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	POSITION NAME: 
ELIGIBILITY SPECIALIST
	DEPARTMENT: 
HUMAN SERVICES

	Hiring Salary Range:  $32076-48114 
	Pay Grade: 64, Non-exempt 

	Work Schedule/Requirements: Generally Monday-Friday    8am – 5pm 

	Primary job function and duties: 
This position is responsible for taking applications and determining eligibility for public assistance programs including Food and Nutrition Services, NC Health Choice, Medicaid (including Family and Children’s, Adult and Long Term Care and Special Assistance), Work First, Energy programs, Subsidized Childcare and Non-Emergency Medicaid Transportation.   This position requires the ability to interpret state/federal policies and the capacity to communicate those to clients and their representatives along with inputting this information into the state NC Fast computer system.  This position is responsible for all case management activities for a blended case load of public assistance programs including completing and/or verifying applications, re-certifications and change requests in a timely manner, interviewing clients to obtain necessary information and completing documentation of casework activities. Attend in-services and other training sessions and conferences and may represent the Agency on Committees or Taskforce groups. Makes Service referrals within the department and to other agencies as needed and resolves a variety of customer’s concerns. Perform other duties as assigned. 

Supervised by:  Eligibility Supervisor


Minimum Qualifications: 
· Education and Experience – High school diploma and one year of experience in Income Maintenance Programs or two years of experience working in other Department of Social Services programs. 
· Physical Demands – able to sit for extended periods of time, viewing a computer monitor/using a keyboard and mouse, walking, standing, bending, stooping and occasionally lifting up to 25 pounds.
· Knowledge, Skills and Abilities – Considerable knowledge of the program/areas of assignment.  General knowledge of all agency and community programs and services which could affect the client/applicant.  Good mathematical reasoning and computational skills.  Ability to read, analyze and interpret rules, regulations and procedures.  Ability to communicate with clients/applicants, the public at large and public officials to obtain data and to explain/interpret rules, regulations and procedures.  Ability to perform caseworker functions within structured time frames and maintain confidentiality of client information.  Ability to operate Microsoft Office software package, as well as the ability to operate copier and fax machine. 
· Valid Driver’s License could be required based on specific programmatic functions being performed.

Preferred Qualifications: 
·  Preference for experience working in the state NC Fast computer system



	
Special Notes Concerning This Position:
· Acceptable background checks to include criminal and child protective services registry.
· The duties of this position may also include assistance with sheltering operations and working medical countermeasure events during natural disasters and public health emergencies.

	



