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This monograph, developed to provide come ideas about the initial
considerations of an agency confemplating the use of auxiliary personnel, describes
the types of auxliary posifions that might be established, administrafive planning
necessary and the factors to consider in developing and establishing the positions.
The decision to use auxiliary personnel is based on the conviction that there are
differential needs of clients that may be met by persons with an educational and
experience background in fields other than social work. Avxiliary positions relafing fo
administrative procedures are: administrative aide, research and statistical assistant,
and welfare assistant. Those in direct service to the clients might be a household
helper and homemaker, or a neighborhood worker. Specific details are dezcribed for
assessment of needs, scope and content of services, analysis of organization and
staffing patterns, resfriction of jobs, written politices, supervision and fraining,
program evaluation, and community relationships. Illustrative job specifications for
use in the developmént of class specifications for auxiliary positions for family
services in public welfare agencies are included, together with information on how fo
adapt and interpret them to reflect specific programs, job content, and agency
organization. (FP)
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The Bureau of Family Services has long been concerned aboul utilization
of staff in public welfare agencies administering public assistance

programs, A staff committee has been engoged in developing guides that

State or local agencies may use in developing staffing patterns.

The focus in this monograph is on the development of various types of jobs
auxiliary to administrative and social work jobs in order to carry out

broadened services to the client population of the public assistance pro=-
grams, The duties of these jobs are such that they may be £illed by |
personnel with less than a college education. i

We recognize that there should be cpportunity for experimentation in the |
imaginative use of such staff and hops that these suggested guides will
be useful to State and local agencies as they plan for amploying auxiliery '
staff, I an agency shovld decide to experiment with the use of auxiliary

stalf, we recomend review of Chapters I and IT of the monograph on

Utilization of Sccial Work Staff With Different Levels of Education for

Family Services in Fublic Welfare in connection with the planning for

uze of auxiliary staff,

Albert H. Aronson Fred H, Steininger
Director, Division of Director, Bureau of Family
gtate Merit Systems Sexrvices
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CHAPIER I

ADMINISTRATIVE PLANNING FOR THE USE OF AUKILIARY E
STAFF TH PUBLIC ASSTSTANCE FROGRAMS

Mhere are tasks in the social welfare field which can be performed equally
well and often better, by staff other than the social worker. Some services |
which a public welfare agency may choose to offer are not specifically a
' part of the zocial worker's function, In view of the widespread interest

in training personnel ' o furnish auxiliary services in community agencies,

this monograph was developed to prorride some ideas about what an agency

showld consider in planning to augment its program by using such staff.

However, awsdliary staff does not substitute for staff required to fulflll

the agency's obligation to carry out the program Lor which it was legally

established, Thus, in small locel agencies with few social workers it may

not be practicable to employ auxiliaxy staff.

¥ i
This monogroph discusses briefly tre types of awsiliary positlons that might 5
be established, the administrative planning necessary, some factors to cone
. sider in developing and establishing the positions, and illustratlive class |
, specifications, Neither the factors for consideration in administrative f
planning nor the illustrations of class specifications arc intended to be
inclusive or to substitute for the careful planning that must be carried on
py State and local departments and merit gystem agencies developing the posie-
tions. Rather, the material is intended to serve 23 & guide in that planning.

The sociel welfare manpower study, the public wocial welfare personnel.
rveport, 1/ end requirvements for program expansion resulbing from the Sceial
Security Act amondments since 1960 ~- especlally the 1962 amendments for
broadened services -~ havs highlighted the personnel shortage in departments
% of public welfave, Several ways and means of attacking and allevieting the

problem have been proposed, These include development of the two career
14nes for sccial work positions (see "Utilization of Social Work Staff with
Different Levels of Education..."), establisiment of conditions which exe
conducive to recruitment and retention of staff, expansion of staff develop-
ment and training programs, and realigmment of staffing patterns vwhereby a

. wider range of manpower resources is made available for meating the differe
ential needs of clients and also for providing a base for a work career,

1/ Salaries and Working Conditions of Social Welfare Mampower in 1900,
: A survey conducted by the U, S. Department of Labor Statistics in
cooperation with the National Social Welfare Asgembly, Inc., and the
U. S. Department of Health, Education, and Welfare.
Public Welfare Personnel - 1960 - Joint Report of the Bureau of Family
Services and the Children's Bureau of the Welfare Administration, U, S.
Department of Health, Education, and Welfare

A s ey o o L TR
a -




~2 - |

For many years public and voluntary social agencles have used anxiliry

personnel in imaginative ways to facilitate the social worker's job.

