION NEEDED:
Possession of a valid driver's license and demonstrated safe driving record or ability to provide own transportation as needed.
** SUBJECT TO FRANKLIN COUNTY COUNCIL BUDGET HEARING AUG. 27TH 2013.

Resumes accepted in the Franklin County Commissioners office until Sept. 6, 2013.  No phone calls please.

Franklin County Commissioners

1010 Franklin Avenue  Room 201

Brookville, IN  47012

commissioners@franklincounty.in.gov
Veterans/vetsvcof

