Human Services Committee

Warren County Department of Social Services
COMMITTEE MEETING AGENDA
April 25, 2022

Committee Members: Supervisors Driscoll, Frasier, Seeber, Magowan, McDevitt, Hogan and Bruno.

Chair of the Board shall serve as an Ex-Officio member when needed in accordance with the Section C(4) of the Rules of
the Boord.

I. Committee meeting called to order by Chair

Il. Motion to approve minutes of prior Committee meeting

Ifl. Action Agenda/New Business

1.

Request to Amend the County Budget to increase revenues and expenditures in the amount of $20,000, to
reflect donation monies received from the Warren County Children’s Committee, intended to be used for Foster
Care services for children.
Rationale: The Children’s Committee has donated these funds to support Foster Care Services.

Attachment #1

Request to Amend the Table of Organization:

Create and Fill the position of Part-Time Community Services Worker in the Foster Care/Adoption Unit, Grade 8,
Base (FT) Salary $37,918, effective May 23, 2022.

Rationale: The department currently has one part-time Community Services worker (3 days per week); the
addition of a second part-time worker (2 days per week) will improve valued outcomes in Foster Care. The
donation from the Children’s Committee will cover the salary. Attachment #2

Request: Notice of Intent to Fill the position of Sr. Account Clerk #4 in the Accounting Unit, Grade 7 (Step 5),
Base Salary $36,414, due to a lateral transfer effective February 22, 2022.
Rationale: The position is mandated and reimbursed. Attachment #3

Request: Notice of Intent to Fill the position of Sr. Account Clerk #7 in the Accounting Unit, Grade 7 (Step 4),
Base Salary $36,414, due to resignation effective April 21, 2022.
Rationale: The position is mandated and reimbursed. Attachment #4

Request: Notice of Intent to Fill the position of Medicaid Clerk #1 in the Reception Unit, Grade 5 (Step 6), Base
Salary $33,076, due to resignation effective April 10, 2022.
Rationale: The position is mandated and reimbursed. Attachment #5

Request: Notice of Intent to Fill the position of Intake Clerk (no #) in the Reception Unit, Grade 4 (Step 0), Base
Salary $31,789, due to termination effective March 29, 2022.
Rationale: The position is mandated and reimbursed. Attachment #6

Request: Notice of Intent to Fill the position of Caseworker #27 in the Foster Care/Adoption Unit, Grade 16
(Step 11), Base Salary 547,023 due to resignation effective April 28, 2022.
Rationale: The position is mandated and reimbursed. Attachment #7



8.

9.
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Request: Notice of Intent to Fill the position of Caseworker #39 in the Child Protective Services Unit, Grade 16
(Step 1), Base Salary $47,023 due to resignation effective April 28, 2022.
Rationale: The position is mandated and reimbursed. Attachment #8

Request: Notice of Intent to Fill the position of Caseworker #37 in the Child Protective Services Unit, Grade 16
(Step 1), Base Salary $47,023 due to termination effective March 21, 2022.
Rationale: The position is mandated and reimbursed. Attachment #9

10. Proclamations:

May is Foster Care Appreciation/Awareness Month

June is Elder Abuse Prevention Awareness Month

IV. Information for Discussion and/or Review

Chris Hanchett, Commissioner

-Commissioner’s Report of Activities & Updates; (Previously distributed by Committee Chairman Driscoll)
Julie Montero, Fiscal Manager

-Monthly Reports: Revenue, Expenditures and Overtime. Attachment #10

V. Referrals/Pending Items: None

VI. Privilege of the Floor and public comment (please allow 15 second delay on live stream meetings)

Vil. Motion to Adjourn

ATTACHMENTS:

1)
2)

o«
-~

Amend Budget 20,000 received from Children’s Committee
Create and Fill Part-Time Community Services Worker
Notice of Intent to Fill Sr. Account Clerk #4

Notice of Intent to Fill Sr. Account Clerk #7

Notice of Intent to Fill Medicaid Clerk #1

Notice of Intent to Fill Intake Clerk

Notice of Intent to Fill Caseworker #27

Notice of Intent to Fill Caseworker #39

Notice of Intent to Fill Caseworker #37

10) Monthly Revenue and Expenditure Reports



RESOLUTION REQUEST FORM NO. 7

Request to Amend County Budget* ATTACHMENT #1

*If this is the result of a grant award, also complete and submit Form No. 5 or 6

DEPARTMENT NAME: Social Services

DATE: 4/8/2022

(2)

(b)

Purpose of Amendment: To increase both revenue & expense accounts due to
a gift from the Children's Committee of Warren County. This will allow DSS
to create another part-time Community Services Assistant working with our
Foster Care children & families. This will cover all costs associated with this
position.

