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Eligibility Technician II




State of Alaska
Class Specification
Class Title: Eligibility Technician II
Class Code: PF0112
AKPAY Code: P4172
Range: 14
Category: A 
Group: PF 
Job Family:  PF01 

SOC Code: 43-4061 


EEO-4: C   
S&L Code: 06
CensusEEO: 525
Series: Eligibility Technician
Series Description

Eligibility Technicians provide and/or supervise accurate and timely eligibility determinations, the determination of the number and type programs an applicant is eligible to receive, and the authorization of benefits to applicants and recipients of federal and State family assistance programs. In accordance with all applicable regulations, policies, and guidelines, incumbents of this series regularly conduct extensive interviews; collect, review, and analyze financial and non-financial data; and perform other investigations to determine the eligibility and benefit level from a diverse selection of entitlement and assistance programs and their subcomponents in areas such as supplements to Social Security and medical, nutritional, housing, foster care, energy, work services, and general cash assistance for first-time applicants or ongoing clients.
Class Definition

Eligibility Technician II is the journey level of the technical series. Incumbents perform the full scope of independent technical work necessary to conduct accurate and timely eligibility determinations and benefit authorizations for applicants and ongoing clients receiving benefits from often diverse public and family assistance programs.
Distinguishing Characteristics

Eligibility Technician II is the journey level of the series where incumbents independently manage cases that typically require substantial interpretation of intricate and detailed policies and procedures in order to either determine the eligibility and level of benefits, or authorize the continuance of ongoing benefits for either an applicant or client. Incumbents may serve as statewide subject-matter experts to provide technical assistance to field staff and other agencies or organizations whose responsibilities may overlap. The duties particular to a statewide subject-matter expert requires significant programmatic experience and understanding of agency operations regarding a major program or function.

Eligibility Technician II is distinguished from Eligibility Technician I by the latter’s responsibility to make eligibility determinations and authorize public and family assistance benefits for a caseload that requires circumscribed interpretation and application of policies and procedures.

Eligibility Technician II is distinguished from Eligibility Technician III by the latter’s responsibility to formally lead and train lower level technical staff and/or perform specialized services and manage the most difficult or controversial cases.

Examples of Duties

Receive formal and on-the-job training in: the policies, procedures and requirements of various public and family assistance programs and subprograms, including those under the jurisdiction of other agencies such as Child Support Services, Department of Labor, or the Social Security Administration; the application and operation of computerized information systems and interfaces; and confidentiality, workplace ethics, customer service, coaching techniques, goal setting, decision making, community referrals, non-violent crisis intervention, group dynamics, effective communication, interviewing techniques, effective technical writing techniques, and team building.

Assume progressive responsibility for casework that is composed of progressively diverse and complex public and family assistance programs and representative of the programs for which the training has been completed.

Examine initial applications, renewal, or recertification applications for assistance programs in order to gather information necessary to determine eligibility for diverse benefits and services.

Assist applicants or their designated representatives in understanding and completing the application processes and advise applicants of their rights and responsibilities, federal and State policies and procedures, general rules, and program expectations.

Conduct interviews with applicants, clients, collateral contacts, and individuals authorized to represent the individual to gather and verify financial and other information and resolve questionable responses necessary to determine eligibility. Advise applicants regarding which programs to apply for and provide information regarding supplemental or alternative assistance available in the community.

Utilize a variety of computerized information systems, databases, and electronic interfaces with external agencies and other organizations to validate information provided on application, to ascertain any prior involvement in other assistance programs, and to identify information that may require further clarification.

Determine the appropriate manual(s) and section(s) to apply to a broad spectrum of circumstances and individual case situations. Evaluate all sources of household income and non-financial information to determine what sources and amounts are relevant to eligibility determination. Accurately calculate and enter relevant data and coding into the appropriate database or software application utilized to establish eligibility and amount of benefit for all appropriate programs. Effectively document all information pertinent to the eligibility decision and all actions taken in case notes.

Continuously monitor all assigned cases through scheduled recertification reviews, database alerts, or partner agency or client-initiated reports of change. Anticipate changes in client or household circumstances that may affect client eligibility and/or level of benefits, but might not be reported.

Independently review all eligibility determinations conducted by prior caseworkers to ensure that the original benefits issued were accurate and the appropriate policies and procedures were applied accordingly.

Refer cases to the Fraud Control Unit when allegations of fraud are received, or when discrepancies and/or questionable circumstances are found. Accurately explain why the referral is being made and provide appropriate case details, respond to further inquiries from the unit, and participate in formal hearings as necessary.
Knowledge, Skills, and Abilities

Working knowledge of the communication styles and needs of diverse clientele and cultures.

