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Eligibility Technician III




State of Alaska
Class Specification
Class Title: Eligibility Technician III
Class Code: PF0113
AKPAY Code: P4173
Range: 16
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 III serves as a lead or advanced technician who trains lower level technicians, assigns and evaluates work, and/or performs specialized services and the most difficult or controversial case management to determine eligibility and authorize benefits for public and family assistance programs.
Distinguishing Characteristics

The Eligibility Technician III applies substantial knowledge of and experience with the majority of an agency’s public and family assistance programs, related computerized information systems and interfaces, and programmatic policy and procedure in order to serve as the lead and/or advanced level of the series:

1) As a lead technician, the Eligibility Technician III performs the most complex eligibility determinations; regularly provides training and guidance to staff; develops and tailors training aids; assigns, reviews, ensures completion, and evaluates work; clarifies policy and procedure to ensure efficient operations; and assumes other duties during periods of increased workload or for absent staff.

2) As an advanced technician, in addition to performing the most complex eligibility determinations, the Eligibility Technician III responds to client complaints, conducts pre-hearing conferences, prepares case-related materials for Fair Hearing appeals, and performs other specialized eligibility services such as quality-assurance case reviews and specialized case or programmatic research.

Eligibility Technician III is distinguished from Eligibility Technician II by the latter’s responsibility to independently perform the full scope of technical determinations of eligibility and authorization of benefits for cases that require substantial interpretation, evaluation, and application of intricate and detailed policies and procedures.

Eligibility Technician III is distinguished from Eligibility Technician IV by the latter’s responsibility to exercise full supervisory authority over a technical unit that determines eligibility and authorizes benefits for recipients of public and family assistance programs.

Examples of Duties

Assign work and use relevant reports and staff feedback to monitor and track caseloads and ensure that work is completed appropriately. Reassign work among staff as necessary. Review work for accuracy and proper application of policy and procedures. Correct errors and suggest remedial actions to ensure that similar errors are not made in the future.

Perform internal quality-assurance activities and review case actions of field staff with regard to the application of policies, procedures, and regulations pertaining to all aspects of eligibility determinations and ongoing benefit authorizations to enhance internal quality-control procedures and results.

Identify emergent training needs and develop and tailor various on-the-job training and work aides. 

Monitor updates to changes in program policies and operational procedures. Facilitate unit meetings to provide training and appropriate implementation of changes to unit and office operations or policy manual changes.

Review client complaints and conduct pre-hearing conferences with clients who request fair hearings to resolve contested decisions at the local level; research and examine all case file documents and records; determine the issues, positions, and arguments to be presented; and attempt to resolve the issue at the local level.

Manage a specialized caseload of the most challenging, complex and highly sensitive cases that may be drawn from a majority of public and family assistance programs.

Provide guidance, policy clarification, and directions to field staff to ensure consistent interpretation, application, and compliance with federal and State regulations and regional and office policies and procedures.

Develop and maintain contacts with community agencies, charitable organizations, and private businesses to improve information sharing and facilitate enhanced client services.

Conduct comprehensive reviews of case files and relevant programs to ascertain the validity of fraud referrals and allegations, determine the appropriate type of investigation, and prepare reports of potential fraud and recommended action to be taken. 

Monitor the progress of fraud investigations and review all legal and administrative documents for accuracy prior to submission to for processing and recovery.

Provide technical assistance to investigators to accurately explain program regulations and benefit loss information to clientele. As an expert witness, provide testimony during Administrative Disqualification Hearings. Update all relevant case notes and generate database and other alerts to inform field staff of pertinent information regarding ongoing and closed cases.
Knowledge, Skills, and Abilities

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

Working knowledge of diverse public and family assistance programs and subprograms' rules and regulations, requirements, policies and procedures and the ability to apply that knowledge to the most difficult caseload situations.

Working knowledge of available community resources and services and appropriate application to an individual's situation.

Some knowledge of the practices and techniques of leading subordinates, including those of directing, evaluating, and training.

Some knowledge of the requirements and procedures of the fair hearing process.

Skill in independently organizing work and time, establishing and prioritizing competing tasks, working under pressure, and meeting regulatory deadlines. 


Skill in researching, comprehending, interpreting, and applying federal and state laws, legal or judicial documents, program policies, procedures, guidelines, and instructions. 

Skill in verifying, analyzing, and evaluating oral and written documentation; determining which of a number of requirements or procedures apply; reasoning logically; performing accurate mathematical calculations; and formulating logical and defensible conclusions.

Skill in identifying sensitive or confidential information and in abiding by confidentiality requirements.

Skill in analyzing and accurately classifying types of household employment, income, resources, expenses and other variables surrounding household composition.

Skill in effectively recording supportive background data used in decision making that must be understood by a variety of audiences. 


Skill in interpreting and effectively communicating program information and requirements, verbally and in writing. 

Ability to gain confidence of persons and groups requiring services and ask questions to elicit required information.

Ability to establish and maintain cooperative working relationships.

Ability to maintain composure, use diplomacy and tact, and effectively de-escalate crisis and hostile situations when dealing with a variety of individuals.

Ability to lead, train and evaluate employees.

Ability to impart knowledge to lower level staff, in the interpretation and application of rules, regulations, guidelines, and policies and procedures of State and federal programs.  
Minimum Qualifications

High school graduation or GED certification; 

AND

Two years of journey level experience as an Eligibility Technician II with the State of Alaska or its equivalent with another employer.
Special Note

[none]
Minimum Qualification Questions

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

AND

Do you have two years of experience as an Eligibility Technician II with the State of Alaska or its equivalent with another employer? 

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, salary range change; Eligibility Technician Study (PMorrissey)
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