Appropriation Code, Object Code, Full Title and Amount:

TE 6010 110 - Salaries $18,250
TE 6010 830 - Social Security $1,200
TE 6010 831 - Medicare $550

Revenue Code (with title), and Amount: $20,000
TE 6010 2401 Interest & Earnings



Montero, Julie (DFA)

From: Breen, Tammy (DFA)

Sent: Thursday, March 17, 2022 2:13 PM

To: Hanchett, Christian (DFA); Montero, Julie (DFA); Taylor, Maureen (DFA)
Subject: Children's Committee

Good afternoon,
One of the ideas to utilize Children’s Committee Funds was to add another part-time CSA to work on Tues/Thurs. Our
current CSA can only work Mon, Wed, Fri. We put in the request with the Children’s Committee and they have approved

the $20,000 request! This will be a huge help to the FC Unit.

I believe the next steps would be to go to Committee in April to accept the money and create another part-time
position. Let me know if I'm missing anything.

Thanks.

Ty Breesv

Warren Co. DSS

Supervisor of Children’s Services
518-761-6287
tammy.breen@dfa.state.ny.us

This email and its contents are confidential. If you are not the intended recipient, please do not disclose or use the information within this
email or its attachments. If you have received this email in error, please delete it immediately. Thank you.

& please do not print this e-mail unless necessary

WO, 000 /%da[



RESOLUTION REQUEST FORM NO. 11

Request to Create New Position
ATTACHMENT #2

DEPARTMENT NAME: SOCIAL SERVICES

DATE:

(a)
()

©

(d)

(e)

®

€:9)

(h)

4/18/22

Title of Requested Position: Community Services Worker-Part-Time - Grade 8

Annual Base Salary (and Grade if Applicable): $37,918

Effective Date for New Position:* 5/23/22
*Please do not backdate unless the purpose is to correct an error.

List Any Position in the Department’s Table of Organization Being Deleted as a
Result of this Request: (Include annual salary and grade if applicable):

Where are Funds in the Budget for this Position? List Budget Code, Object Code,
Full Title and Amount:

A 6010 130

Has Personnel Officer Reviewed and Approved of the New Position Title?
(This is necessary BEFORE bringing the request to committees.)

yes

Is this a mandated position? If so, please explain:

Is there expected revenue from this position? If so, please explain:



RESOLUTION REQUEST FORM NO. 12

Schedule ‘A"

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination ar promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department;_ SOCIAL SERVICES Payroll Dept. No: 4001

Title of Position: Community Services Worker (Part-Time) Base Salary of Position: $37.918 Grade: 8
Filling at Step # (If Known):

Budget code and title; A6010 130 - Salaries - Part Time Union[¥] Non-Union[] -
This position is vacated due to: [_JRetirement [_JResignation [_JTermination [_JPromotion [v]Other C‘/\’QCJ\DYL
Employee No./Last Name: Date of Vacancy: 5/23/22

Is this position mandated? [] Yes [/] No s the position reimbursable? [] Yes [v] No

Source of reimbursement: [ ] Federal % [] State % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[J Competitive-active eligible list [_] Competitive-no list (hiring would be provisional) [] Non-Competitive [] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed.

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
O The Administrator has no objection to the filling of the vacancy.
0O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee

O The committee has no objection to the filling of the vacancy.

The committee objects to the filling of the vacancy.

In the case of an emergency, Committee Chair has no objection to the filling of the vacancy.
In the case of an emergency, Committee Chair objects to the filling of the vacancy.

aaa

Ranking Committee Member Signature Date

Revised: May 19, 2017



COMMUNITY SERVICES WORKER

GENERAL STATEMENT OF DUTIES: Under supervision, assists staff members and clients by
performing supportive services related to the process of establishing eligibility for social services
programs and the delivery of social services. Does related work as required.

DISTINGUISHING FEATURES OF THE CLASS: This position involves non-professional
functions in a social services agency in support of staff in implementing programs and delivery of services
to clients.

EXAMPLES OF WORK: (iilustrative Only)

Retrieves files, processes mail, files correspondence, memoranda, reports and other materials; Collects
money and accounts for monies received,

Operates photocopier, computer and other office equipment;

Provides typical clerical support services for higher level staff;

By telephone or in person, assists individuals in making informed decisions about applying for assistance or
services by inquiring of and providing information to individuals or groups concerning services
offered by public and private agencies;

Assists clients in completing necessary forms, obtaining eligibility information, proof of

births, deaths and marriages;

Acts as interpreter, if bilingual, to help clientsand workers facilitate the intake

process;

Schedules appointments and provides client with appropriate application materials;

May make home visits to gather routine information related to program participation

May enter client data such as demographic information, codes, determination etc.;

May, under supervision and guidance, provide mentorship to newly appointed or assigned staff;

Assists clients in areas of common concerns such as housing, employment, school attendance, recreation,
money management, day care, transportation and escort;

Assists in communication between agency, client and the community by clarifying agency programs to
individuals and conveying community cultural patterns and attitudes to agency professional staff;

Assists individuals in recognizing conditions contributing to social problems and in making
recommendations toward correcting these conditions.

REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Good knowledge of
departmental client assistance programs and eligibility criteria; good knowledge of interviewing practices
and procedures; ability to establish and maintain cooperative and courteous relationships with clients,
agency staff and the general public; ability to interpret agency programs, goals and eligibility requirements
in language that promotes understanding of the agency; ability to understand and follow instructions;
knowledge of community resources and organizations; ability to read and write English and prepare brief
accurate reports; tact; emotional maturity; judgment; physical condition commensurate with the demands of
the position.

MINIMUM QUALIFICATIONS: Graduation from high school and two years experience in a
non-professional position involving direct client contact supporting social services programs in a
public or private agency. Possession of a valid New York State Drivers license is required at time of
appointment.

WC Adopted: December 27, 2004
JC: Competitive
2022 Format Update



RESOLUTION REQUEST FORM NO. 12

Sohedle 4" ATTACHMENT #3

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department;_ SOCIAL SERVICES Payroll Dept. No: 40.02

Title of Position: St- Account Clerk #4 Base Salary of Position: $36,414 Grade: ’
Filling at Step # (If Known):

Budget code and title: A6010-110 - Salaries - Regular - Union[¥] Non-Union[] —y
This position is vacated due to: [ JRetirement [_JResignation [_|Termination [_JPromotion @6@') WEI& L
Employee No./Last Name; SR, Date of Vacancy: 2/22/22

Is this position mandated? [7] Yes [ No Is the position reimbursable? [7] Yes [] No

Source of reimbursement: [7] Federal 50 % [/] State 23 % [] Other %%

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[[] Competitive-active eligible list [[] Competitive-no list (hiring would be provisionat) [] Non-Competitive [ ] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed.

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
O The Administrator has no objection to the filling of the vacancy.
O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee

O The committee has no objection to the filling of the vacancy.

0O The committee objects to the filling of the vacancy.

O Inthe case of an emergency, Committee Chair has no objection to the filling of the vacancy.
O Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature Date

Revised: May 19, 2017



RESOLUTION REQUEST FORM NO. 12

Schedule “A” ATTACHMENT #4

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department;SOCIAL SERVICES Payroll Dept. No: 40-02

Title of Position; Sr. Account Clerk #7 Base Salary of Position: 336,414 Grade: ’
Filling at Step # (If Known):

Budget code and title; A6010 110 - Salaries - Regular Union[¥] Non-Union[]
This position is vacated due to: [_JRetirement [V]Resignation []Termination [ JPromotion [_JOther
Employee No./Last Name: Ui Date of Vacancy: 4/21/22

Is this position mandated? [7] Yes [ ] No s the position reimbursable? [v] Yes [] No

Source of reimbursement: [7] Federal 50 % [/] State 23 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

(] Competitive-active eligible list [[] Competitive-no list (hiring would be provisional) (] Non-Competitive [] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

‘Human Resources Director has approved this form when initialed.

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
‘0 The Administrator has no objection to the filling of the vacancy.
O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee

O The committee has no objection to the filling of the vacancy.

O The committee objects to the filling of the vacancy.

O Inthe case of an emergency, Committee Chair has no objection to the filling of the vacancy.
O Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature Date

Revised: May 19, 2017



SENIOR ACCOUNT CLERK

DISTINGUISHING FEATURES OF THE CLASS: An incumbent in this position
independently performs moderately difficult accounting or financial recordkeeping tasks.
Employees generally follow a prescribed routine in the performance of duties and in most cases
receive only infrequent general instructions. The work may require a general understanding of
specific laws, office rules, procedures and policies. The work is performed under the supervision
of a higher-level supervisor and although the incumbent may train lower level clerical workers,
supervision need not be a responsibility of this position. Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Reviews a variety of complex financial documents, classifies them and distributes items into a
variety of accounts according to prescribed procedures and policies;

Posts figures to appropriate accounts, makes all necessary adjustments in balances and
verifies/reconciles balance;

Tracks, audits and/or monitors a variety of accounts;

Verifies adjustments are made to correct allocations and issues reports as required,

Prepares complex financial and statistical summary reports;

