Eligibility Technician Study: Interview Questions
PCN: xxxxxx

Date:      
PCN:       
                                                                                                 

Job class:      
Division:      


Incumbent:      
Interviewer:      
Opening Interview Notes & Comments (if any):

     
1.  In general, what type of service for the State of Alaska does your position provide? 

     
In your own words, what is the most important task or function that you perform for this service?

     
Are your primary responsibilities of a recurring type or do they present non-repetitive, unique problems?

     
Does your work legally require any certification(s)? If yes, please list. 

     
2.  From whom do you typically receive instructions or assignments? 

     
What latitude do you have in independently determining your work assignments?

     
Are your assignments typically made based on their difficulty or other factors? Please explain.

     
Are instructions related to your assignments detailed and technical, or more generalized?

     
3.  How much initiative do you typically exercise in determining how to accomplish your assignments? Please elaborate.

     
Who typically reviews your work and, is it typically reviewed in-process, or upon completion?

     
Is this review for technical accuracy or meeting program criteria?

     
4.  What manuals and SOPs do you refer to in your work and do they provide specific or generalized guidance?

     
5.  If applicable, for what benefit programs are you directly responsible?

     
Does this require an active caseload with direct contact with clients and, if applicable, does this responsibility primarily involve intake, determination, maintenance, or any combination of these functions?

     
What communities do you typically provide services for?

     
6.  What correspondence do you regularly produce? Why, and for who is it produced for? 

     
Is this produced from template or original draft?

     
Is it reviewed by a peer or supervisor prior to sending? 

     
7.  Please describe the types of data entry that you regularly perform, including the computer programs/systems, and the subject-matter of your entries.

     
8.  What reports do you regularly produce and are these reports produced on a schedule or, as necessary, for unique requests?

     
9.  Do you proctor or administer any tests or assessments for your clients? Please explain.

     
10.  Do you rely on any services from external providers, such as Fee Agents and/or contractors, to provide services for your clients? If yes, please explain.

     
11.  Please describe any types of counseling or similar services that you may provide to your clients.

     
What types of referrals, if any, do you provide for your clients?

     
12.  Are there any specific responsibilities that you perform with regards to client services that may not be performed by similar positions within your office? Please explain.

     
13.  Please describe if you participate in formal eligibility appeals or hearings and what your role is during these appeals or hearings.

     
14.  With whom are your most common contacts and what is the purpose of these contacts?

     
Are these contacts typically in-person, by phone, email, fax, or regular mail?

     
During any of your contacts, do you have the authority to make official commitments on behalf of your office or division? If so, please explain.

     
15.  What do you do when you encounter something you haven’t dealt with before: for example, if a situation is not covered in manuals, how do you determine what to do?

     
16.  Please describe what types and how often you conduct research or investigation to perform your work. 

     
Do you take or effectively recommend any specific actions based on this research?

     
17.  Do you review or audit the work of other staff? If yes, please explain.

     
18.  Please describe a situation (if any) where you had to adapt an existing policy or procedure, or handle a situation that was not otherwise covered by policy or procedure?

     
19.  Please describe your lead or supervisory responsibilities.

     
Are any of your subordinates physically located in other offices or communities? If yes, please describe.

     
If applicable, are any of your subordinates either lead or supervisory, themselves? If yes, please elaborate.

     
20.  What is your responsibility in regards to organizing work, work flow, and methods of operation? Is this for a team, office, regional office, etc?

     
What is your responsibility, if any, for providing recommendations regarding your agency’s programs and/or policy? Please describe.

     
21.  Please describe any responsibility that you may exercise in the areas of budgeting, facilities management, or determining office equipment and other supplies?

     
Are these primary responsibilities and how often do you perform them?

     
22.  Please describe decisions that you regularly make for which you do not require prior approval.

     
Conversely, please describe decisions that you make for which you must receive prior approval. Who approves these decisions?

     
23.  In your own words, please describe the education and/or work experience that you feel would prepare someone and provide the basic tools to successfully do the work of this job.

     
Please describe the education and/or prior work experience that you believe gave you the basic tools to perform your work.

     
24.  Please provide any specifics about your work that we may not have covered, but you feel are an essential part of your duties.
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