Although titles, experience, and educational backgrounds varied, generally

the basic function of these assistants was one of a faciliteting service to
clients; they performed certain tasks not requiring the special skills of

the social work eteff, Public welfare agencies have tended to use auxiliary -
personnel in performing tasks of a clerical and procedural nature, whercas )
voluntary agencies have made use of thelr skills in providing selected :
direct services to cliiucs.

From the experience gained in past experimentation, State and local public
welfare ageneies will want to give additional thought and planning to maxi-
mizing the contribution staff in suxiliary positions can make to improve
agency services The decision to use auxiliary personnel is based on the
conviction that there are differcntial needs of clients that may be met by
perecons with en educational and experienced background in other than social
work.. A new look should be given to all possible places where such pere~
sonnel may augment on~going work in the agency. Experience has shown that
utilization of a vardety of auxiliary perconnel properly trained and coordi-
nated to perform specialized tasks would result in more efficient use of
social work personnel and provide better service to the client,

Types of Auxiliawy Positions

_,wm.,...,_w

Generally, the awgiliary rositions tuat might ve entablighed in public
welfare ageneles would be of two types: one, those that are administrative
in funetier, thot i, assimed tacks dirveetly related te admindstrative
proceGurec nezesgayry to provide serviees, and dwe, those that involve direcet
service to clicnts. The diveel cerviec f@g;;i cisng may encompaso a catepory
of neightiorhiood worker,; or they may be estavlished as 4 separate clasc,
Tllustrative opecifications are inciuded ¢t ihe end of this chapter.

I. Administrative Procedural Service

Several classeg of positions in this field may be utilized in State or
local. offices, Two are suggested:

A, Administrative Alde -~ A staff member who would perfoxrm a group of
related tasks that are essentially administrative and clerical in
nafwre but are parts of the social worker's job, The major function
of personnel in this position is to provide direct services to the
gsoclal work steff. In assuming major responsibility for clerical
taskes the aide understands the procedural. operation of the tasks
agsigned.

«*

B. Research and Statistical Assistant, Welfare Assistant « These are
titles illustrative of a type of administrative asslstant position,.
They require a higher level of responsibility end judgment than the
administrative aide. It is possible to use positions of this type
in a variety of settings in & local agency or the State office,




Assignments might include msintenance of the agency's social
gervice directory and resource f£ile, changes in court procedures,
and informing social service rtaff of changes &ffecting case
planning; or work as &n assistant to field supervisors and agency
specialists. An example of the latter would be an assistant
working with the medical review tesm, or as library sssistant to

. staff development personnel. The Research end Stetistical Assise- I
’ tant is an example of & type of administrative assistant of this | !
order., The Welfare Assistant is an example of how this position i

might be used in the social service department of a local agency.

II. Direct Sexvice

Classes of positions here relate primarily to local offices and would
provide 2 variety of direct and indirect services which are appropri-
ate for the agency to furnish in assisting families or individuals.
Two axe suggested:

A, Household Helper and Homemeker ~ Staff membera in these positions
would function as an out-reach of the agency, gerving clients in
their own homes or facilitating their movement about the cmuné}y,
Distinction cen be made betwsen Household Helper and Homemaker
Many persons have the ability to direct the management of their
homes, but do not have the physical cepacity to do the necess&ry
work, Under these circumstances, Household Helpers would perfomm
woutine time-limited tasks under the client's supervision, ifouse-
hold Helper positions may be filled either by men or by women,
depending on the nature of the dulies to be performed; whereas é
Homemakers are generally recruited from the femsle population,

