COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  VETERANS BENEFITS FIELD REP I

	TITLE CODE:  2109
	GROUP:  MILITARY AND EMERGENCY PREPAREDNESS

	SELECTION METHOD:  100% QUAL      REV. 12-04
NO. TEST QUESTIONS:  
SELECTION ID:  5191                           EXAM NO.:  
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  COMMISSIONER OR DEPUTY COMMISSIONER

	PRIMARY USER AGENCY:  DEPARTMENT OF VETERANS' AFFAIRS

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Assist veterans and their dependents in assigned work area in the initial preparation and documentation of service connected claims.  Consults with department personnel to begin the initial documentation used to establish the medical aspects of a claim.  Receives assistance in applying laws, rules, regulations and presenting affidavits and personal statements to ensure proper adjudication by the United States Veterans Administration; OR, Provides entry initial services in developing land for the final resting-place of veterans; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor’s degree.

	

	EXPERIENCE:  Must have one year of experience in administration, military affairs or veterans’ benefits counseling.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  A master’s degree will substitute for the required experience.  

	

	EXPERIENCE:  Administrative experience will substitute for bachelor’s degree requirement on a year-for-year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

Must possess a valid driver’s license.


POST EMPLOYMENT REQUIREMENTS:  EMPLOYEES IN THIS CLASS WILL BE REQUIRED TO OBTAIN CREDENTIALS OUTLINED BELOW WITHIN A REASONABLE TIME, OR IF EMPLOYEES POSSESS SUCH CREDENTIALS AT THE TIME OF HIRE THEY WILL BE REQUIRED TO MAINTAIN THOSE CREDENTIALS SO LONG AS THEY ARE EMPLOYED IN THIS CAPACITY.  IT IS THE RESPONSIBILITY OF THE EMPLOYING AGENCY TO VERIFY THE ATTAINMENT AND/OR MAINTENANCE OF THESE CREDENTIALS, TO REMOVE FROM THIS CLASS ANY EMPLOYEE WHO DOES NOT ATTAIN OR MAINTAIN THESE CREDENTIALS, AND TO ASSURE THAT ANY EMPLOYEE WHO PERFORMS THESE FUNCTIONS, WITHOUT REGARD TO THE CLASS THEY ARE IN, HAVE THE APPROPRIATE CREDENTIALS.
Must maintain valid driver’s license for the length of employment in this classification.

	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Consult with department personnel to begin the initial documentation used to establish the medical aspects of a claim.  Receive assistance in applying laws, rules, regulations and presenting affidavits and personal statements to ensure proper adjudication by the United States Veterans Administration.  Assist in overseeing the day-to-day operation of a field office.  Perform public relations work with the media, city and county officials, veteran’s organizations, hospitals, nursing homes and other state and federal agencies.  Maintains computer database of veteran’s contacts, claims filed, and awards received.  Assists supervisor in preparing statistical reports.  Conduct interviews to gather information for filing of claim.  With supervision, acts as an agent on behalf of the veteran during United States Department of Veterans' Affairs hearings and appeals processes.  Gain knowledge to respond to inquiries from state and county government officials concerning the benefit program and the final resting-place for veterans.  Perform extensive statewide travel to meet with veterans and their dependents. Recruit and train field volunteers. Learns process to follow in assisting veterans and their families in securing placement of the deceased veteran and spouse if applicable in the State Veteran Cemetery.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Travel on statewide basis to meet with veterans and their dependents.  

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  05/16/2008

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


