
CLASS TITLE:
VETERANS’ SERVICES OFFICER/ADA COORDINATOR
EXAMPLES OF DUTIES
1.
Assists veterans in preparing applications for assistance; interviews veterans and dependents and counsels them on appropriate services and agencies available to them; and makes determinations as to the amount of aid to be allowed in each case, based on eligibility and budgetary standards.

2.
Investigates the financial, employment, medical and related conditions of veterans and their dependents to determine the extent of requested assistance, arranges for aid for veterans with employment offices, schools, hospitals and other agencies; and represents veterans and dependents at hearings before appeal boards adjudicating veterans aid and pension matters.

3. 
Coordinates assistance efforts with other social service staff in the Human Services Department and other local, state and federal public and private agencies as appropriate to ensure comprehensive delivery of the widest possible range of available services to meet the needs of the veteran and his/her dependents and family.

4.
Serve as Burial Agent and Graves Registration Officer for the purpose of securing burial allowances and grave markers, and for maintaining records of all veterans interred in the community; perform necessary administrative services, including the filing of periodic and special reports; and maintain records and correspondence.

5.
Serve as staff liaison to the Commission on Disability, providing them with staff support and guidance to assist them with the fulfillment of their mission.

6. 
Serve as the Town’s Americans with Disabilities Act Coordinator.  Coordinate policies, programs, and responsibilities to assure compliance with the ADA and other federal and state laws and regulations pertaining to persons with disabilities; coordinate the Town’s efforts to comply with Title II and investigate any complaints regarding the Town’s failure to comply with Title II.
FACTORS

A.
KNOWLEDGE, SKILLS AND ABILITIES
1. The Veterans’ Services Officer must be an honorably discharged U.S. Veteran.

2.
Considerable knowledge of State and Federal laws and administrative regulations relating to financial and other assistance and benefits for veterans and dependents.

3.
Working knowledge of community and regional resources and agencies available to veterans and ability to deliver services to veterans with compassion and confidentiality.

4. 
Working knowledge of the requirements of the Americans with Disabilities Act.

5.
Ability to establish and maintain financial and other records.

6.
Ability to prioritize and carry out work independently.

7.
Ability to establish and maintain harmonious working relationships with others.

8.
Ability to communicate clearly and effectively with the public.

B.
EXPERIENCE
Duties require two (2) to three (3) years experience in counseling, social work or a related field providing service to individuals on a one to one basis, and extensive knowledge of current laws, regulations and community resources.

C.
SUPERVISORY CONTROLS
Incumbent performs work under the broad supervision of the Town Administrator, referring to Town Administrator only for matters pertaining to Town policies and priorities.  Incumbent is expected to resolve most situations as they arise, referring to State and Federal laws and regulations with regard to veterans affairs.  Incumbent performs work with a high degree of independence.  
D.
COMPLEXITY
Work consists of a variety of responsibilities involving administrative, investigative, and counseling functions.  

E.
NATURE AND PURPOSE OF PERSONAL CONTACTS
Personal contacts are principally with veterans and their families for the purpose of providing assistance.  Other contacts are with State and Federal officials, community service agencies, hospitals, home care agencies, etc.  Additional contacts are with the Commission on Disability as well as employees, boards and committees and citizens with respect to ADA compliance and related issues.

F.
WORK ENVIRONMENT AND PHYSICAL DEMANDS

Incumbent performs work in a normal office environment, not subject to extremes in temperature, noise, odor, etc., although some site visits to homes or other facilities may be required.  Incumbent experiences regular interruptions to help citizens; may spend extended periods at computer terminal, on telephone, or operating other office machines requiring eye-hand coordination and finger dexterity; may be required to lift and carry office files, documents, and records; and will be required to travel within the community and to neighboring towns.

G.
SUPERVISION EXERCISED

Incumbent supervises one part-time departmental assistant.

SUGGESTED TRAINING AND EXPERIENCE

Duties require knowledge of veterans’ affairs and laws pertaining to the disabled population, and training and experience in counseling or social services.  Certification as a Community Access Monitor is desired.
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