Howemakexrs may perform many of the same housekeeping tasks as
Household Helpers. However, the essential element of the Home-
maker's work is the understanding they bring to the feamily or the
1pdividual, situation, and the degree of regponsibility for care
§ and sasistance which they are able to assume,

B. Neighborhood Worker - Foruing either a part of a direct service
class or an independent class, staff would function through
. informal contacts in neighborhoods to help individuals and families

2] HB 1V-W2lh,5) - Social Service in Public Agsistance - Homemaker Services.
Homemaker Services in Public Welfare: The North Carolina Experience,
U, 8. Department of Health, Education, and Weifare, welrere Administration,
Bureau of Family Services. Report of the lﬂ National Conference on
Homemaker Services, New York, National council for Homemaker Services,

1904,
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make use of public welfare services, and to find neighhorhood
Jeadership, encourage it, and give it direction. In public
welfare agencies these positions would be directed primarily
towerd utilization of public welfare services and community
regources appropriate to individual and family needs,

Administrative Planning

Any modification of the staffing patterns of an agency should begin with
program and organizaticonel decisions relative to program objectives and
orgenization. Formulating objective. for the undertaking and determining
the steps necessery to attain them 1ls something in vhich everyone in an
orgenization is intecested and concerned. Since any change, modification,
or new proposal ultimately affects staff functioning, appropriate staff
should be made aware of and take part in the administrative planning.
Probably there is no work more important in the development and successful
implementation of an undertaking than "planning." <This dnvolves the assess-
ment of agency and community services, the identification of gaps, the
realistic anticipation of future problems, the anelysis of strategy, and
the correlation of strategy and detall, .Successful planning cannot be
achieved unless every component of the organization contributes its share
to the total result. The practical. cperation of the planning process re~
quires administrative leadership combined with frequent, informal meetings
between individuals charged with specific areas of responsibility. The
procass must be & two~-way street in which there is discussion of the
effects the proposal would have on every aspect of administration, progran
development, issuances of instructions and manvals, supervision, tralning,
or fiscal matters,

Attention is thus directed to the administrative planning public welfare
agencies need to undertake in developing, esteblishing, or realigning
auxiliary positions, if maximum and constructive use is to be made.of the
personnel employed and if benefits to clients are to be derived in imple-
mentation of the auxiliary services,

Agencies should detexmine the range of clients'! needs for services, proe
gressing to the kinds of awxiliary services that would supplement the
agency's soclal work services, This determination involves availability
and adequacy of staff to carry out the program properly, as well as differ-
entiation of the specific needs to be met through each o2 the agency's
service methods, such as sgoclal work, volunteer services, and the related
auxiliery services, While some of the onegolng service activities and those
of auwxiliery staff mey be in the seme area, the differential lies in the
scope and purpose of the service activity., For example, same of the
auxiliary direct services concern activitles that are also appropriate to
volunteer gervice, However, volunteer services may be more appropriate in
many inatances because they uniquely epitomize, for the clients served, the
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interest, concern, and often the resources of citizens in the commmity,
and, provide a major avenue to the development of citizen and conmunity
understanding.

The scope and content of the agency's total services and the goals and
purposes of the auxilisry servieces should be clearly stated and specifi-
cally interrelated. In broad terms, the cost, quality, and time limits
for achieving them should be established, Appropriate staff should be
involved in evaluating the need for awxiliary staff, and the contribution
such staff could make to achieving the agency's objectives with maximun
effectiveness.,

There would need to be an analysis of the organization and staffing plan

for possible restructuring of jobs, (See Chapter II: "Using the Guides
for Class Specifications for Awxiliary Positions for Family Services in
Public Welfare .) Plenning and building the organizational structure may
jnvolve several models, including a multifunctional approach. OSuch an
approach may be through the establishment of a series of job categories
essential to the services the agency offers or intends to provide, Different
gituations will suggest different utilizations, and jobs can be defined in
functional terms to permit effective use of staff with different educational,
backgrounds, The agency will need tc consider the extent of position
changes, position descyiptions to be developed, their approval, recxuitment
of applicants, the examination and selection process, and the time limits
necessary to complete these steps,

The agency must clearly specify that awdiliary staeff are employees undex

the merit system, distinct from individuals yorking on commmnity work aud
training projects or serving as volunteers, As employees under the

merit system, they are entitled to the same benefits and obligations as

other agency employees.l/ jAmong these are retirement, unemployment compen-
sation, health and hospital benefits, annual leave, educational leave for
specialized training, and liability and property damage insurance. Liability
insurance is of particular importance for direct service personnel when
their duti~s involve direct contact with clients in entering their howes

or transporting them.

