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This monograph, developed to provide some ideas about the initial
considerations of an ,-.-igency contemplating the use of auxiliary personnel, describes
the types of auxiliary positions that might be established, administrative 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 Auxiliary positions relating to
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 described for
assessment of needs, scope and content of services, analysis of organization and
staffing patterns, restriction of jobs, written politices, supervision and training,
program evaluation, and community relationships. Illustrative job specifications for
use in the development of class specifications for auxiliary positions for family
services in public welfare agencies are included, together with information on how to
adapt and interpret them to reflect specific programs. job content, and agency
organization. (FP)
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The Buveau of Family Services has long been concerned about utilization
of staff in public welfare agencies administering public assis an=
programs. A staff commit ee has been engaged in developing guides that
State or local agencies may use in developing staffing patterns.

The focus in this monograph is on the develoment 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 assistence pro
Eccams. The duties of these jobs are such that they may be filled by
personnel with less than a college education.

We recognize that there should be opportunit
imaginative use of such surf and hope that these
be useful to State and local agencies as they plan
staff. If an agency should decide to experiment Id
staff, we recce:mend review of Chapters 1 and II of t

imentat on in the
sted guides will
employing auxiliary
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nograph on

Utilization of Social. Work Staff With Different Levels of Education for
Family Services in Public Welfare in connection with the planning for
use of auxiliary staff

Albe
Director,

State Me

n on
ion of
ystems

0

Fred H. Steininger
Director, Bureau of Family

Services



PAGE

planning for the Use of Auxiliary 1
7taff in Pubic Assistance Programs

Using the Guides for Class Specifications for
Awciliary Positions for Family Services in
Public Welfare Age Reies

SPECIFICATIONS FOR =LIMY
PERSON=

Administrative Aide

Research Assastant

Welfare Assistant

Household Helper or ROW Aide

Nei hborhood. Worker

9

3.3

3.5

17

23.

23



Thez' arc tasks in the social welfare field which can be pertorined equally
well and often better, by staff other than the social war Sane services
which a public welfare azency may choose to offer are not specificalor a
part of the social worker's function. In view of the widespread interest
in training personnel o furnish auxiliary services in comunity agencies,
this monograph was developed to pro-ride some ideas about what an agency
shoed consider in planmire; to augment its provam by using such staff.

However, auxiliary staff does not substitute for staff revized, to fulfill
the agency"s obligation to carry out the program for which it was legally
established. Thus, in small local agencies with few social workers it may
not be practicable to erploy awciliary staff.

This monograph Ilscusses briefly tta rtypes of auxiliary na t t might
be established, the administrative planning necessary, some factors to con-
sider in developing and establishing the positions, and illustrative class
specifications. Neither the factors for consideration in administrative
planninz nor the illustrations of class specifications are intended to be
inclusive or to substitute for the careful planning that must be carried on
by State and local departments and merit system agencies developing the post-
tions. Rather, the material is intended to serve es a guide in that planning

The social welfare manpower study, the public,wocial welfare personn_
report, 2../ and requirements for program expansion resulting from the ooial
Security A,ct amendments since 1960 especlally the 1962 amendments for
broadened services -- have highlighted the personnel shortage in departments
of public welfare. Several ways and means of attacking and alleviating the
problem have been proposed. These include development of the two career
lines for social work positions (see "Utilization of Social Work Staff with
Different Levels of Education..."), establishment of conditions vhich are
conducive to recruitment and retention of staff, expansion of staff devel
ment and. training propams, and. realigrmient of staffing patterns vhereby a
wider range of manpower resources is made available for meeting the differ
ential needs of clients and also for providing a base for a work career.

0.

A survey conducted by the U. S. Department of liabor Statistics in

cooperation with the National Social Welfare AaseMbly, Inc," and the

U. S. Department of Health, Rducation, 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



For many years public and volwtaiy social agencies have used aux li4ry
personnel in imaginative ways to facilitate the soeial worker's job.
Although titles, experience, and educational backgrounds varied, generally
the basic function of these asdatants was one of a facilitating service to
clients; they performed certain tasks not requiring the special skills of
the social work staff. Public welfare agencies have tended to use auxiliary
personnel in performing tasks of a clerical and procedural nature, whereas
voluntary agencies have made use of their skills in, providing selected
direct services to cl4 0.

