
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

Under  supervis ion incumbent  makes  necessary contac ts  to  es tab l i sh def ini te  da ta  regard ing the  

f inancia l  resources  o f  app l icants  and  rec ip ients  o f  publ ic  ass is tance .   Incumbent  ac ts  as  

consul tant  to  the  case  work and  human services  examiner  s ta ff  and  recommends d isposi t ion of  

the  equi t ies  so  tha t  in te res ts  o f  bo th the  rec ip ient  and  the  publ ic  a re  p ro tec ted ;  ass is t s  in  the  

handl ing of  ass igned  proper t ies  to  assure  conserva t ion of  equi t ies  and  a l so  ass is t s  in  the  

d isposi t ion of  ass igned  resources .  Per forms re la ted  work as  requi red .  The  work involves  a  

p rescr ibed  rout ine  wi th  l imi ted  la t i tude  fo r  the  exerc ise  o f  independent  judgment  in  the  ana lys is  

o f  spec i f ic  cases  and  i s  per formed under  the  super vis ion of  a  Resource  Consul tant  o r .  Direc tor  

o f  Adminis t ra t ive  Services .   In  add i t ion to  c learance  of  resources ,  incumbent  c onducts  necessary 

cor respondence  and  mainta ins  records .  An employee  in  this  c lass  e s tab l i shes  contac ts  and  

working re la t ionships  wi t h  coopera t ing groups ,  i . e . ,  banks ,  insurance  companies ,  employers ,  and  

o thers  having necessary informat ion re la t ive  to  the  rea l  and  personal  p roper ty ho ld ings  o f  

app l icants  fo r  o r  rec ip ients  o f  publ ic  ass is tance  and  care .  

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative only)  
 

Advises  the  casework  and  human services  examiner  s ta ff  in  mat te rs  o f  l i fe  insurance  

ad jus tments ;  

Makes  contac ts  wi th  banks  and  savings  assoc ia t ions  regard ing the  ho ld ings  o f  app l icants  fo r  

publ ic  ass is tance ;  

Searches  records  in  o ff ices  o f  Cou nty Clerk and  Real  P roper ty Tax Service  Off ice  fo r  rea l  and  

personal  p roper ty ho ld ings  o f  rec ip ients ;  

Assis t s  in  supervis ing the  conserva t ion and  d isposi t ion of  rea l  es ta te  and  o ther  p roper t ies  p laced  

under  the  cont ro l  o f  the  agency by ass ignment  o r  deed ;  

Keeps  accounts ,  ind ividual  record ,  and  s ta t i s t ica l  da ta  as  may be  requi red  in  connect ion wi th  

resource  work;  

At  request  o f  casework or  human services  examiner  s ta ff ,  may interview c l ients  to  advise  as  to  

the  d isposi t ion of  resources ;  

Inputs  publ ic  ass is tance  c la ims into  the  Cash Management  System database  on c losed  publ ic  

ass is tance  cases ;  

Works  c lose ly wi th  account ing s ta ff  and  ass is t s  in  p rocedures  fo r  co l lec t ion of  publ ic  ass is tance  

c la ims;  

Responsib le  fo r  d i rec t  contac t  wi th  c l ients  in  regard  to  schedul ing repayment  to  the  agency of  

publ ic  ass is tance  overpayments ;  

Per forms re la ted  tasks  as  ass igned  or  needed .    
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Good  knowledge  of  insurance ,  rea l  es ta te ,  and  business  p roce dures ;  

Good  knowledge  of  lega l  te rminology;  

Good  knowledge  of  modern off ice  te rminology,  p rocedures ,  equipment  and  business  Engl ish;  

Knowledge  of  New York Sta te  Socia l  Services  Law,  espec ia l ly p rovis ions  re la t ing to  soc ia l  

se rvices  c l ient  resources ;  

Accuracy in  working out  de ta i led  p lans  fo r  the  ut i l iza t ion of  rea l  and  personal  p roper ty;  

Abi l i ty to  opera te  a  personal  computer  and  ut i l ize  common off ice  sof tware  p rograms inc lud ing 

word  process ing,  spreadsheet  and  da tabases ;  

Abi l i ty to  es tab l i sh and  mainta in  e ffec t ive  working re la t ionships  wi th  o thers ;  

Abi l i ty to  p repare  repor ts  bo th ora l ly and  in  wr i t ing;  

Abi l i ty to  co l lec t  informat ion from var ious  sources  fo r  p rogram opera t ions;  

Physica l  condi t ion commensura te  wi th  the  demands of  the  posi t ion.  

 

 

MINIMUM QUALIFICATIONS: 
 

Graduat ion from a  recognized  s tandard  high school  o r  equiva lent  educat ion;  PLUS e i ther  

 
(A)  Graduat ion from a  regional ly accred i ted  or  New York Sta te  Regis te red  two -year  co l lege  or  

univers i ty wi th  an Associa te 's  Degree  in  business  adminis t ra t io n,  pub l ic  adminis t ra t ion,  

account ing,  o r  c lose ly re la ted  f ie ld ;  OR  

 

(B)   Two years  o f  genera l  business  exper ience  in  one  or  more  of  the  fo l lowing:  

 (1 )   A publ ic  ass is tance  agency as  a  Human Services  Examiner ,  Senior  Account  Clerk 

Typis t  o r  re la ted  t i t le ;  OR 

 (2 )   Genera l  business  exper ience  on one  or  more  of  the  fo l lowing:  

  ( a )   Work involving a  thorough knowledge  of  insurance ;  OR  

  (b )   work wi th  a  Real  Esta te  Fi rm involving t i t le  searching and  invest iga t ing 

mor tgage  r i sks  f rom the  s tandpoint  o f  c red i t  a nd  secur i ty;  OR 

  (c )  Banking exper ience  involving the  app l ica t ion of  knowledge  of  mor tgages ,  rea l  

es ta te ,  insurance  and  f inancia l  r i sks  genera l ly,  OR  

  (d )   A genera l  business  exper ience  involving a  combinat ion of  any or  a l l  o f  the  3  

p reced ing types  o f  ex per ience ;   OR 

 

(C)  An equiva lent  combinat ion of  t ra ining and  exper ience  as  def ined  by the  l imi ts  o f  (A)  and  (B)  

above .  