Job functions, duties, and responsivilities of all positions should be
defined in considering use of awcilisry personnel., It 1s from the analysis
of these position functions that parts of the social work job and supple-
menting services not requiriny the skills of the professional. or other
sdministrative persons can be detcrmined for assigmoent to auxiliary
personnel.,

Volunteer Services, U, S. Department of Health, Education, ami Welfare,
Welfare Administration, Septe. 30, 1964, HB IV-3460, Commmnity Work and
Training Programs, and Supplement B.
4/ B VIHi0.01, Personal Services - Employee Benefit Plans - General,

Q
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There will need to be identification of duties performed by social. work

and other ataff within the existing structure of the agency. Consideration
should be given to poassible problems developing {rom use of auxiliary pel-
sonnel in coordinating work, and following prescribed channels of communi-
cation within and outside of the agency.

Written policies should define the auxiliary function and activities,
Procedures should provide for efficient flow of work, and Yor effective
communication of infomation., Plans should be made for adequate office
space, equipment, supplies, and facilitating services.

Consideration should be given to other aids and facilitating services the
agency has eatablished or plans to establish, such as work simplification
and procedural methods, to prevent delay and red tape in accomplisning
Pprogram purposes,

Supervision and training should be continuous and adequeie, and equal in
quad ity end quantity to that in other divisions or unita.

Supervision should be limited to one person., If; in the organizational
pattern, an administrative aide or a welfare assistant is assigned to o
unit of social workars, supervision by the unit supervisor, rather than
by the various social workers in the unit, would be conducive to maximum
productivity and an orderly fliow of work.

Supervision of the neighborhood worker positions should be provided by staff
in the social work series, including perszonnel with a specialty in group
work or comminity organization and having knowledge of, and responsibility
for, the expected ouicome from the tasks assigned.

In reference to the non-professicnal and non-administrative neighborhood
workers, sometimes referred to as indigenous personnel, some principles
concerning training and effective use are emerging, Content concerning
their roles, rights, and responsibilities, and relevant agency regulations
and procedures needs to be taught early and reiterated as they move into
their work. On-the-job practice concurrent with class room teaching should
vegin within the first week, sc that the individual. applies what is taught
and learns by doing, as well as by seeing the reality of a job to be done,
Supervision uaing the group discussion method yrovides for colleague zharing
and does not place the supervisee in a one-to-one relationship which marny
such workers have not known in their previous life experience and do not
know how to use productively. Supervisors need to be constantly slert to
role confusion that may arise between such workers and the professional
staff. Frequently the professional. ateff may be reluctant to relinquish
certain functions they have performed in the past, and thus fail to support
the new staff or consider new ways of working.

Agencies ghould periodically plan to review and evaluate the operationg of
the new auxiliary services in terms of their purpose and consistency with
objectives, revising or curtailing, where necessary and appropriate,

kG PR B
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for improvement, In oxrder to make objective judgments regarding the
effectiveness of the services, the agency should provide for reporting.
Reporting should have the objective of Tulfilling a necessary or valuable
purpose, and the information reported should be used. Reporting which
duplicates information available elsewhere should not be reguized,

Public interpretation and cammmnity relationships are involyved in the plan-
ning, inasmuch as services are & part of the agency's responsibilities, and
the public welfare agency 18 a commnity agency. The agency must work with
all other community agencies and use them effectively. Other agencies need
to be informed regaxding the current progrem and services of the public
welfare agency. Careful ettention should be given to interpreting the
variety of services and the responsibility of the many representatives of
the agency with whom other egencies and individuals might come in contact,
as & part of the public relations program of the agency.