From the experience gained in past experimentation, state and loCal
welfare agencies will want to give additional thought and plannim to
mazing the contribution staff in auxiliary positions an, make to improve
agency services The decision to use auxiliary personnel is based on the
conviction that there are differantial needs of clients that maybe met by
persons with en educational and experienced, background in other than social
work" A new look should be given to all:possible places where such per-
sonnel may augment on-going Wric in the agency, Experience has shown that
utilizati9n of a variety of auxiliary personnel properly trained and coordi
nated to perform wpecialized tasks would resat in more efficient use of
social mork personnel and provide better nexvice to the client.
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SeverAl classes of positions in this fie d may be utilized in atato or
local offices. Two are suggested:

A. Administrative Aide - A ataff member wholgaUperfcm a group of
related tasks that are essential4 administrative and clerical in
nature but are parts of the social worker's job. The major function
of personnel in this position is to provide direct services to the
social work staff. In assuming major responsibility for clerical
tasks the aide understands the procedural operation of the tasks
assigned.

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



Assignments mialt include mantenance of the agency's sociaL
service directory and resource file, changes in court edures,
and informing social service itaff of changes affecting case
planning; or work as an assistant to field super-iisors and agency
specialists. An example of the latter would be an assistant
working with the medical review team, or as library assistant to
staff develvpment pereonnel. The Research and 3tatiatical Imes
tant is an example of a type of administrative assistant of this
order. The Welfare Assistant is an example of haw this position
might be used in the social service department of a local agency,

of positions here relate prinariiy to local offices and would
provide a var ety of direct and indirect services which are appropri
ate for the agency to furnish in assisting families or individuals.
Two are suggested;

A. Household Helper and Homemaker - Staff members in these positions
would function as an out-reach of the agency, serving clients in
their own homes or facilitating their movement about the coizrnw4y,
Distinction can be made between Household Helper and Hanemaker
Many persons have the ability to direct the management of their
homes, but do not have the phvical capacity to do the necessary
work. Under these circumstances, Hocasehold Helpers would perform
routine time-limited tasks under the client's supervision. House-

hold Helper positions may be filled either by men or by women,
depending on the nature of the duties to be performed; whereas
Homemakers are generally recruited frau the female population.

}lawmakers may perform many of the same housekeeping tasks as
Household Helpers. However, the essential element of the Heine-
maker's work is the understanding they bring to the family or the
individual situation, and the degree of resonsibi3ity for care
and, assistance which they are able to assume.

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

BB
Horn
U. S. Department of Health, Education, and Welfare, Welfare Adminis ration,
Bureau of Family Services. R sort of the 1. National Conference on
Homemaker Services, New York, National Council for Hanemaker ervicec,
mr:------



make twe a public welfare services, an4 to find ne shhorhood.
leadership, encourage it, and give it direction. In public
welfare agencies these positions woad be directed primarily
toward utilization of public welfare services and comunity
resources appropriate to individual and family needs.

Administrative Plo.naz

Any modification of the staffing patterns of an agency should begin with
program and organizational decisions relative to program objectives and
organization. Fon:eating objective -.. for the undertaking and determining
the steps necessary to attain them is something in which everyone in an
organization is interested 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 successAa
implementation of an undertaking than np3Anning." 'This involves the assess-
ment of agency and comunity services, the identification of gaps, the
reglistic anticipation of future problems, the analysis of strategy, and.
the correlation ofn strategy and detail. Successful planning cannot be
achieved unless every component of the organization contributes its share
to the total result. The practical operation of the planning process re-
quires administrative leadership combined with frequent) informal meetings
between individuals charged with specific areas of responsibility. The
process must be a twowway street in which there is discussion of the
effects the proposal woad have on every aspect of administration, program
development) issuances of instructions and. manuals, supervision, training,
or fiscal matters.

_-
Attention is thus dixected to .6he administrative planning public welfare
agencies need, to undertake in developing) establishing, or realigning
auxiliary positions, if maximum and constructive un is to be madeoof the
personnel employed and if benefits to clients are to be derived. in imple-
mentation of the auxiliary services..

