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 CIVIL SERVICE DEPARTMENT

105 Ninth Street , Unit 21

Watkins Glen, NY  14891

(607) 535-8190   Fax:  (607) 535-8193

E-Mail:  ljohnson@co.schuyler.ny.us



LAST DATE TO FILE:  February 3, 2012

SALARY:  $15.80/hr 
HOW TO APPLY:  Submit Civil Service application and copy of DD 214 to the Schuyler County Civil Service Office, 105 Ninth St., Unit 21, Watkins Glen, NY 14891.
VACANCY:   At the present time, there is one part time, 20 hr/week, opening in the Schuyler County Veterans Services Department.  The person hired will need to take a Civil Service test at a later date and be reachable on the list to gain permanency in the position.
RESIDENCY REQUIREMENT:  Candidates must have been legal residents of Schuyler or a contiguous (Chemung, Seneca, Steuben, Tompkins and Yates) county for at least one month immediately preceding the date of the written examination. Preference in appointment may be given to a resident of the jurisdiction for which there is a vacancy.

JOB DESCRIPTION:  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.
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.
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.
Applications and announcements are available at www.schuylercounty.us 
or the Schuyler County Civil Service Office 
105 Ninth St., Unit 21, Watkins Glen, NY  14891  (607) 535-8190 

Issue Date:  January 18, 2012
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