In summeyy, the past few years have brought many chenges in the philosophy
o welfare administration and in basic welfare legislation. Iegislative
changes create & need for organizational. modifications in the administrative
agency which, in turn, call for revisions in its classification plens The
objectives of the progrem are reflected in the egency's organization. New
divisions ave created, others are shifted in emphasis or distributed
throughout other branches, Dubties and responsibilities of steff, in turn,
are changed. The clessification process follows program and organizational
decisions. In this wey, class specifications which accurately reflect the
job content, the program, and the organization serve their pwrpose as aids
to improved sadministration.
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CHAPTER 11

USING THE GUIDE FCOR CLASS SPECIFICATIONS FOR AUXILIARY
POSITIONS FOR FAMILY SERVICES IN PUBLIC WELFARE AGENCIES

The specifications included in this publication should be regarded as
guides or illustrative materials to be used by State and local welfare
officials, in conjunction with personnel. speclalists, in the development
of class specifications for auxiliary positions for family services in
public welfare agencies, They should not be regarded as ready-made
substitutes for the careful planning and technical work which must be
carried on at the time c¢f installation or revision of a classification
structure for the public welfare agency. Class specifications will not
serve their proper purpose as aids to improved administration unless they
reflect accurately the program, job content, and organization which exist,
or have been planned end spproved by responsible program officiels, The
clussification process should follow, rather than precede, program and
organizetional decisions., A vitally necessary first step in the establish~
ment of a clagsification structure in any occupational, area is consider~
ation and resoluticn, insofer as possible, of program objectives and
organization,

The specifications should not be interpreted as ré ulring edherence either
to & uniform classification structure or to a single type of organization
or procedure, The clossification structure suggested in the guide is
intended to reflect the kinds end levels of work that would be found in a
unit organized along the lines which leading authorities in the field of
welfare accept today,; Thus it is possible thet some jurisdictions may be
able to uge the suggested framework without substantial modification.

In soume cases, however, adeptation will be necessary, depending upon such
factors as the scope of the program and the size of the organization. In
instances where & new organization and new positions are involved, the
specifications would need to be developed by State and local staf{f having
a comprehensive knowledge of the State and local programs.

The Classification Process and Its Uses

The basic technique of position claszification is the grouping together,
in categories or classes, of ‘those positions which are sufficiently
similar in duties and responsibilitles so that they can be treated alike
for various administrative purposes.,

The most important use of the classification plan is its application in
pergonnel administration, It is a tool in recruitment of qualified
applicants, It is essential to the development of a valid examination
program., The written examination should test for job-related knowledges
and mental abilities, while the oral examination and the evaluation of
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references should assess those personal qualities necessary for effective
interpersonal relations, The education and experience requirements are
neceszary to determine who is eligible for admission to the examination,
Fducation and experience may be a weighted part of the examination and be
rated as to quality and extens,

A clsssification plan also provides standard titles and a common language
for personnel actions and budgeting.,. It is an aid to supervision and
staff evaluation, J+ is the foundation for the development of a sound T
salary plan,™ If the levels of responsibility are clearly defined they f
will serve as an aid in providing for consistency of salary ranges as well

as a guide to what the salary ranges should be in the total jurisdictional )
salary plan. The classification plan is useful in encouraging employees
to plan & career in the agency“by pointing up the opportunities for broader
responsibilities and the requirements for advancement,

ng Classification Plans

The review and revision of the classification plan for welfare positions
should involve the utilization of a number of resources and techniques in
eddition to the guide specifications, After policy decisions have been
made about the organization of the program, job descriptions should be
prepared describing the individual duties and responsibilities and should
be supplemented by background informetion including supervisora' comments,
program statements, organization charts, reorganization plans, and other
similar materials relating to the function, The development, from this
information, of a workable classification scheme necessarily involves a
cooperative effort between the program officials and any personnel.
specialists in the public welfare agency and the merit system agency. In
order to have maximm value, the specification should conform to the
established format used in the jurisdiction and should include all features
which program and personnel specialists in that State are accustomed to
utilizing, The responsibility for the actual writing of the specifications
may be a function of the classification staff of the merit system agency.