Agencies should determine zhe range of clients' needs for services, pro-
gressing to the kinds of auxiliary services that would supplement the
agency's social work services. This determination invaves 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 of the agency's
service methods, such as social work, volunteer services, and the related
auxiliary services. While some of the onwagoing service activities and those
of auxiliary staff may be in the same area, the differentia lies in the
scope and. purpose of the service activity. For example, sem of the
auxiliary direct services concern activities that are also appropriate to
volunteer service. However, volunteer services may be more appropriate in
marry instances because they uniquely epitanize, for the clients served, the



interest, concez, and often the resources
and, provide a major avenue to the developme

understanding

citizens in the c
of citizen

The scope and content o the agency's total s rvices nd, the goals and

Tmrposes of the auxiliary services shoul4 be clearly stated and specifi

cally interrelated. In broad terms, the cost, quality, and time limits

for achieving them should, be established. Appropriate staff shoul4 be

involved in evaluating the need for auxiliary staff, and the contribution

such staff could make to achieving the agency's objectives with maximum

effectiveness.

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

for:possible res ructuring of jobs. (See Chapter II; "Using the Guides

for Class Specifications for Auxi3.iary Positions for Family Services in

Public Welfare'.) Planning and building the organizational structure may

involve several, models, inclmding a multifunctional approach. such an

approach, may' be through the establishment of a series of job categories

essential to the serviees the agency offers or intends to provide. Different
situationsieill 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 to consider the extent of position

changes, position descriptions to be developed, their Approval, recruitment

of applicants, the examination and. selection process and the ttne limits

necessary to complete these steps.

The agency must clear3q specify that auxiliary staff are employees under

the merit system, distinct free individuals_norking on coninunity work and

training projects or serving as volunteers& As employees under the

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

other agency employees.,IN Among these are retirement, unemployment compen-

sation, health and. hospital lbenefits, 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 homes

or transporting them.

Jdb functions, duties, and, responsibilities of all positions should be

defined in considerbig use of auxiliary personnel. It is from the analysis

of these position functions that parts of the social, work job and supple«,

menting services not requirine, the skills of the professional or other

administrative persons can be detrirminedfnr assignment to auxiliary

personnel

HB
Voluxtt

Welfare
ai

Se

Bo Department Of He
Administration, Sept 30, 1964. HB

and Supplement B.
rvices01, Pe



- 6 -

There will need to be identification of dutice performed by social work
and other staff within the existing structure of the agency. Conoideratxon
should be gtven to pot:able problems developing from use of auxiliary pea,-
sonnel in coordinatingiv&k, and following:prescribed channels of communi-
cation within and outside of the agency.

Written policieo ;should define the auxiliary function and activities.
Procedures should provide for efficient flow f work, and for effective
communication of infoxmation. Plans ohould be made for adequate office
space, equipment, supplies, and facilitating services.

Cor ideration should be given to other aids and facilitating services the
agency has established or plans to establish, such as work simplification
and procedure/methods to prevent delay and red tape in accomplishing
program purposes.

Supervision and training should be continuous and adequale, and e
quanty and quantity to that in other divisions o

Supervision should be limited to one person. If, in the orgsnizational
pattern, an administrative aide or a welfare assistant ill assigned to a
unit of social workers, supervision by the unit supervisor, rather than
by the various socia workers in the unit, wed, be conducive to maximum
productivity and an order/y flow of work.

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

In reference to the non-professional and non-administrative neighborhoom
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
begin within the first week, so 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 using the group discussion method provides for colleague sharing
and does not place the supervisee in a one-to-one relationship which many
such workers have not known in their previous life experience and do nob
know how to use productively. Supervisors need to be constantly alert to
role confusion that may arise between such workers and the professional
staff. Frequently the professional staff may be reluctant to relinquish
certain functions they have performed in the past, and thus fail to support

the new staff or consider new wws of worldng.

Agenciea should periodically plan to review and evaluate the operations of
the new auxiliary services in terms of their purpose and consistency with

objectives, revising or curtailing, where necessary and appropriate,
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for pzovenent. In order to make obje tive Julia:meats regarding the
effectiveness ot the services, the agency should provide for reporting.
Reporting should have the objective of fulfilling a necessary or valuable
purpose, anfa, the information reported. should be used.. Reporting which
duplicates inforomation available elsewhere should not be rewired,.

Public interpretation and cceimmity relationships are involved, in the plan-
ninc, inasmuch as services are a part or the agency's responsibilities, and
the public welfare agency is a comunity agency. The agency must work idth
all other comunity agencies and use them effectively. Other agencies need.
to be informed regarding the current program and services of the public
welfare agency. Careful. attention should be given to interpreting the
variety of services and. the responsibility of the many representatives of
the agency with whm other agencies and, ind.ividuals might come in contact,
as a part of the public ralations program of the agency.

