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VETERANS SERVICE OFFICER
DISTINGUISHING FEATURES OF THE CLASS: 

The work involves responsibility for counseling and assisting veterans, servicepersons, dependents, survivors and other claimants on federal, state and local laws relating to veterans’ rights, privileges and benefits. Work involves matters pertaining to educational training; health, medical, and rehabilitation services and facilities; employment and reemployment and provisions of laws relating to veterans' status. In addition, a service officer will prepare and assist veterans in the preparation and processing of legal claims under federal, state and local laws and act as a liaison with public and private agencies, which provide benefits for veterans. An incumbent in this position is expected to exercise independent judgment in areas of concern and responsibility. Supervision is received from an administrative superior with work being reviewed through submission of written reports and conference. Does related work as required.

TYPICAL WORK ACTIVITIES:
Confers with claimants or others by personal interview, telephone, electronically and in writing;
Prepares and processes claims, applications and appeals for pension, compensation, medical treatment and other service benefits; procures documentation required for validation of claims; follows up claims to assure prompt action; reviews decisions relating to claims and financial awards made by the Veterans Administration and/or state or local government departments;
Assists and advises veterans regarding insurance programs and benefits and in formulating or converting their insurance estate;
Confers with medical, mental health, and social work professionals on issues relating to veterans’ current and previous disabilities and relationships;
Obtains information from financial institutions, social security, nursing and adult homes, social services, and other units regarding funding and authorization for indigent burial of eligible veterans, survivors or dependents under applicable state and local laws;
Attends conferences held by the Veterans Administration and other government agencies to further knowledge of changing laws, programs and benefits;
Provides interpersonal peer counseling, evaluation and referral on veteran laws, regulations and administrative directives;

Enters and updates information into records in veterans database;
Administers registration for Veterans Memorial Cemetery, records and database management in conjunction with the Departments of Parks and Recreation and Finance;
Makes field visits to veterans unable to visit the agency office;

Transports veterans to other veterans’ facilities.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:

Good knowledge of federal, state and local laws governing veterans' benefits;
Good knowledge of benefits and services available to veterans, survivors, dependents and other claimants;
Good knowledge of medical and psychological diagnosis, evaluation and terminology as it applies to veterans;
Ability to establish and maintain good public relations and to deal effectively with veteran-related' problems;
Ability to receive necessary accreditation(s) to process veterans claims;

Ability to communicate effectively both orally and in writing;

Ability to use personal computer to maintain records in veteran database;
Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  

A.  High school diploma or equivalency; and 

B.  One year of work experience or its part-time equivalent in business administration, education, human resources, employment interviewing, human services, or insurance; and

C.   Must be an honorably discharged veteran at time of appointment.

Note:  A term of two years as a paid or volunteer veteran’s organization service officer may be substituted for the work experience.
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