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ELIGIBILITY CERTIFICATION SPECIALIST IT
DEFINITION

Under general supervision, determines initial and continuing eligibility of clients for one or more public
assistance programs; makes referrals to other agencies as needed; and performs related work as required.

EXPERIENCE AND TRAINING REQUIREMENTS

Two years of public contact work experience which involved interviewing people for the purpose of gathering
information and explaining policies; OR one year as an Eligibility Certification Specialist I in Washoe County;
OR an equivalent combination of training and experience.

LICENSE OR CERTIFICATE

A valid driver's license is required at the time of appointment and must be maintained for continued employment
in this classification.

DISTINGUISHING CHARACTERISTICS

This is the journey level class in the Eligibility Certification Specialist class series. This class is distinguished
from the Eligibility Certification Specialist I class by its ability to complete assignments independently with
respect to determination of initial and continuing eligibility, and authorizing payment for public assistance.

SUPERVISION EXERCISED

Exercises no supervision.

EXAMPLES OF DUTIES (The following is used as a partial description and is not restrictive as to duties
required.)

Interview people of diverse socio-economic, age, cultural backgrounds and in crisis situations in County offices,
private homes and medical facilities to elicit information to identify need for public assistance programs and
services, and make eligibility determinations.

Interpret and explain regulations, rules, policies and public assistance programs to clients and apprise them of
their rights, responsibilities, and eligibility for program participation.

Review, verify, and investigate information received from clients by securing documentation, medical records and
confirmations from other agencies to ensure the accuracy of data, resolve discrepancies, and determine eligibility
for assistance.

Determine and authorize reimbursement to providers for clients eligible for public assistance programs, including
reimbursement and/or payment for medical and burial expenses.

Develop and maintain appropriate case history documentation regarding actions taken and eligibility
determination; identify needs, initiate appropriate referrals and monitor established clients.



Maintain financial records, post prepared data and verify data entry, and monitor account balances.

Prepare and maintain a variety of files, records, statements and reports related to assigned program; gather, check
and tabulate the data used in the preparation of these records and reports.

Provide detailed information regarding eligibility requirements and refer clients to available community resources
for other available assistance as needed.

Maintain caseload statistics by encoding computer data for supervisory and administrative review.
Provide mentoring and training to new and existing staff members on new or revised policies and regulations.
Participate in community outreach and promotion of programs.

Provide education and guidance on basic life skills which may include, but not limited to, information to help
individuals develop necessary skills for self-sufficiency and independence.

JOB RELATED AND ESSENTIAL QUALIFICATIONS

Full Performance (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:
Department/division policies and procedures.

Laws, rules and regulations governing eligibility determination and granting of aid for multiple program areas.
Federal, state, and community social services programs.

Medical terminology.

Computer software specific to the department/division.

Intermediate mathematics required to compute eligibility for public assistance programs.

General bookkeeping and record keeping as it pertains to the department.

Ability to:
Remain current with federal, state and community social service agencies regarding eligibility and policy changes.

Provide clear and concise information pertaining to department services, eligibility requirements, and agency
processes.

Interpret and apply pertinent laws, codes, and regulations related to functional area.
Counsel clients in basic life skills.

Entry Level (Applicants will be screened for possession of these through written, oral, performance, or other
evaluation methods.)

Knowledge of:
Interviewing methods and techniques.

Standard office procedures, practices, and methods.

Basic to intermediate mathematics required to compute eligibility for public assistance programs.
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Microsoft Office and a variety of computer software.

Principles and practices of effective customer service and proper telephone, email, and in person etiquette.

Ability to:
Prepare and maintain accurate, clear, and concise reports, statistics and chronological records.

Make decisions and independent judgments on program eligibility.

Read, interpret and apply regulations, policies and procedures.

Collect, verify and enter data into applicable software.

Communicate effectively, both orally and in writing.

Maintain confidentiality of department communications, data, and information.

Effectively communicate and work with individuals from diverse socioeconomic, ethnic, and cultural
backgrounds.

Establish, maintain, and foster effective and positive working relationships with all those contacted in the course
of work.

SPECIAL REQUIREMENTS (Essential duties require the following physical skills and work environment.)

Ability to sit for extended periods. Ability to lift and move objects weighing up to 25 lbs. Ability to use office
equipment including computers, telephones, calculators, copiers, and FAX. Work is performed in office, home,
or in the multiple programs the department operates in the community, which may include work within private
residences. Based on area of assignment, incumbents may be required to operate county owned vehicles to travel
to different sites and locations and adhere to Washoe County Drivers policy and guidelines. Must be able to
tolerate exposure to a variety of environmental conditions

This class specification is used for classification, recruitment and examination purposes. It is not to be
considered a substitute for work performance standards.
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