In summary, the past few years have,brought many changes in the philosophy
ce welfare administration and, in basic welfare legislation. Legislative
changes create a need for organizational modifications in the administrative
agency which, in turn, call for revisions in its classification plan. The

objectives of the program axe reflected. in the agency's organization. New
divisions axe created, others axe shifted in exvhasis or distributed.
throughout other branches. Duties and, responsibilities of staff, in turn,
are changed,. The classification process follows program and. organizational
decisions. In this Iv, class specifications which accurately reflect the
job content, the program, and the organization serve their purpose as aids
to improved. administration«



519
CHAPTER II

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

The specifications included in this publication should be regarded

guides or illustrative materials to be used by State and local welfare
officials, in conjunction with personnel specialists, 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 of 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 and approved by responsible program officials. The
classification process should follow, rather than precede, program and
organizational decisions. A vitally necessary first step in the establish-
ment of a, classification structure in any occupational area is consider-
ation and resolution, insofar as possible, of program objectives and
organization.

The specifications should not be interpreted as re uiring adherence either
to a uniform classification structure or to a singIe type of organization
or procedure. The classification structure suggested in the guide is
intended to reflectthe kinds and levels of work that would be found in a
unit organized along the lines which leading authorities in the field of
velfare accept todayA Thus it is possible that come jurisdictions may be
able to use the suggested ftamework without substantial modification.
In some cases, however, adaptation will be necessary, depending upon such
factors as the scope of the program and the size of the organization. In
instances where a new organization and, new positions are involved, the
specifications would need to be developed by State and local staff having
a comprehensive knowledge of the State and local programs.

The Class fication Process and Its Uses

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

The most important use of the classification plan is its application in
personnel 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



z'efez'ences should assesø those personal. qualities necessary for effective
interpersonai. relations. The education and experience requirements are
necessary to determine who is eligible for admission to the examination,
Education and experience may be a weighted part of the examination and be
rated as to quality and extent

A classification plan also provides standard titles and a connon language
for personnel. actions awl budgeting., It is an aid to supervision and
ntaff evaluation. I+ 'Is the found.ation for the development of a sound
salary plan. If the levels of responsibility are clearly defined they
will serve as an aid in providing for consistency of salary ranges as well
as a guide to whet the salary ranges should be in the total juriedictional
salary plan. The classification plan is useful. in encouraging employees
to plan a career in the agencrby pointing up the opportunities for broader
responsibilities and the requirements for advancement.

Devel. i and Bevis Classification P

The review and. revision of the claseificat. on plan for welfare positions
should izwolve the utilization of a number of resources and techniques in
addition to the guide specifications. After policy decisions have been
made about the organization of the program, job descriptions should be
prepared describing the indivillual duties and responsibilities and should
be supplemented by backvound informetion including superrisorst cconents,
program statements, organization charts, reorganization plans, and other
similar materials relating to the function. Th-e develoonent, 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 maximum value, the specification should conform to the
established format used in the jurisdiction and should include all features
which prograz 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
of the job and program information, program and personnel specialists can
consat the guides as one possible approaCh to setting up a class series,
which is a sev.ence of related classes covering all levels in the occupa-
tional area and arranged in ascending order of difficulty and responsibility.
Once the basic class structure is decided upon, the guide specification ctuz
be a tool. in the preparation of the vcrimus sections of the specification
and, in some instances, may provide the actual language used. Caution
munt be exercised, however, to avoid adopting language frot the draft
specifications which does not represent the facts concerning the program
as it is in the jurisdiction.
Most specifications begin with a definition. This should be a clear,
concise statement of the major responsibilities of positions in the class
which will, be meaningful to persons not familiar with the service.



Supervision received and exerciaed by incwibents ox positions in the class
should be clearly stated so that an
frau these statements

ganization chart could be develsved

There shoed be a sufficient numbe of examples starting with the
more responsible, to cover the range of activities but not the detailed
tasks. Eaeh example shoed be expressed in the same grammatica3. form; for
example, in the sample specifications each duty is introduced with an
active verb.

