Economic Security Client Representative I                                                                                 Job Code ACV80301


STATE OF ARIZONA JOB CODE SPECIFICATION

	FLSA:
	NEXP
	Job Code:
	ACV80301

	Job Class Code:
	770
	Salary Schedule:
	AREG

	EEO Category:
	02
	Grade:
	17

	Workers Comp Code:
	9410
	
	

	
	
	
	

	Job Code Established:
	05/13/84
	Effective Date:
	

	Job Code Revised:
	
	Effective Date:
	


JOB CODE SERIES: Public and Social Services
JOB CODE TITLE:  
ECONOMIC SECURITY CLIENT REPRESENTATIVE I
HRIS TITLE:

ECON SECRTY CLIENT REP I
PRIVATE 
WORK DESCRIPTION: Within a designated district, investigates reports or complaints of client dissatisfaction with departmental programs; refers clients to appropriate departmental or community resources; researches case records; mediates client grievance to ensure problem resolution; documents results of inquiries. 

WORK ACTIVITIES: reads correspondence from consumers or clients complaining or reporting incidents possibly warranting investigation; makes notes; determines subsequent action.

Confers with complainants or concerned persons and advises them regarding their complaints.

Confers with staff and representatives of other divisions, sections or work units of own agency in order to agree on decisions, clarify information and resolve common problems.

Gives and receives information requiring considerable judgment and authority regarding current and specific business of the work unit by telephone or direct contact.

Attends staff meetings relating to patient care or client treatment; gives and receives information, participating in problem-solving and decision-making.

Writes summary reports on patient's or client's condition or situation, on treatments or case actions taken or planned.

Writes detailed reports of investigations or inquiries outlining methods, procedures, events, evidence, activities and results, and (ordinarily) making recommendations.

Reads nd interprets state, federal and local codes, laws and regulations in order to prepare reports or utilize in work activities.
Informs client of resources for help in community and of other facts and events that will help client in terms of support, treatment, rehabilitation or independent living.

Explains agency policies, procedures and practices to applicants, clients, representatives of other agencies, or outside individuals or groups.

Compiles information for and writes periodic reports on own work activities.

Maintains file, keeps current by entering data; reviews and examines for errors and corrects errors, all in accordance with established practice.

Logs or records all work flowing into work unit, processed or flowing out, in order to have accurate history of work or work performed.

Confers with superior, who is at level of division manager or field office manager, presenting and resolving difficult problems and questions, in some instances dealing with supervisory or unit policy problems, planning actions and making decisions.

Drives automobile to various locations within a specified area or district of the State, carrying out business of the work system.

Performs related work as required.
WORK CONDITIONS: May deal with issues of a sensitive or controversial nature

SUPERVISION: Works under supervision of an Assistant Deputy Director, exercising some independent judgment within policies and procedures established for the work system.

WORK RESULTS/PRODUCTS: Problem resolution recommendations; coordinated provision of multiple services; maintained record of client inquiries; written reports, memoranda and correspondence.

RESPONSIBILITY: For the timeliness and effectiveness of work products

AUTHORITY: To request and receive information or data from district-wide agencies, research complaints, recommend means of resolution.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of:  Federal and State laws, regulations and policies governing programs administered by the work system; community services available for the alleviation of social, employment and financial needs; eligibility requirements for programs administered by the work system; policies and procedures established for the work system.

Skill/Ability to:  communicate verbally and in writing; interview to elicit information; interpret, communicate verbally and in writing; elicit information through interviews; mediate and resolve conflicts; evaluate, interpret and analyze data; establish and maintain work relationships with complainants and their representatives, Department officials and staff.