Checks for accuracy of computations and completeness and supervises the preparation of daily,
weekly and monthly reports which are compiled into summary reports or claims for state
or federal reimbursement;

Prepares in final format accounting and financial statements, payrolls, statistical tabulations and
data, form letters, memoranda, vouchers, reports, requisitions or data from various
equipment as the source material;

Prepares funds for deposits into book accounts, reconciles accounts and prepares reports from
information;

Contacts clients, vendors and other agencies to obtain additional information;

Provides information orally or in writing in response to inquiries on status of accounts;

Conducts correspondence on matters where policies and procedures are well defined;

Processes, sorts, indexes, records and files a variety of control records and reports, or oversee the
process;

Performs complex payroll transactions or may prepare payroll and related reports;

May supervise employees by assigning and reviewing completed work and instructing new
employees in specialized accounting keeping activities;

May assist in preparation of figures and reports for use in budget preparation;

Uses computer applications or other automated systems such as spread sheets, word processing, calendar,
email and database software in performing work assignments;

Performs related work as required.

Page 1 of 2



REQUIRED KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES:

Good knowledge of modern methods of keeping and reviewing financial accounts and records;
Good knowledge of modern office terminology, procedures and equipment;

Ability to make complex arithmetic computations accurately; speed,

Ability to organize and maintain accurate records and files; Ability to analyze and organize data
and prepare records and reports;

Ability to understand and interpret complex oral instructions and/or written directions;

Ability to perform close, detail work involving considerable visual effort and concentration;
Ability to establish and maintain effective working relationships with others;

Ability to communicate effectively, both orally and in writing;

Ability to operate a computer with a high degree of accuracy and utilize common office software
programs including word processing, spreadsheets, and databases to generate necessary reports
and input data;

Ability to analyze data and prepare and maintain detailed records and reports.

MINIMUM QUALIFICATIONS: Graduation from high school diploma or possession of a
high school equivalence diploma and:
(a) Associate’s Degree or higher in accounting, business or closely related field; or
(b) Two years of experience maintaining financial accounts and records.

NOTE: Education beyond the secondary level must be obtained from an institution that is a
regionally accredited or New York State registered college or university.

WC: 5/99, 11/21
JC: Competitive
Page 2 of 2



RESOLUTION REQUEST FORM NO. 12

Schedule “A” ATTACHMENT #5

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department;_ SOCIAL SERVICES Payroll Dept. No: 40.03

Title of Position: Medicaid Clerk #1 Base Salary of Position: $33,076 Grade: 5
Filling at Step # (If Known):

Budget code and title; A6010 110 - Salaries - Regular Union[¥] Non-Union[]
This position is vacated due to: [_JRetirement [v]Resignation [JTermination [JPromotion [ ]Other
Employee No./Last Name; Siiiiiiiusys Date of Vacancy: 4/10/22

Is this position mandated? [v] Yes [ ] No s the position reimbursable? [7] Yes [ ] No

Source of reimbursement: [7] Federal 50 % [7] State 23 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[J Competitive-active eligible list [] Competitive-no list (hiring would be provisional) ] Non-Competitive [ ] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed.

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
O The Administrator has no objection to the filling of the vacancy.
O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee

O The committee has no objection to the filling of the vacancy.

0 The committee objects to the filling of the vacancy.

O Inthe case of an emergency, Committee Chair has no objection to the filling of the vacancy.
O Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature Date

Revised: May 19, 2017



MEDICAID CLERK

DISTINGUISHING FEATURES OF THE CL.ASS: This position involves the responsibility for
processing Supplemental Security Income and Medicaid cases administered through the Department of
Social Services. The incumbent performs an assessment of client’s residency, gathers necessary
information to verify eligibility, as defined by State and Federal regulations, opens and close cases as
appropriate. The work also involves providing clients with information on the Medicaid coverage,
determinations and other related information. The work is performed under general supervision of a
higher-level supervisor in the Department with considerable leeway allowed for the exercise of
independent judgment in carrying out the details of the work. Supervision is not a function of this
position. Does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Reviews and evaluates information submitted electronically from Social Security Administration, which
determines client’s financial and medical eligibility for benefits and reviews data in a State Data
Exchange system (SDX);

Verifies residency of clients to determine whether or not the client is eligible to receive coverage services
from the County;

Enters information received and performs case maintenance activities by initiating or up-dating the data
on the Welfare Management System (WMS) system such as opening and closing and makes
adjustments to cases based on analysis of information;

Contacts client and appropriate County of residence to ensure appropriate transfer of benefits to close
case file;

Contacts medical institutions and care facilities within the County to verify residency;

