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SOCIAL WELFARE EXAMINER

Date: 8/4/10

DISTINGUISIDNG FEATURES OF THE CLASS: The work involves responsibility for the initial intake and

determination of eligibility and assistance for individuals for various social services programs. The incumbent
interviews applicants and evaluates applications and records to determine eligibility for benefit programs such
as but not limited to financial assistance, medical assistance, food stamps and makes referrals based on service
needs and is cross trained in all areas of the Division of Temporary and Disability Assistance, Department of
Health and Office of Child Support Enforcement. In some cases, employees may provide on-going case
management services relative to vocational and employment needs of the individual in face-to-face or group
settings for the purpose of developing and following up on a self-sufficiency plan. The incumbent makes
referrals to community service agencies based on needs identified by the individual. The work is performed
under the direct supervision of a Senior Social Welfare Examiner. The incumbent does related work as
required.

TYPICAL WORK ACTIVITIES: (Illustrative Only)
Perfornls initial intake by interviewing and assessing the individual's situation to determine eligibility for

various benefit programs and ensures that application information is complete and consistent;
Fonnulates and implements a self-sufficiency plan with individuals by identifying barriers to employment;
Assists individuals with self-sufficiency by identifying specific goals necessary for them to achieve self

sufficiency;
Makes referrals to various community service agencies to assist the individual with implementing their self

sufficiency plan;
Discusses benefit programs with individuals to ensure their understanding oftheir rights, responsibilities, the

temporary nature of assistance, how benefits change with employment, and how to obtain the services
needed to become self sufficient;

Provides follow-up interviews by phone or in person to obtain feedback in relation to an individual's progress,
confinning understanding of their responsibilities, and barriers to their self-sufficiency plan;

Evaluates applicant's financial eligibility for assistance, determines initial categorical eligibility and evaluates
available resources in relation to financial eligibility;

Authorizes the provision of financial benefits needed to support the individual's self-sufficiency plan within the
guidelines ofthe program involved;

Reviews case assistance payments to determine if individual's payment is accurate and takes corrective action
when there is an error in over payment or under payment;

Prepares and presents information for court and testifies as to completeness of records;
Maintains files and computerized records, including all necessary documentation related to the assessment,

follow-up and financial assistance services provided.

FULL PERFORMANCE, KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Good knowledge of State and Federal laws and rules governing eligibility for social services benefits programs;
good knowledge of community services programs, agencies and employment resources; good knowledge of
programs that relate to eligibility for social services such as Workers' Compensation, Social Security, and
Unemployment Insurance; ability to assess and evaluate individual's situation, education, experience, aptitude
and interests to determine appropriate referrals and develop a self-sufficiency plan; ability to understand and
empathize with the needs and concerns of others; ability to operate a personal computer and utilize common
office software programs; ability to analyze and organize data and prepare records and reports; ability to
establish and maintain effective working relationships with others; ability to understand and follow oral and
written instructions; physical condition commensurate with the demands of the position.



Job Description Continued for:

MINIMUM QUALIFICATIONS:

SOCIAL WELFARE EXAMINER

A) Graduation from a regionally accredited college or university or one accredited by the New York State
Board of Regents to grant degrees with an Associate's degree or higher; or

B) Graduation from High School or possession of a high school equivalency diploma and two (2) years clerical
expenence;or

C) An equivalent combination of training of experience as defined by the limits of (A) and (B).


