Champaign County Job Description

Job Title: Veteran’s Assistance Commission Superintendent
Department: Veteran’s Assistance Commission for Champaign County
Reports To: Veteran’s Assistance Commission

FLSA Status: Exempt

Employment Status: Non-Bargaining

Pay Grade: H

Prepared Date: February 2023

Summary

Under general direction, performs work of considerable difficulty in the development,
implementation, and supervision of programs and activities as a delegate by the
Veteran’s Assistance Commission (VAC), and provides advocacy for the veteran client.

Essential Duties and Responsibilities

Includes the following. Other duties may be assigned.

e Coordinates and overs programs intended to aid and assist veterans and their
family members, including administration of assistance and benefits provided
under the Illinois Public Aid Code.

e Develops and implements goals and objectives in accordance with the directives
of the Veteran’s Assistance Commission.

e Supervises staff engaged in programs and activities to support the goals of the
department.

e Maintains knowledge of Federal, State, and local programs, agencies, and
benefits which are available to veterans.

e Represents veterans in the application for benefits through State and Federal
agencies, including representing veterans in their appeals of adverse decisions.

e Researches and participates in activities to promote programs.

e Utilizes internet resources to research programs for clients.

e Convenes with the delegates of the Veteran’s Assistance Commission to
determine the amount of funding just and necessary to assist military veterans
and their families and develops and recommends annual operating budget.

e Promotes understanding and utilization of programs through public speaking and
various public relations activities.

e Develops tracking mechanisms to monitor program participation and
effectiveness.



Prepares reports, letters, and other correspondences.

Maintains positive working relationships with community groups, non-profits, and
other external agencies, municipalities, and townships.

Leads or coordinates group meetings and advisory groups.

Supervisory Responsibilities

This position has limited supervisory responsibilities.

Qualifications

To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily. The requirements listed below are representative of the knowledge,
skill, and/or ability required.

Education and Experience

e Two (2) years of college level course work with emphasis in Human
Services, Public or Business Administration, or a related field.

e Three (3) to five (5) years of experience in human services, social
services, or veteran services including one (1) year of supervisory
experience.

e Any equivalent combination of training and experience.

Language Skills

e Ability to read, analyze, and interpret regulations and policies to ensure
program compliance.

e Ability to write reports, business correspondence, and procedure manuals.

e Ability to speak effectively before individuals, public groups, and
employees of the organization.

Mathematical Skills

e Ability to calculate figures and amounts such as discounts, interest,
commissions, proportions, and percentages.

Reasoning Ability

e Ability to apply common sense understanding to carry out instructions
furnished in written, oral, or diagram form.

e Ability to deal with problems involving several variables in standardized
situations.



e Ability to maintain positive working relationships with local agencies, non-
profit, and other community organizations, township offices, and the
general public.

Certificates, Licenses, Registrations

e Must be certified by the Illinois Veteran’s Assistance Commission.
o Training can be accomplished during the first year.

Other Skills and Abilities

e Considerable knowledge of Federal, State, and local programs and
resources available to veterans and their families.

o Considerable knowledge of local community organizations and
service groups.

o Considerable knowledge of the process for assisting indigent
veterans with temporary monetary relief as defined under the
Illinois Statutes.

o Considerable knowledge of applicable Federal, State, and local
regulations and laws.

o Considerable knowledge of the principles and practices of social
service work.

o Good knowledge of supervisory practices.

Good knowledge of government accounting and budgeting
processes.

o Skills in operating computer software programs and peripheral
equipment.

Other Qualifications

e This position requires the incumbent to be an honorable discharged
veteran of the United States Armed Forces.

e This position may require certification as an Information and Referral
Specialist or the ability to obtain certification within the first year of
employment.

Physical Demands

The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is frequently required to:

e Sit.



e Use hands to finger, handle, or feel.
e Reach with hands and arms.

e Talk.

e Hear.

While performing the duties of this job, the employee is occasionally required to:
e Stand.

e Walk.
e Lift and/or move up to ten (10) pounds.

Specific vision abilities required by this job include:

e Close vision.
e Distance vision.
e Ability to adjust focus.

Work Environment

The work environment characteristics described here are representative of those
an employee encounters while performing essential functions of this job.

e Normal office conditions.
e The noise level in the work environment is moderate.

Notice

This document contains wording of a description of a general class of positions within
the Champaign County salary administration program. The description contains
examples of duties and responsibilities which may or may not be considered essential
functions to a particular job or position with this job class. “Essential functions” are to
be determined at the position of job level within each department.
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