Please Post Conspicuously

OTSEGO COUNTY HAS THE FOLLOWING VACANCY:
Department of Social Services

Casework Aide
$26,925 E:E$3 1,675

DISTINGUISHING FEATURES OF THE CLASS: This is a paraprofessional position
responsible for providing administrative support services to assist caseworkers.
Individuals of this class assist the professional staff in helping the client group by direct
and personal contact to meet emergencies and cope with stress situations, illness, or
economic and social problems. The duties may also involve computer related clerical
functions that assist the professional staff in processing case records. Work is
performed under direct and close supervision from caseworkers, and other senior staff.
Supervision of others is not a responsibility of this position. Does related work as
required.

TYPICAL WORK ACTIVITIES: (lllustrative only)

Assist clients with completing their paperwork for new services such as public
assistance, medical assistance, food stamps, heap or preventative services;

Coordinate visitations between parents and children including contacting appropriate
parties when there is a change in the court order regarding the visitation;

Assist clients with housing needs as a liaison between client and caseworker by
assisting the client with housing searches or accompanying clients to look at potential
housing;

Documentation of activities in required case note format;

Assist clerical staff and caseworkers with filing and telephone coverage;

Assist preventive services clients with following a budget and managing their finances;
Does related work as required.

FULL PERFORMANCE KNOWLEDGE., SKILLS., AND ABILITIES: Ability to establish
effective working relationships with clients, children and co-workers; ability to operate a
personal computer; ability to communicate effectively both orally and in writing; ability to
organize and maintain accurate records and files; ability to follow oral and written
directions; ability to aid clients with completion of required forms; ability to assist clients
to meet their needs; ability to compile simple reports; maturity; tact; sensitivity; good
judgment;




MINIMUM QUALIFICATIONS: Graduation from high school or possession of a high
school equivalency diploma and one (1) year of full-time experience or part-time
equivalent working with the public.

SPECIAL REQUIREMENT: A valid New York State driver’s license and acceptable
driving record is required at time of appointment and must be maintained during
employment; or must be able to satisfy the travel requirements of the position
throughout employment.
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