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OPEN COMPETITIVE RECRUITMENT FOR
BILINGUAL ELIGIBILITY SPECIALIST (English & Spanish)

North Salem Office

Recruitment number: 283-12-11 


$2,976- $4,059 monthly 
Opens: February 21, 2012         Closes: March 6, 2012
The N. Salem Office has an immediate opening for a Bilingual Eligibility Specialist (English and Spanish Speaking). The position is full-time and represented by AFSCME Local 3669.  The job description is attached. An offer of employment is contingent on successful completion of the selected foreign language test, recommendation for the position based on test performance, and a criminal records check.
NorthWest Senior and Disability Services is a local governmental entity charged with the development and coordination of services to people with disabilities in Clatsop, Marion, Polk, Tillamook, and Yamhill counties.  

EXAMINATION
The evaluation will be based on your completed application and your response to the examination items listed below.  On a separate sheet of paper, respond to each item below.  Number your responses to correspond with the items.  Ensure your name is on each sheet, and include the sheet(s) with your application.  Your application will not be accepted without the written responses to the examination questions below:
1. Describe any experience and training you have received in interpreting and applying complex policies and procedures, and say how you have used this skill to serve the public.
2. Identify and define three qualities that a professional employee needs to contribute to his/her place of employment and say how you would practice those qualities as an Eligibility Specialist.
Customer Service * Professionalism * Positive Attitudes

Applications may be obtained from NorthWest Senior and Disability Services, 3410 Cherry Avenue NE, Salem or at www.nwsds.org. State clearly the location for which you apply. Resumes will not be accepted in place of a completed application. You submit completed applications and exam questions by 5:00 p.m. on March 6, 2012 by using any of the following options:  

· Mail to HUMAN RESOURCES, P. O. Box 12189, Salem, OR 

97309-2117, ATTN: Susanne Eleson (applications will be accepted if postmarked by the deadline date); 

OR

· Fax to 503-304-3434, ATTN: Susanne Eleson ;
OR

· Deliver in person to 3410 Cherry Avenue NE, Salem, ATTN: Susanne Eleson
The mission of NorthWest Senior and Disability Services 

is to assist older persons and people with disabilities 

in making and implementing choices 

that maximize their independence and quality of life.

Equal Opportunity Employer
You may visit our website at http://www.nwsds.org

Customer Service * Professionalism * Positive Attitudes

NorthWest Senior & Disability Services

Job Description
Bilingual Eligibility Specialist
(English and Spanish/Russian language pair)
	Classification: Bilingual Eligibility Specialist
	Position Number: Varies

	Salary Range:  R19
	FLSA Status:  Non-Exempt

	Unit: Varies
	Location: Varies

	Reports To: Services Manager
	Union Status: Represented

	Last Revision: January 2011
	


General Description

Conducts assessment of applicant and client needs, resources and situation and determines initial and continuing eligibility for financial assistance, medical services, and SNAP (food stamp) benefits. Serves as an interpreter for the Agency, and handles case-load of non-English speaking clients, public in designated language.
Essential Functions
Gathers necessary client information to determine eligibility.
Conducts interviews, gathers information, in office, facility or client’s home. Evaluates and applies complex program regulations to determine financial eligibility for public assistance programs.  Communicates with applicants and clients about eligibility for, or denial of financial programs or benefits. 
Processes and maintains electronic and paper records and files. 

Maintains and manages a caseload of clients, including reassessing and re-determining financial eligibility, and maintains and shares information according to privacy regulations. Communicates with staff of other agencies, facility staff, medical and service providers, family members, attorneys and other involved parties to impart and gather information and resolve issues. Provides information to and enrolls applicants and clients in Medicare Part D for initial enrollment and ongoing re-enrollment and/or changes, and referrals to Case Managers or other resources for clients who appear to have unmet service needs. Completes and submits necessary reports for Agency and other regulatory requirements. Maintains electronic and paper records and files as required by Federal, State and Agency policy and procedures. 
Works with Case Managers, supervisors, and other staff to assure excellent customer service in accordance with NWSDS Core Values.

Documents client interactions and benefits provided and assures required paperwork is completed accurately and timely to assure benefits are received as determined. Works with client to manage and assure client liability is accurate and communicated to all parties. 

Maintains up-to-date knowledge of Agency, federal and state rules, regulations, policies and procedures.  

Resources include written materials, computer resources, Quality Assurance & Improvement, co-workers, group and individual training, meetings and workgroups and other relevant training provided by the Agency and the state.  

Serves as an interpreter for the Agency for designated language pair with assigned case-load and as needed in other areas.
Serves as a Mandatory Reporter of suspected abuse of vulnerable populations as required by policy and regulation, and serves as Worker of the Day providing coverage as needed.

Secondary Functions

Attends client/applicant hearings and provides testimony, as needed, and performs other duties as assigned.

Supervisory Responsibilities
None.

Minimum Qualifications
Experience and Education
Any equivalent combination of education and experience, which demonstrates the knowledge, skills and abilities required, will be considered; however, the following is preferred: 

Associate’s degree in social sciences, business administration or other related studies; and two years of responsible social service or business experience involving interviewing to obtain information of a personal and technical nature.

Knowledge, Skills and Abilities
General

Ability and willingness to support Agency mission, ethics and core values.

Good interpersonal skills, including listening; ability and willingness to work effectively with others; use of good judgment, courtesy and tact, as well as the ability to understand and respond to requests from internal and external clients, social service professionals and/or the general public.

Knowledge of, and commitment to, rules governing client confidentiality, mandatory reporting, provider records, and investigations.
 

Ability to work independently, organize and structure own work, and exercise initiative.

Ability to understand and interpret applicable policies and apply them to problem-solving and decision-making in order to serve external and internal clients.

Ability to apply the required knowledge and skills in a timely, accurate, and efficient manner to meet deadlines.

Ability to speak, read, write and understand English, and follow verbal and written instruction.

Basic knowledge of, and ability to utilize, basic technology, such as voice mail, e-mail, word processing, and data entry.  

Job-Specific

Knowledge and understanding of the needs of individuals with financial and social problems.

Knowledge of the functions and scope of public assistance programs, private agencies and institutions providing social support services to seniors and people with disabilities.

Ability to effectively interview people to secure specific types of information for services.

Ability to accurately maintain records, prepare statistical reports, and recognize data entry and/or math errors.

Other Requirements
This position requires the ability to secure and maintain a driver's license valid in the state of Oregon, or an acceptable alternative means of transportation.

Regular attendance as an essential element and it is required to meet the demands of this job, and to provide necessary services.

Ability to successfully demonstrate the required level of proficiency for bilingual duties.

Requires successful completion of a background check.

Work Environment/PHYSICAL DEMANDS

The incumbent typically works in an office environment and uses a computer, telephone and other office equipment as needed to perform duties. Work also involves occasional travel. The noise level in the work environment is typical of an office environment. Incumbent may encounter frequent interruptions throughout the work day.

The employee is regularly required to sit, talk, or hear; frequently required to use repetitive hand motion, handle or feel, and to stand, walk, reach, bend or lift up to 25 pounds.

Contact with the public in home or office environments may risk exposure to irrational/hostile behavior, contagious diseases, or contact with domestic animals.

The physical demands are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

This job description in no way states or implies that these are the only duties to be performed by an employee occupying this position. Employees may be required to perform other duties as assigned, including work in other Agency unit/location to ensure workload coverage. Employees are required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.

Requirements are representative of minimum levels of knowledge, skills, and abilities. To perform this job successfully, the employee will possess the abilities or aptitudes to perform each duty proficiently.
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