Communicates with clients or other appropriate examiner within the Department regarding their cases and
provides assistance as necessary;

Provides information on the phone on program services and requirements, may schedule appointments,
explains procedures and program processes;

Acts as liaison for agency activities in this area with clients and other contacts;

Maintains and prepares records and documents including computerized records, requiring knowledge of
agency services, procedures and codes;

May attend training, conferences and workshops related to Medicaid, Social Security

Administration and Supplemental Security Income, health programs and other related areas;

May screen applicants with scripted questions on the computer to elicit needed information to make
eligibility determinations and provides application if appropriate;

May perform initial intake by receiving the individual’s application and answers general questions related
to various benefit programs and ensures that application information is complete;

May register the application for further processing by an examiner by opening new file or matching
paperwork with an existing case file.

REQUIRED KNOWLEDGE,SKILLS, ABILITIES AND ATTRIBUTES: Good knowledge of State
and Federal laws and regulations pertaining to Supplemental Security Income programs, Medicaid and
other programs administered by the Department of Social Services; working knowledge of data
processing techniques and procedures; working knowledge of business arithmetic; ability to enter and
retrieve information in the Welfare Management System (WMS); ability to organize and maintain
accurate records and files; ability to gather information and analyze facts obtained in making judgments
regarding eligibility for coverage in the County; ability to establish and maintain effective working
relationships with others; ability to operate a personal computer and utilize common office software
programs; ability to communicate effectively both orally and in writing; ability to understand and

empathize with the needs and concerns of others; physical condition commensurate with the demands of
the position.

Page 1 of 2



MINIMUM QUALIFICATIONS: Either;

(a) Graduation from a regionally accredited college or university or one accredited by the New York
State Board of Regents to grant degrees with an associate’s degree in a human services field; or

(b) Graduation from High School or possession of a high school equivalency diploma and two (2)
years clerical experience which involved the maintenance of records; or

(c) An equivalent combination of training and experience as defined by the limits of both (a) and (b)
above.

Adopted, Warren County Personnel, May 11, 2005
JC: Competitive
2022 Format Update

Medicaid Clerk Page 2 of 2



RESOLUTION REQUEST FORM NO. 12

Schedule “A” ATTACHMENT #6

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department;_ SOCIAL SERVICES Payroll Dept. No: 4011

Title of Position: Intake Clerk Base Salary of Position: $31,789 Grade: 4
Filling at Step # (If Known):

Budget code and title: A6010 110 - Salaries - Regular Union[¥]  Non-Union[]
This position is vacated due to: [_]Retirement [_JResignation [/]Termination [_JPromotion [_JOther
Employee No./Last Name: ik Date of Vacancy: 3/29/22

Is this position mandated? [/] Yes [] No s the position reimbursable? [V] Yes [] No

Source of reimbursement: [¢] Federal 50 % [7] State 25 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[J Competitive-active eligible list [] Competitive-no list (hiring would be provisionaly [ ] Non-Competitive [] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed.

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
O The Administrator has no objection to the filling of the vacancy.
0O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature : Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee

O The committee has no objection to the filling of the vacancy.

O The committee objects to the filling of the vacancy.

O Inthe case of an emergency, Committee Chair has no objection to the filling of the vacancy.
O Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature Date

Revised: May 19, 2017



INTAKE CLERK

DISTINGUISHING FEATURES OF THE CLASS: The work involves responsibility for
performance of routine clerical work and office functions in the Department of Social Services.
Incumbents greet the public, screens all incoming requests for information either in person or by
telephone and giving routine information, or directing requests to proper staff members. The
incumbent is responsible for the initial screening for and intake of applications for assistance
from individuals for various social services programs. The incumbent receives applications and
information and forwards to appropriate examiners for determinations of eligibility for benefit
programs such as financial assistance, medical assistance, food stamps and the Heat and Energy
Assistance Program (HEAP). Additionally, employees in this class perform related clerical tasks
assigned in support of a particular benefit program; specific tasks will vary depending on the
program objectives of the unit to which the employee is assigned. The work is performed in
accordance with a prescribed routine outlined by an administrative level supervisor. Does related
work as required.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Greets and receives the public, provides requested general information or makes appropriate
referrals to staff members of the assigned unit;

Answers telephone calls at reception desk, makes transfer connections to appropriate offices and
takes messages or makes appointments;

Screens the applicant with scripted questions on the computer to elicit needed information to
make eligibility determinations and provides application if appropriate;

Performs initial intake by receiving the individual’s application and answers general questions
related to various benefit programs and ensures that application information is complete;

Registers the application for further processing by an examiner by opening new file or matching
paperwork with an existing case file;

Pulls materials from files and makes file searches, including electronic records, in order to answer
a telephone or visitor request for information;

Searches and retrieves data from computerized records by use of queries or updates records in
accordance with procedures;

Performs reproduction and collating duties of applications, materials and documents;

Sends, receives and logs faxes;

- Maintains pamphlets, brochures and related materials for visitors;

Receives, sorts and distributes incoming mail and processes outgoing mailing by addressing
envelopes for mailing;

May perform general clerical duties and maintain simple records related to the duties assigned.