Working knowledge of the techniques and methodology of effective customer service delivery.

Working knowledge of personal computer-based workstations and related business software suites.

Working knowledge of correct office and business practices, correspondence, and reporting formats, including the proper use of English grammar, composition, spelling, and punctuation.

Some knowledge of objective interviewing, examination, and information-gathering techniques to obtain and/or verify factual information.

Some knowledge of available community resources and services and possible application to an individual's situation.

Ability to independently organize work and time, establish and prioritize competing tasks, work under pressure, and meet regulatory deadlines. 

Ability to research, comprehend, interpret, and apply federal and state laws, legal or judicial documents, program policies, procedures, guidelines and instructions. 

Ability to verify, analyze, and evaluate oral and written documentation; determine which of a number of requirements or procedures apply; reason logically; perform accurate mathematical calculations; and formulate logical and defensible conclusions.

Ability to identify sensitive or confidential information and to abide by confidentiality requirements.

Ability to analyze and accurately classify types of household employment, income, other resources, expenses and other variables surrounding household situations and interpret and apply program rules, regulations, and policies and procedures while making initial and ongoing eligibility determinations, all within strict timeframes.

Ability to effectively record supportive background data used in decision making that must be understood by a variety of audiences. 


Ability to interpret and effectively communicate program information and requirements in precise and understandable terms, verbally and in writing, to a wide variety of individuals, agency representatives, and non-governmental organizations and to establish and maintain cooperative working relationships.

Ability to maintain composure, use diplomacy and tact, and effectively de-escalate crisis and hostile situations with various individuals.
Minimum Qualifications

High school graduation or GED certification; 

AND either

One year of entry level experience as an Eligibility Technician I with the State of Alaska.

OR

Two years of experience directly applying statutes, regulations, program requirements, or similar criteria or guidelines, used to process, review, and evaluate:

 - applications for employment applications, programs or services, loans, licenses, and/or permits; or,

 - complex documents associated, but not exclusively limited to insurance or employment benefit enrollment or claims, investigations or collections and similar activities, tax processing, investment, or real estate transactions. 

OR

Three years of general experience involving extensive person-to-person contact, explaining policies, procedures, services, or requirements; eliciting or exchanging information as related to requirements or procedures; providing formal or informal instruction or training to people; or interviewing/counseling.

Substitution: College course work from an accredited institution in any combination of sociology, social work, psychology, counseling, human services, vocational rehabilitation, developmental disabilities, behavioral sciences, business or public administration, accounting, or a related field may substitute a month-to-month basis (three semester or four quarter hours equals one month of experience) for the experience applying statutes, regulations, program requirements, or similar criteria or guidelines to process, review, and evaluate applications and similar complex documents.

Special Note

[none]
Minimum Qualification Questions

Have you graduated from high school or received your GED certification?

AND

Do you have one year of experience as an Eligibility Technician I with the State of Alaska?
Or Substitution:

Have you graduated from high school or received your GED certification?

AND

Do you have two years of experience directly applying statutes, regulations, program requirements, or similar criteria or guidelines, used to process, review, and evaluate applications and similar complex documents?

Or Substitution:

Have you graduated from high school or received your GED certification?

AND

Do you have three years of experience involving extensive person-to-person contact, explaining policies, procedures, services, or requirements; eliciting or exchanging information as related to requirements or procedures; providing formal or informal instruction or training to people; or interviewing/counseling?

Or Substitution:

Have you graduated from high school or received your GED certification?

AND

Do you have two years in any combination of college course work from an accredited institution in any combination of sociology, social work, psychology, counseling, human services, vocational rehabilitation, developmental disabilities, behavioral sciences, business or public administration, accounting, or a related field and experience applying statutes, regulations, program requirements, or similar criteria or guidelines to process, review, and evaluate applications and similar complex documents?

Class History:

8/1/74;
10/16/80 - Including codes form 4130-3 and titles from Eligibility Workers.
12/16/91 - Range change (JD).
07/01/1992 - Overall changes including the MQs (JD).
09/25/2008 - Workplace AK spec revision: Added Census Job Code and AKPAY Code fields; Replaced Category field with Class Outline Category; Updated EEO4, SOC, and Class Code fields; Removed DOT field.; 
02/01/2010 - Workplace AK spec revision: Replaced 'Census Job Code' with 'State Local' field; Added 'Census EEO' field; Updated EEO4, SOC, State Local and Census EEO fields.
06/30/2010 – Revised; Eligibility Technician Study (PMorrissey)
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