The guide specifications can be most useful at two points in the development !
or revision of the agency classification structure., After initial review i
of the job and program information, program and personnel specialists can :
consult the guides as one possible approach to setting up a class series,

which is & sequence of related classes covering all levels in the occuple .
tional area and arranged in ascending order of difficulty and responsilility. .

Once the basie clags structure is decided wpon, the guide specification can

be a tool in the preparation of the various sections of the specification

and, in some instances, may provide the actual languege used, Ceutlon '

must be exercised, however, to avolid adopting language from the draft

specifications which does not represent the facts concerning the program |

as it is in the jurisdiction, :

Mont specifications begin with a definition. This should be a clear,
concise statement of the major rasponsivilities of positions in the class
which will be meaningful to persons not familiar with the service.

Full Tt Provided by ERIC.
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Supervision received and exercised by incumbents of positions in the class
should be clearly stated so that an organization chart could be developed
from these statements,

Thave should be a sufficient number of examples of work, starting with the
more responsible, to cover the range of activities but not the detailed
tesks, Each example should be exprezsed in the same grammatical. form; for

example, in the sample specifications each duty is introduced with an
active verb,

The minimm qualifications should dnclude statements of education and
experience essential to effective functioning in “he cleass or position.
It should be remeuibered that these are minimm requirements, and they
should not be 80 narrow 88 to rule out all except those with an ideal
background.

The minimm qualifications should also include those knowledges and
abilities which the personnel should have gained through the required
education and experience, plus the personal charscteristics necessary for
effective performance, In describing the level of knowledge, a consistent
pattern should be followed, There are many terms that may be uged: in the
sample specifications in this monograph we hive used two levels, "szome
knowledge," and "knowledge." The requirementa should be specific enough

to be used by the merit system and by the agency in reviewing the appli-
cations of candidates.

Finally, it is worth re-emphasizing that it is important to utilize all
available resources in developing & classification plan. The departmental
personnel office and the merit system office should be brought in at the
planning stage. They should be informed of the purposes of proposed modd~
Tications in the classification plan, and inquiry should be made of them
about agency personnel or merit system procedures which are appliceble,
Other rescurces are the regional representative, Bureau of Family Services,
and the regional. representative, Division of State Merit Systems, of the
U, S. Department of Health, Education, and Welfare, The drafi specifi~
cations in this booklet also constitute a resource.

As noted befors, thesge specifications should be considered a guide and not
a substitute for professional social work and personnel staff Judgments

within the jurisdiction, taking into account the needs and complexities of
the program,

The administrators of State and county welfare agencies may find that the
time devoted to & better classification plan for the agency is worthwhile,
Such a plan, reflecting program needs and including realistic poaition
specifications, should be valuable in the administrative process and in
the development of profesgsional standards,
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ADUINISTRATIVE AIDE
DEEINLTION

Performs responsible tasks which are related to client needs but which
are of a routine nature, Performs administrative and clerical vork
related to provision of social services and eligibility determination,
Horks under close supervision of a unit supervisor of social. workers.

EXAMPLES OF DUTIES

Receives inquiries from clients, provides Information, and refers problems
to the direct service worker,

Secures, f{rom pre-determined sources, and verifies for accuracy and
completeness, ccllateral data used by the direct service worker.

Maintains appointment schedules for the direct service worker, keeping
the worker informed of his appointments and cancellations,

Enters information and maintains housing resource and job opportunity files.
Keeps face sheets current and enters factual date in case files,

Prepares and expedites agency forms ag directed by the direct service
worker.

Maintains the worker's control syatem for periodic case reviews; school,
medical, and statistical. reports; and medical, psychiatric, and dental
appointments.

Provides information and escort services to clients,

Keepg records of his own activities and obgervations relating to clients
for use by the worker in egency reports,

Provides forms for uae by clients; asslats clients in completing required
forms and securing neceasary docusénts.

Performe related duties as assigned.