REQUIRED KNOWLEDGE, SKLLS, ABILITIES AND ATTRIBUTES: Working
knowledge of the benefit programs and requirements such as financial assistance, medical
assistance, food stamps and the Heat and Energy Assistance Program (HEAP); working
knowledge of office terminology, procedures and equipment; ability to enter data into query and
issue reports from database and spreadsheet programs; ability to deal courteously with the public
both in person and on the telephone; ability to understand and follow simple oral and written
directions; ability to greet the public in a pleasing manner and provide requested information;
ability to refer visitors to appropriate staff member after ascertaining their needs; ability to
operate fax and copy machines; ability to hear well and speak distinctly; ability to write legibly;
physical condition commensurate with the demands of the position.
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MINIMUM QUALIFICATIONS:

(a) Graduation from high school or possession of a high school equivalency diplor:na and one
(1) year of clerical experience; or

(b) Two (2) years of clerical experience.

WC: Adopted May 11, 2005
JC: Competitive

2022 Format Update

Intake Clerk: page 2 of 2



RESOLUTION REQUEST FORM NO. 12

Schedule "A” ATTACHMENT #7
NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department:_ SOCIAL SERVICES Payroll Dept. No: 40-01

Title of Position:_Caseworker #27 Base Salary of Position: $47,023 Grade: 16
Filling at Step # (If Known):

Budget code and title: A6010 110 - Salaries - Regular Unionz] Non-Union[]
This position is vacated due to: [_JRetirement [“JResignation [_JTermination [_JPromotion [JOther

Employee No./Last Name: (ESREilam Date of Vacancy: 04/28/22

s this position mandated? [v] Yes [] No Is the position reimbursable? [/] Yes [] No

Source of reimbursement: [¥] Federal 50 % [7] State 23 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[[] Competitive-active eligible list [] Competitive-no list (hiring would be provisional) [] Non-Competitive [] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

~ Human Resources Director has approved this form when initialed.

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
0O The Administrator has no objection to the filling of the vacancy.
O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee

O The committee has no objection to the filling of the vacancy.

O The committee objects to the filling of the vacancy.

O Inthe case of an emergency, Committee Chair has no objection to the filling of the vacancy.
O Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature Date

Revised: May 19, 2017



RESOLUTION REQUEST FORM NO. 12

Schedule “A” ATTACHMENT #8
NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department;_SOCIAL SERVICES Payroll Dept. No: 40.01

Title of Position; Caseworker #39 Base Salary of Position: $47,023 Grade: 16
Filling at Step # (If Known):

Budget code and title: A6010 110 - Salaries - Regular Union[¥]  Non-Union[]]
This position is vacated due to: [JRetirement []Resignation [JTermination [_JPromotion [JOther

Employee No./Last Name; ‘Gt Date of Vacancy: 4/28/22

Is this position mandated? [] Yes [[] No s the position reimbursable? [7] Yes [] No

Source of reimbursement: [7] Federal 50 % [7] State 23 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[] Competitive-active eligible list [] Competitive-no list (hiring would be provisional) [_] Non-Competitive [] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed.

. COUNTY ADMINISTRATOR COMPLETES THIS SECTION
O The Administrator has no objection to the filling of the vacancy.
O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee :

O The committee has no objection to the filling of the vacancy.

The committee objects to the filling of the vacancy.

In the case of an emergency, Committee Chair has no objection to the filling of the vacancy.
In the case of an emergency, Committee Chair objects to the filling of the vacancy.

aaoa

Ranking Committee Member Signature Date

Revised: May 19, 2017



RESOLUTION REQUEST FORM NO. 12

Schedule “A” ATTACHMENT #9

NOTICE OF INTENT TO FILL VACANT POSITION

This notice of intent is filed whenever a department head plans to fill an existing funded position in their budget that is vacated
due to a retirement, resignation, termination or promotion. This notice may not be used for requests to create a new position.
For complete instructions on the procedure to be followed, see the reverse of this form.

DEPARTMENT HEAD COMPLETES THIS SECTION

Department;_ SOCIAL SERVICES Payroll Dept. No: 40.0!

