Disability Evaluator Trainee                                  Job Code ACV78991

STATE OF ARIZONA JOB CODE SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV78991

	Job Class Code:
	510
	Salary Schedule:
	ASRRDISAB

	EEO Category:
	05
	Grade:
	14

	Workers Comp Code:
	8832
	
	

	
	
	
	

	Job Code Established:
	06/28/82
	Effective Date:
	

	Job Code Revised:
	04/25/00
	Effective Date:
	


JOB CODE SERIES: Disability Series
JOB CODE TITLE:
DISABILITY EVALUATOR TRAINEE
HRIS TITLE:


DISAB EVALR TRNE
ORGANIZATION/WORK SETTINGS: Arizona Department of Economic Security
PRIVATE 
WORK DESCRIPTION: Performs entry level work by learning to review, evaluate and determine initial eligibility for Social Security disability benefits, disabled child claims and other mandated court cases; requests medical records and examinations; fills out forms and documents; writes reports and correspondence; provides information to program customers.

WORK ACTIVITIES: learns to read and study instructional or information material in order to increase and expand knowledge at entry level.

Learns to examine and review claims applications, case records, medical records and associated materials relating to eligibility for disability benefits under federal social security program; make evaluations, determinations and recommendations.

Learns to gather data from manuals, statutes, rulebooks, codes, and regulations in order to make determinations and decisions.

Learns to read incoming correspondence, memoranda or reports; plan and formulate response, subsequent action or routes to files or other destination. 

Learns to confer with other staff members, specialists, consultants and members of the treatment or training team, discuss, plan and determine course of action or case determination.

Learns to confer with supervisor on regular basis, discussing work processes, incidents, problems and plans, and receiving advice, counseling and instruction.

Learns to compose correspondence dealing with subject matter in standard or established ways.

Learns to give and receive information by telephone or by direct personal contact.

Learns to read and interpret Federal, State and local codes, laws, statutes and regulations in order to prepare reports or utilize in work activities.  

Learns to consult manual of policy and procedure in order to ensure that actions to be taken are in keeping with laws or rules.  

Learns to consult manual, rulebook, codes or regulations in order to find exact required course of action, determination or authorization.  

Learns to search for laws in statue books, codes and other sources, in order to be informed of working, meaning an intent of laws.

Learns to compare data from several sources to assure accuracy of report statements, descriptions, or phraseology, according to established criteria.  

Attends periodic workshops or training sessions to improve working knowledge and skills at entry level.  

Performs related work as assigned or required.  
WORK CONDITIONS: Frequent telephone calls and restriction to desk area; long hours of concentration on detail; works under stringent quantitative and qualitative productivity standards.

SUPERVISION: Works under close supervision, learning to apply program rules and regulations; and acquiring knowledge and skills needed for advancement to junior level.

WORK RESULTS/PRODUCTS: Learns to prepare correspondence to customers and medical services providers; requests for specific medical exams; medical records and reports receives and evaluates; prepares written questions to medical consultants; completes forms, records and case files; provides information to customers; prepares formal decision notices.

RESPONSIBILITY: For accurate and timely case documentation and adjudication; quality of completed work products.

AUTHORITY: Decisions regarding medical examinations and case documentation are made in conjunction with supervisor.  

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of: Learns of Federal laws, regulations and policies applying to eligibility for disability benefits under provisions of the Social Security Act; learns medical and psychiatric terminology.

Learns basic concepts, principles and practices of anatomy and physiology; learns policies and procedures established for the work system, acquired on the job; learns the analysis of vocational concepts. 

Skill in: Skill in verbal and written communication.

Ability to:  conduct basic case evaluation and to make standard program application decisions; use automated systems to enter and retrieve information; establish and maintain effective interpersonal relations.

SPECIAL SELECTION FACTORS: Bachelor’s degree in health science, biology, rehabilitation or closely related field; or One year of experience determining eligibility for Social Security Disability benefits; or Three years of clerical experience for a Social Security Disability Evaluation program.                           