MINIMUM QUALIFICATIONS

Education

Graduation from an accredited high school.




|
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Knowledges and Abilities
Some knowledge of social conditions in the community, “
Some knowledge of the role of the agency in the community, '
Avility to establish relationships with people, ) {1
Ability to gether and record simple facts accurately. .
Ability to communicate orally and in written form, _
:
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RESEARCH OR STATISTICAL ACSISTANT
DEFINTTION

Collects, tabulates, and summarizes date for regular reports prepared
within esteblished guidelines. Receives close supervision from the
research statistician on new asgignments but works independently in
agsigned areas,

EXAMPLES OF DUTIES

Cathers data from appropriate source records for use in agency reporis,
surveys, and plens.

Orgenizes and presents data in an understandable and meaningful, manner.

Performs preliminary review and compilation of statistical data gethered
for State and Federal reports.

Performs preliminary preparation of jnatructions for data collection and
processing for. reports and specisl studies.

Codes and performs preliminary processing on prescribed data collected in
"open-end" questions on special study questionneires and schedules.

Performs related duties as assigned.

MINIMUM “Uﬁtqzi‘mATIONs
Education

cradustion from high school and completion of two years of education at
an accredited university, college, or junior college. Two years of
experience &8 & statistical clerk working on & yesearch project or basic

records may be substituted for one year of education on a year for year
basis up to two years of education.

Knowledges and Abilities
Some knowledge of elementory gtatistics.

Some knowledge of socliel and economic conditions in the community.

gone knowledge of welfare practiczs.

Ability to work independently and exercise judgnment.
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Avility to gather facts and report them accurately. ) : f,
Ability to learn and apply elementary research and statistical concepts, ?
methods, and procedures, I
Ability to write simple reports, |
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WELFARE ASSISTANT
DEFINITION

Performs responsible sdministrative tagks related to eligibility
determination and social services for welfare clients, Receives close
supervision from social work gupervisor on new assignments but assuues
independent responsibility for designated procedures,

EXAMPLES OF DUTTED

Verifies selected eligibility factors in all programs by checking facts
predetermined by the direct service worker.

Reporta & need for information or additional. gearch when the information
is insufficient, inedequate, or incomplete.

Observes snd defines clients' housing conditions, jn response to specific
requests, and submits reports on cbservations,

Guides, escorts, and transports children on cducational and recreational
trips to museums, parks, and exhibits as planned by the direct service
worker.,

Processes burial claims and determines whether payments are allowable and
available from souwrces such as Old Age, Survivors, and Disability Insurance
or Veterans Administration.

Performs records check, such as property or insurance.

MINIMIY QUALTFICATIONS

Education

Graduation from high school and completion of two years of education at
an accredited university, college, or junior college, Two years of
experience as an administrative aide may be substituted for one year of
education up to two years of education.

Knowledges and Abilities
Some knowledge of basic psychology.
Some knowledge of social and economic conditions in the comunity.

Some knowledge of welfare practices,

e e S e e 52
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Some knowledge of gross symptoms of phrsical disability,

Ability to work independently and to exercise judgment.

Ability to establish relationships with clients,

Ability to gather facts and report them accurately, ,
» ' Ability to w.ite reports, '
|
|
|
i
{
|

1
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HOUSEHOLD HELPER OR HOME AIDE
DEFINLIION

Performs, end assists fawilies or individuels in performing time~limited,
task~centered services during those periods when the responsible adult is
j11, physically limited, necesserily abasert, or occupied with other
responsibilities, Task direction is provided by the client, Administra~
tive supervision is provided by a supervisor of homemakers,

EXAMPLES OF DUTTES

Stays in the home with homebound eged or ill persons when the responsible
adult must be absent fur short periods of time,

Helps clients in maintaining & clean and neat household by performing such
tasks as sweeping, dusting, mopping, and making beds,

Escorts clients to designsted community facilities.

Babyeits in client's home or in own home for short periods of time when
the responsible mother must be temporarily absent.

Expties trash and garbage cans when the responsible adult is physically
unable to do so, ‘

Performs specific shopping tasks.