Title of Position: Caseworker #37 Base Salary of Position; $47,023 Grade: 16
Filling at Step # (If Known);

Budget code and title: A6010 110 - Salaries - Regular Union[¥]  Non-Union[]
This position is vacated due to: [_JRetirement [_JResignation []Termination [_JPromotion [JOther

Employee No./Last Name: 1 Date of Vacancy: 03/21/22

Is this position mandated? [/] Yes [} No s the position reimbursable? [] Yes [] No

Source of reimbursement: [v] Federal 30 % [7] State 25 % [] Other %

CIVIL SERVICE STATUS AND HUMAN RESOURCES DIRECTOR APPROVAL

[J Competitive-active eligible list [[] Competitive-no list (hiring would be provisional) ] Non-Competitive [] Other
Actual Impact to Budget Report will be provided monthly by Human Resources Director.

Candidate’s qualifications must be approved by Personnel Officer prior to hiring.

Human Resources Director has approved this form when initialed.

COUNTY ADMINISTRATOR COMPLETES THIS SECTION
O The Administrator has no objection to the filling of the vacancy.
O The Administrator objects to the filling of the vacancy.

Administrator Signature Date

BUDGET OFFICER COMPLETES THIS SECTION
O The Budget Officer has no objection to the filling of the vacancy.
O The Budget Officer objects to the filling of the vacancy.

Budget Officer Signature Date

SUPERVISORY COMMITTEE COMPLETES THIS SECTION

Name of Committee

O The committee has no objection to the filling of the vacancy.

O The committee objects to the filling of the vacancy.

O In the case of an emergency, Committee Chair has no objection to the filling of the vacancy.
O Inthe case of an emergency, Committee Chair objects to the filling of the vacancy.

Ranking Committee Member Signature Date

Revised: May 19, 2017



CASEWORKER

DISTINGUISHING FEATURES OF THE CLASS: An employee in this class renders casework
services to adults, children and families to enhance their ability to cope with and resolve emotional,
social, environmental and economic problems. The work requires the exercise of sound judgment in
assessing the strengths and weaknesses of adults, children and families, identifying problem areas and
developing and implementing an appropriate service plan. Incumbents must be emotionally mature, able
to make decisions and able to work in stressful situations particularly those requiring crisis intervention.
The work is generally performed under the direct supervision of an experienced Caseworker or other
supervisor or administrative staff. Incumbents receive ongoing in-service training in social casework
practices and procedures, including training in applicable laws and regulations.

TYPICAL WORK ACTIVITIES: (Illustrative only)

Formulates and carries out plans to meet the needs of the individual or family;

Interviews clients to assess the need for social services;

Makes investigations to determine protective services for children and adults, verifies intake information
and ascertains needs;

Provides counseling to motivate the individual or family to increase their own capacity and confidence in
their ability to handle problems;

Finds, studies and evaluates family homes for the placement of children and adults;

Recommends foster homes and day care homes for certification;

Determines whether a child’s or an adult’s needs can best be met in an institution or foster home;

Supervises children/adults placed in foster homes or an institution;

Supervises foster parents in certified homes;

Makes appropriate referrals to support, paternity, fraud, medical service units, as well as outside
resources;

Evaluates and helps to meet the needs of the child, the surrendering parent(s), and the adopting parent(s)
in an adoption proceeding;

Coordinates and develops a treatment plan and goal for the reunion of families;

Reviews cases periodically to determine changes in clients’ situations affecting eligibility and need for
services;

Makes referrals to Family Court for protective services, as well as voluntary placement in foster care;

Prepares petitions, affidavits, court summaries and additional paper work as required for Family Court,
Surrogate Court and Supreme Court;

Maintains case records;

Prepares letters and reports as required.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL
CHARACTERISTICS: Working knowledge of federal, state and local laws and programs relating to
public welfare and the care of children; ability to establish and maintain cooperative relationships with
others; ability to prepare and maintain records and reports; ability to express ideas clearly, both orally
and in writing; ability to understand and follow oral and written directions; good powers of observation
and analysis; initiative; tact; good judgment; emotional maturity.
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MINIMUM QUALIFICATIONS: Bachelor’s Degree.

SPECIAL REQUIREMENTS:

1. Incumbent must be available to assume after-hours Protective Casework assignments as
required. Assignments may be weeknights, weekends and holidays.

2. Certain assignments will require access to transportation to meet field requirements made in the
ordinary course of business in a confidential, timely, and efficient manner.

NOTE: Education beyond the secondary level must be obtained from an institution that is a
regionally accredited or New York State registered college or university.