The minimum valifications should /include statements of education and
experience essential to effective functioning in idhe class or position.
It should be remembered that these are minimum requirements, and they
should not be so narrow as to rule out all except those with an ideal
background,

The minimum qualifications sbou34 also include those knowledges
abilities which the personnel should have gained through the required
efttation and experience, plus the personal characteristics necessary for
effective performance. In describing the level of knowledge, a consistent
pattern shoed be followed, There &re many terms that may be used: in the
sample specifications in this monograph we luxe used two levels, "acne
knowledge," and "knoViedge." The requirements 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 imortant to utilize all
available resources in developing a 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 purTfoses of proposed modi-
fications in the classification plan, and inquiry should be made of them
about agency personnel or merit system procedures which axe applicable.
Other resources 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 draft specifi-
cations in this booklet also constitute a resource.

As noted before, these specifications should be considered a guide anti not
a substitute fox, 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 milky find that the
time devoted to a better classification plan for the agency is worthwhile
Such a plan, reflecting program needs and, including realistic position
specifications, should be valuable in the administrative process and in
the development of professional standards.





Performs responsible tasks which are related to client needs but which
are of a routine nature. Performs administrative and clerical work
related to provision of social services and eligtbility determination.
Works under close supervision of a umit supervisor of social workers.

EXAMPLES OF DUTIES

Receives inquiries from
to the direct service wo

provides information, and refers imoblems

Secures, from pre-determined. sources, and verifies for accuracy and
completeness, collateral data used by the direct service worker.

NAintains appointment schedules for he direct service worker, keep
the worker informed of his appointments and cancellations.

Enters information and maintaims housing resource and job import

Keeps face sheets current and enters factual data in case files.

Prepares and expedites agency forms as directed by the direct aervie
worker.

Maintains the worker's control system for periodic case reviews school,
medical, and statistical report
appointments

and, medical, psychiatric, and dental

Provides information and escort services to clients.

Keeps records of his own activities and Observations relating to clients
for use by the worker in agency reports.

Provides forms for use by clients; assists clients in completing required
forms and securing necessary documents.

Performs related, duties as assigned

Education

Graduation from an accredited high school.
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Same knowledge of social conditiono in the community.

Some knowledge of the role of the agency in the community.

Ability to extablioh relationahipo with people.

Ability to dazher and, record simple facto accurately.

Ability to communicate orally and. in vritten form.
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RESEARCH OR STATISTICfiX A;gaSTANT

DEFINITION

Collects, tabulates, and summarizes data for regular reports prepared

within established guidelines. Receives close supervision from the

research statiatician on new assignments but works independently in

assigned areas.

EXAMPLES OF DUTIES

Gathers data from appropriate source records for use in agency reports,

surveys, and plans.

Organizes and presents data in an understandable and ningful. mann

Performs preliminary review and compilation of statistical. data gathered

for State and Federal reports.

PerfOrms preliminary preparation of instructions for data collection and

processing for reports and special studies.

Codes and performs preliminary processing on prescribed. data collected in

"open-end" questions on special study questionnaires and schedules.

Performs related duties as assigned.

HERNMSTAMEMME
Educ tion

Graduation from hi h school and completion of two years of education at

an accredited university, college, or junior college. Two years of

experience as a statistical clerk working on a research project or basic

records may be sUbstituted for one year of education on a year for year

basis up to two years of education.

Some knowledge of elemen ary statistics.

Some knowledge of social and economic conditions in the community.

Sale knawledge of welfare practicas.

Ability to work independently and exercise j



Ability to ather ract5 and ort them accurately.

Ability to learn and apply elementary research and statistical concepts,

methods, and procedures.

Ability to vrite simple reports.
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WELFARE ASS MIT

DEFINITION

Performs responsible administrative tas s related to eiigibi4ty

determination and social servtces for welfare clients Receives close

supervision from social work supervisor on new assignments but assumes

independent responsibility for designated procedures.

=MIES OF mans

Verifies selected eligibility factors in all programs by checking facts

iwedetermined by the direct service worker.

Reports a need fOr informatJcn or additionml search when the information

is insufficient, inadequate, or incomplete.

Observes and defines clients' housing conditions, ln response to specific

requests, and sUbmits reports on observations.

Guides, escorts, and transports children on educational 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 sources such as Old Age, Survivors and Disability Insurance

or Veterans Aftinistration.

Performs records check, such as prcperty or insurance.

0

Gradua ion from bigh school and completion of two years of educa ion 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«

ElterkaMIABIl44 1S

Same knowledge of basic psychology.

Some knowledge of social and economic conditions in the community.