Maintains and improves the client's living conditione by performing zuch
tasks as cleaning and waxing floors and furniture, and cleaning and weshing
windows,

Assists clients during relocetion from one residence to another by packing
and unpacking personal belongings, household naterials, and other equipment,

Performs related duties as assigned.
MINIMUM QUALIFICATIONS

Education and jence

Completion of six years of schooling, and two years of experience involving

the care and welfare of children, the ill, or the aged or running & house-
hold or making minor household repairs, Additional experisnce may be sub-
stituted for education on a yearfor-year basis.
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Knovledges and Abilities

Knowledge of, end the ability to use, bssic hand tools and/or household
appliances,

Ability to read and understand English,

Ability to follow instructions,

Aility to establish relationships with clisents,
Special Requirements

Good physical and mentsl health,
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HOMEMAKER
DEFINITION

Provides families or individuals with personal, care and emotionel warmth
while performing household and home management functions to atrengthen
or maintein family life and promote capacity for self-dependency or self-
care, Duties are performed under the supervision of a social worker.

EXAMPLES OF DUTTES
Helps the responsible adult to organize and perform household tasks requiring

akill or knowledge, such as budgeting of money and time; meal planning;
and household task planning,

Preparesmeals, makes necessary household purchases, and maintains the
household.,

Improves clients' capacity to care for the family by demonstrating how
to prepare wholesome and appetizing meals,

Stays with, looks after, and arranges suitable activities for children,
the aged, or the ill,

Feeds and dresses children, and assists them with care for othexr personal
needs,

Performs related duties as assigned.

MINIMUM QUATLTFICATIONS
Education and Experience

Completion of eight years of gchooling, and four years of experience in
the ocganizing and running of & household and the care and welfare of
children, the aged, or the ill. Additional experience may be substituted
for education on a year-for~-year basis,

Knowledges and Abilities

Knowledge and sbility to organize ard manage & household.
Some knowledge of, and ability to use household appliances,

Ability to read and write English,
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Ability to follow imstructions and to learn from experience,

Avility to establish relationships with clients, 1
Special. Requirements

Good physical and mental health,
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REIGHBORHOOD WORKER
DEFINITION

Provides neighborhood residents with information concerning available
welfare resources, and supports end helps them to teke needed action,
Provides information regarding the neighborhood to the welfare office,
Duties are performed under the supervision of a social worker,

EXAMPIES OF DUTIES

Initiates, renews, and maintains open channels of communication between
the welfare office and neighborhood resldGents,

Provides staff members with information regarding the needs, resources,
and problems of the neighborhood, based on first-hand observation,
informal interviews, and personal experience,

Supplies needed information to neighborhood residents regarding the
gervices and resources of the welfare office,

Guides and assista neighborhood residents to & knowledge and understanding
of available and appropriate community services and resources.

Helps neighborhood rosidents to utilize the services of the welfare office
and other approprimte community sgencies,

Accoumpanies direct service worker on visits to the client's home and
accompanies clients to the agency for office interview,

Visits neighborhocd residents and merchants and develops information on
available housing and employment opportunities.,

Maintains after~howrs gervice for clients with emergency problems =
referring them 1o sources of help or to a staff member,

Assists clients in the process of moving to, and becoming established in,
& new residence or neighborhesd,

Performs related duties as assigned.

MINIMUM QUALIF.(CATIONS

Lducation

Completion of eight years of schooling or any employment characterized
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by 1) knowledge of the neighborhood of the type to be served and its
culture and 2) frequent contact with the residents of the neighborhood,
or volunteer experience characterized similarly, such as a church worker,
school. worker, recreation worker, etc, or completion of a comeunity work-
training end experience program as & neighborhood worker, FEmployment

may be substituted for education on A year-for-year basis. /
Knowledges and Abilities o
Knowledge of a neighborhood of the type to be served,
Some knowledge of community service pro ‘ 3;
Ability to follow instructions and to work independently. ,
Ability to establish relationships with clients, %
Ability to learn agency procedures and community resources, i
Willingness to work odd hours. }
B