WC: 7//10, 2//17; 11/21
JC: Competitive

Caseworker, Page 2 of 2
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4/7/22, 10:14 AM myReports

WARREN COUNTY

Receipts by G/L Distribution Report - Summary
From Date: 03/01/2022 - To Date: 03/31/2022
G/L Account Number G/L Date Due To/From Fund Project Transactions  Debit Amount Credit Amount

Fund: A - General

Account: 400.00 - State&Federal,Social Services

03/02/2022 3 $0.00 $114,793.00

03/03/2022 1 $0.00 $30,768.00

03/04/2022 1 $0.00 $311,431.00

03/07/2022 1 $0.00 $64,377.00

03/09/2022 2 $0.00 $344.432.00

03/10/2022 2 $0.00 $179,358.00

03/24/2022 2 $0.00 $72,628.00

03/31/2022 2 $0.00 $539,197.00

Account Total: State&Federal,Social Services 14 $0.00 $1,656,984.00
Fund Total: General $0.00 $1,656,984.00
Grand Total: 14 $0.00 $1,656,984.00

FED v JITé7z

Qi 40, 35
“Joras Revernuc 3
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https://Iogos—live.warrencountyny.gov/nwerp/LogosSuite/myReports/myReportsVersionZ/myReporlsContainer.aspx 7



417122, 10:14 AM myReports

$0.00  $126,136.70
Department: 6140 - Home Relief
Account: 1840 - Repay of Home Relief
03/08/2022 1 $0.00 $5,724.00
03/18/2022 2 $0.00 $5,711.50
03/21/2022 1 $0.00 $651.28
03/24/2022 1 $0.00 $161.00
03/30/2022 1 $0.00 $128.00
03/31/2022 1 $0.00 $7,135.35
Account Total: Repay of Home Relief 7 $0.00 $19,511.13
Department Total: Home Relief $0.00 $19,511.13
Depariment: 6142 - Emergency Aid For Adults
Account: 1842 - Repay Emer Aid for Adults
03/31/2022 1 $0.00 $1,300.00
Account Total: Repay Emer Aid for Adults 1 $0.00 $1,300.00
Department Total: Emergency Aid For Adults $0.00 $1,300.00
Fund Total: General $0.00 $254,416.39
Grand Total: 23 $0.00 $254416.39
https://logos-live,warrencountyny.gov/nwerp/LogosSuite/myRepons/myReportsVersionZ/myReportsContainer.aspx
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WARREN COUNTY :

Receipts by G/L Distribution Report - Summary
From Date: 03/01/2022 - To Date: 03/31/2022
G/L Account Number G/L Date Due To/From Fund Project Transactions Debit Amount Credit Amount

Fund: A - General
Department: 6010 - Social Services

Account: 1810 - Administration

03/21/2022 1 $0.00 $850.92
03/31/2022 1 $0.00 $5,885.15
Account Total; Administration 2 $0.00 $6.736.07
Account: 1811 - Medical Incentive Earning ]
03/08/2022 1 $0.00 $96.93
03/21/2022 1 $0.00 $3,723.00
Account Total: Medical Incentive Earning 2 $0.00 $3.819.93
Account: 3610 - Social Services Admin
03/31/2022 2 $0.00 $9,248.61
Account Total: Social Services Admin 2 $0.00 $9,248.61
Department Total: Social Services $0.00 $19,804.61
Department: 6030 - Countryside Adult Home
Account: 1830 - Repay - Adult Care, Pub Inst
03/31/2022 2 $0.00 $70,013.90
Account Total: Repay - Adult Care, Pub Inst 2 $0.00 $70,013.90
Department Total: Countryside Adult Home 50.00 $70,013.90
Department: 6101 - Medical Assistance
Account: 1801 - Repay of Medical Assist
03/21/2022 1 $0.00 $3,276.15
03/31/2022 1 $0.00 $5,369.80
Account Total: Repay of Medical Assist 2 $0.00 $8,645.95
Department Total: Medical Assistance $0.00 $8,645.95
Department: 6109 - Aid To Dependent Children
Account: 1809 - Repay of Aid to A.D.C.
03/21/2022 2 $0.00 $8,257.60
03/31/2022 1 $0.00 $746.50
Account Total: Repay of Aid to A.D.C. k 3 $0.00 $9,004.10
Department Total: Aid To Dependent Children $0.00 $9,004.10
Department: 6119 - Child Care
Account: 1819 - Repay of Child Care
03/21/2022 1 $0.00 $3,235.37
03/31/2022 1 $0.00 $122,901.33
Account Total: Repay of Child Care 2 $0.00 $126,136.70

Department Total: Child Care
https://Iogos-live.warrencountyny.gov/nwerp/LogosSuite/myRepons/myReportsVersion2/myRepor(sContainer.aspx 172
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