ECONOMIC SUPPORT SPECIALIST - LEAD
HEALTH AND HUMAN SERVICE

I. POSITION SUMMARY

This is a supervisory position in the Economic Support Division of the Health and Human Services Department.
The purpose of the Economic Support Specialist - Lead is to direct, train, coordinate, and monitor Economic
Support Unit staff and act as the Child Care Coordinator and IM Fraud Investigator for Columbia County Health
and Human Services and Capital Consortium. The individual in this position is expected to have advanced
knowledge and skills to assess and issue public assistance benefits to eligible clients. Leadership tasks will be
based on the need of the unit under the supervision of the Division Manager of Economic Support

II. ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Train and assist Economic Support Specialists regarding documenting and determining client eligibility for
Food Share, Medical Assistance, Child Care Assistance, and Caretaker Supplement, using descriptive data
and information such as financial statements, bills, medical records, leases, income tax documents,
unemployment documents, various manuals, and routine and non-routine correspondence.

Assist in the internal quality control of cases.

Develop and present ongoing training for Columbia County Economic Support and Capital Consortium

Assist in covering absent Economic Support Specialists daily assignments in Capital Consortium.

Accept additional leadership tasks depending on the needs of the agency.

Meet with potential applicants to assess current situations, gather information, examine available resources,

explain programs.

7. Perform eligibility determinations, redeterminations, and changes for applicants/recipients of Food Share,
Medical Assistance, Child Care Authorizations, Caretaker Supplement and other supportive services.

8. Answer help que calls from Economic Support workers from Capital Consortium using critical thinking on
cases, problem solving, policy/procedure/system issues as well as handling escalating calls from clients.

9. Complete authorizations and mediate questions for Child Day Care providers; complete Child Care
Certification applications and home visits for Certified Child Care providers

10. Make referrals to various agencies and community resources.

11. Maintain case records and case data for entry into the Client Assistance for Reemployment and Economic
Support Systems (CARES)

12. Research, interpret, and explain federal, state, and local policies governing eligibility, legal rights, and
responsibilities of applicants and participants.

13. Collect, investigate and verify data regarding applicant’s financial/non-financial situation.

14. Make referrals and complete disposition for cases that meet the criteria for front end verification and fraud.
Complete and investigate assigned fraud referrals through investigations, working with local law
enforcement, child support, and other agencies to determine if an overpayment occurred.

15. Testify at administrative hearings and/or court as needed.

16. Adding subtracting, multiplying, dividing, and calculating percentages, fractions, and decimals.

17. Attend staff meetings, county, and state trainings.
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I11. EDUCATIONAL REQUIREMENTS

1. Associate or Business Degree from an accredited Vocational, College, or Technical School in a related field
OR High School diploma or equivalent AND successful completion of State of Wisconsin Dept. of Health
Services Income Maintenance Certificate or Income Maintenance Certification from another state or technical
college AND

2. One (1) year experience as an Economic Support Specialist required.

96 additional hours of Economic Support training or training in a related field

4. Performance evaluations that demonstrate this person has advanced knowledge of Economic Support
programs and basic leadership qualities.
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KNOWLEDGE, SKILLS, LICENSURE AND EXPERIENCE REQUIRED

Advanced knowledge of Economic Support Programs.

Completion of twelve (12) hours continuing education yearly.

Ability to perform leadership tasks.

Ability to assist and support other staff.

Ability to function under pressure from clients and deadlines.

Ability to relate warmly and sensitively to client needs.

Ability to use mathematics accurately and keep accurate records.

Ability to communicate effectively in written and oral format.

Ability to follow and effectively carry out verbal and written instructions.

. Ability to read, interpret, and absorb complex material.

. Ability to make decisions in accordance with laws, regulation, and established policies.

. Ability to use CARES system.

. Ability to recognize risk indicators, such as AODA, domestic abuse or child abuse.

. Ability to establish and maintain effective working relationship with co-workers, customers, other agencies

and the general public.

. Comprehensive knowledge of community programs and case management practices.
. Basic budgeting and personal finance assessment skills.

. Ability to operate a motorized vehicle required.

. Valid Wisconsin Driver’s license required.

. Expected to maintain automobile liability insurance.

. Computer experience and typing of 45 wpm required.

In evaluating candidates for this position, the County may consider a combination of education, training and
experience which provides the necessary knowledge, skills and abilities to perform the duties of the position.

V.
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PHYSICAL REQUIREMENTS

Frequent bending, lifting, twisting, stretching, squatting, sitting, standing and walking.
Visual acuity

Ability to hear normal conversation.

Ability to communicate orally in a clear manner.

Good manual dexterity of hands and fingers.

Able to lift/carry/push/pull at least 30 pounds and climb up and down stairs.

The position description should not be interpreted as all-inclusive. The intention is to identify major
responsibilities and requirements of this position. There may be requests to perform job-related responsibilities
and tasks other than those stated on this description.
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