Some kilowledge of welfare practices.
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Sane know1ede of gros lump orna O varsica disability

Ability to work independentky and to exercise judgment.

Ability to establish relationships with clients

Ability to gather facts and report them accurately.

Ability to ni,ite reports.
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HOUSER= IMLPER OR ROW AIDE

DEPINIT ON

Performs, and assists families or individuals in performing time limited,
task-centered services during those periods vhen the responsible adult is
ill, physically liin ted,, necessarily absent, or occupied with other
responsibilities. Task direction is provided by the client. Administra-
tive supervision is provided by a suplyrvisor of homemalcers.

EXAMPLES OF MIES

Stays in the home with homebound avid or ill per ons when the responsible
adult uust be absent for short ieriodn of time

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

Escorts clients to desinatetI comunity facilities.

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

Empties trash and garbage cane when the responsible adult ii physically
unable to do so.

Performs specific shopp ng tasks

Maintains and improves the client's living conditions by performing such
tasks as cleaning and waxing floors and furniture, and cleaning and washing
windows.

Assists clients during relocation frau one residence to another by packing
and unpacking personal belongings, household materials, and other equipment.

Peeoras related duties an assigned.

mint_ ,__Laum ...saggl.wasars

Education

Completion of six years of schooling, &nd two years of experience involving
the care and welfare of children, the ill, or the aged or running a house-
hold or making minor household repairs. Additional experience may be sub-
stituted. for education on a year-for-year basis
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Know le awl ies

Knowledge of e_nd the ability to use, basic htz4 too2s r bouuehold
appliances.

Ability to read mM understand En4ish.

Ability to fo3lawr instructions.

Ability to eitab3.iith relationships with clients.

Good 3thysical and /*intal health.
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HOMEMAin

DEFINITI

Pmovides families or individuals with persona/ care and emotional warmth

*tile performing household and home management functions to strengthen

or maintain family life and promote capacity for self-dependency or self-

care. Duties are performed under the supervision of a social worker.

EXAMPLES OF DUTIES

Helps the responsible adult to organize and perform household tasks re

skill or knowledge, such as budgeting of money and time; meal planning

and household task planning.

Preparesmeals makes necessary ho ehold purchases, and maintains the

household

Improves clients' capacity to care for the family by demonstrating how
to prepare whole ome and appetizing meals.

Stays with, looks after, and arranges suitable acttvities for children,

the aged, or the ill

Feeds and dream children, and assists them with care for other personal

needs

Performs related duties as a signed.

Nnir T ONS

Education and.

Cos letion of eight years of schooling, and four years of experience in
the oeganizing and running of a 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

LngeitaelLitataalat
Knowledge and ability to organize

Some knowledge of, and ability to use hous hold apliancs.

Ability to read and. write English.

e a household.
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y to et*bUs

Good ical and

frau ezerience

n hips with c3ient5.

health
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NEIGHBORHOOD WORE=

DEFINITION

Provides neighborhood, residents with information concerning available
welfare resources, and supports and helps thmm to take needed action.

Provides information regarding the neighborhood to the welfare office.
Duties are performed under the supervision of a social worker.

EXAMPLES OF DUTIES

Initiates, renews, ntains open channels of c.ication between
the welfare office and neighborhood resident

Provides staff members with information regarding the needs sources,

and problems of the neighborhood, based on first hand observation,
informal interviews, and personal experience.

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

Guides and assists neighborhood residents to a knowledge and underwbanding
of available and apprqpriate community services and resources.

Helps neighborhood residents to utilize the s rvices of the we office
and other appropriate (Immunity agencies,

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

Visits neighborhood residents and merchants anA develops information on
available housing and employment opportunities

Maintains aftermhours service for clients with emergency problems
referring tIlem to sources of help or to a staff member.

Assists clients in the process of moving to, and becoming established in,
a new residence or neighborhood.

Performs related duties as assigned.

EAucation

Completion of etght yeas of schooling any employment characterized
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by 1) knowle(1ge 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 s i1rlr, such as a chvxch worker,
school worker, recreation worker, etc. or ccropletion of a community work-
training said experience program as a neighborhood worker. Employment
may be substituted for education on a year-for-year basis.

ilities
Knowledge of a neighborhood of the type to be served

Sane knowledge of coemunity service progrIlme.

Ability to follow instructions and to work independently.

Ability to establish relationships with clients.

AbUty to lea= agency procedures and community resources.

Willingnees to work odd hours.


