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POSITION DESCRIPTION

POSITION:   Elder Benefit Specialist- Aging & Disability Resource Center of the North 
DEPARTMENT:  Department of Human Services
LOCATION: ADRC Building and/or Human Services Department
REPORTS TO: ADRC/Aging Manager – Director of Human Services
____________________________________________________________________________

I. PURPOSE OF POSITION:
The Elder Benefit Specialist (EBS), provides individuals 60 years of age and older with information, assistance, and advocacy, in the three main priority areas of public benefits, housing and consumer issues. The EBS is also responsibility for coordinating outreach and education to older persons, service providers and professionals in the community. The EBS acts as a consultant to other service providers and professionals. 
II.     ESSENTIAL DUTIES AND RESPONSIBILITIES:

The following duties are normal for this position.  However, these are not to be construed as exclusive or all-inclusive.  The typical tasks shall not be held to exclude others not mentioned that are of similar kind or quality.  Other duties may be required and assigned.

1.
Provide accurate and current information on a comprehensive array of private and governmental benefits and programs;
2.
Provide information and technical assistance about how to access such benefits and information regarding the responsibilities of program participants;
3.
Assist potential applicants of private and governmental benefits, including but not limited to Medicaid, benefits administered by the Social Security Administration, FoodShare, Family Care and IRIS to locate and gather verifying information, both financially and non-financial; 
4.
Provide information on rights, and complaint, grievance and appeal processes;
5.
Provide guidance and assistance in preparing and filing complaints, grievances and appeals;
6.
Make appropriate referrals for employment-related counseling and services; 
7.
Consult with legal back-up personnel to the EBS program to determine appropriate interpretation of law or regulation and appropriate action to assist in resolution of concerns; 
8.
Initiate investigations to gather needed factual information to pursue advocacy duties; 
9.
Provide representation, as needed and appropriate, for older people in administrative hearings and other formal or informal grievance steps; 
10. 
Refer to legal backup personnel working for or with or under grant agreement to the EBS program for consideration of representation in administrative and judicial proceeding; 

11.
 Obtain informed consent before disclosing information about a client unless required by law; 

12. 
Provide consumer and volunteer training and technical assistance to develop self and family advocacy. 

13. 
Negotiate on behalf of individuals with long- term care agencies and program service providers, or the state regarding disputes over long-term care services; 

14. 
Identify and document concerns and problems of older people and related system-level issues and present that information to appropriate entities, including county and/or tribal government, and the Department of Health Services; and 

15.
Complete required reporting and documentation per the requirements contained in Chapter 9 of A Manual of Policies, Procedure and Technical Assistance for the Wisconsin Aging Network. 


Knowledge, Skills and Abilities: 
Any equivalent combination of training and experience, which provide the following knowledge, skills and abilities:
1.
Excellent written and verbal communication skills

2.
Must have strong interview and active listening skills with customers to build rapport in a supportive manner. 

3.
Ability to provide a welcoming atmosphere for consumers to effectively delivery positive consumer service. 

4.
Strong computer skills in word and excel and the ability to effectively utilize required software and database programs.


5.
Ability to interpret and apply federal, state and local policy and guidelines.

6.
Knowledge and understanding of target populations served by Aging & Disability Resource Center and Aging Unit, and experience with public benefit preferred. 

7.
Maintain required confidentiality in client and personnel records where appropriate. 

8.
Experience and ability to provide exceptional service levels to program participants in a community/social work setting.

9. 
Ability to establish priorities for service intervention and deal tactfully with difficult situations.

10.
Ability to maintain good working relationships and cooperation with other government agencies and public service providers to improve benefit delivery system for older adults being served.

III. MINIMUM TRAINING AND EXPERIENCE REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS:

1. Bachelor of Arts or Science degree, preferably in a health or human service-related field. If the person does not meet the educational requirement a request for a waiver form may be submitted. The approval of the waiver is at the discretion of the Bureau of Aging and Disability Resources and shall be based on the equivalent competency and practical knowledge and experience in the essential functions of the EBS position. 
2. Minimum of one or more years of experience working with one or more client populations of the Aging and Disability Resource Center or Aging Unit; 3 years of experience is preferred.

3. Must successfully complete initial and ongoing trainings as required by the Wisconsin Department of Health Service, Greater Wisconsin Agency on Aging Resources and the Aging & Disability Resource Center. 
IV. NECESSARY SPECIAL QUALIFICATIONS:

1. Must be willing to be fingerprinted.

2. Must have a valid driver’s license and reliable transportation.

3. Must consent to background checks and must authorize release of any investigative and criminal records obtained by or in the custody of, the Federal Bureau of Investigation, the Wisconsin Crime Information Bureau, and any and all federal, state, and county law enforcement agencies.

V. REQUIRED KNOWLEDGE, SKILLS AND ABILITIES, WHICH MUST BE DEMONSTRATED AND APPLIED AS APPROPRIATE, AS A CONDITION OF CONTINUED EMPLOYMENT:

A.      Interpersonal Skills
1. Ability to recognize, acknowledge and consider the feelings and viewpoints of others and demonstrate respect for individuals.

2. Ability to recognize the importance of dealing with difficult issues when working with adults and families to facilitate hope/vision/change.

3. Ability to identify family and individual strengths that can be utilized for the purpose of effecting positive change and growth.

4. Ability to work productively in a team atmosphere to deal with and resolve family and individual problems and issues.

5. Ability to engage individuals and families when gathering information and seeking out resources.

6. Ability to establish and maintain working relationships with individuals and families.

7. Ability to establish and build relationships in the community and with internal and external partner agencies.

8. Ability to utilize and benefit from supervision in achieving agency goals.

B.      Personal/Professional Awareness
1. Ability to recognize, respect and consider the needs and belief systems of individuals of diverse cultures.

2. Ability to understand that people can change and integrate that belief into case practice.

3. Ability to understand how values, background and other influences can impact objectivity and bias.

4. Ability to be make appropriate and considered decisions when needed.

5. Ability to obtain facts and recognize the relevant and significant dynamics of individuals and families.

6. Ability to mentor and advocate for individuals and families.

7. Ability to learn and apply ethical standards of professional behavior.

8. Ability to respect and maintain confidentiality.

C.       Analytical Thinking
1. Ability to identify and assess conditions of individuals and families.

2. Ability to recognize and understand family and individual situations, conditions and dynamics.

3. Ability to assess new information objectively.

D.       Communication Skills
1. Ability to effectively communicate information orally and in writing.

2. Ability to create situations that invite and promote open communication with individuals and families.
3. Ability to prepare clear, concise written and oral reports.

E.       Organizational Skills
1. Ability to utilize effective time management techniques and document time accurately.

2. Ability to document cases accurately and to maintain an organized workload.
3.
Requires physical demands such as seeing, hearing, and color perception to make               judgements both in the office and out in the field.

4.
Ability to sit or stand for an extended period of time while performing duties, ability to drive, light lifting, and ability to work out in the field.
Iron County is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the County will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents to discuss potential accommodations with the employer.
