Ontario County Department of Human Resources
Ontar.o 3019 County Complex Drive

= "County Canandaigua, NY 14424
NEW YORK

www.ontariocountyny.gov ~~ (585) 396-4465

Vision: A vibrant community where every citizen has the opportunity to be healthy, safe and successful

Mission: Provide strategic and responsive public services that are fiscally responsible and sensitive to the diverse and changing needs of our community

JOB OPENING NOTICE

JOB POSTING #: _ 24-035 POSTING DATE*: FROM: __5/15/24 TO: until filled

JOB TITLE: Human Services Worker (Pendinqg)

RATE OF PAY: $19.97/hr ($38,961/yr)

LOCATION: Ontario County Office for the Aging

NOTE: Candidate will be initially appointed on a provisional basis pending a civil service exam to be
held later. To gain permanent status, the candidate must apply for the next exam and be successful
according to the Rule of Three.

MINIMUM QUALIFICATIONS AS SHOWN ON JOB DESCRIPTION

EITHER:
1. Possession of an Associate Degree, or higher; OR

2. Graduation from high school or possession of a high school equivalency diploma AND two (2) years of full-
time paid experience, or its part-time equivalent, providing direct human or education-related services to
clients in a public or private human services agency; OR

3. An equivalent combination of training and experience as described in (1) and (2) above.

NOTE: Advanced education degree received will be accepted in lieu of the minimum education noted.

SPECIAL REQUIREMENT FOR APPOINTMENT: Certain assignments made to employees in this class will require
reasonable access to transportation to meet field work requirements made in the ordinary course of business in a timely
and efficient manner.

SPECIAL NOTE: EDUCATION: Your degree must have been awarded by a college or university accredited by a
regional, national, or specialized agency recognized as an accrediting agency by the U.S. Department of
Education/U.S. Secretary of Education. If your degree was awarded by an educational institution outside the United
States and its territories, you must provide independent verification of equivalency. A list of acceptable companies
who provide this service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm. You must pay
the required evaluation fee.

APPLICATION DEADLINE / LAST FILING DATE*: _until filled

* Last filing date established for an announced exam always supersedes posting date.

HOW TO APPLY: All applications must be received through the Ontario County Civil Service
Employment Portal.

Ontario County is an Equal Opportunity Employer and, as such, offers equal opportunities for all qualified applicants with no discrimination
as to age, race, color, creed, sex, national origin, sexual orientation, military status, predisposing genetic characteristics, marital status,
domestic violence victim status, disabilities or, in certain circumstances pursuant to Executive Law 296, conviction record. Any person
with a disability requesting reasonable accommodations in order to participate in examinations will be accommodated.
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HUMAN SERVICES WORKER

MINIMUM QUALIFICATIONS: EITHER:

1. Possession of an Associate Degree, or higher; OR

2. Graduation from high school or possession of a high school equivalency diploma AND two (2) years of full-time
paid experience, or its part-time equivalent, providing direct human or education-related services to clients in a
public or private human services agency; OR

3. An equivalent combination of training and experience as described in (1) and (2) above.

NOTE: Advanced education degree received will be accepted in lieu of the minimum education noted.

SPECIAL REQUIREMENT FOR APPOINTMENT: Certain assignments made to employees in this class will require

reasonable access to transportation to meet field work requirements made in the ordinary course of business in a
timely and efficient manner.

SPECIAL NOTE: EDUCATION: Your degree must have been awarded by a college or university accredited by
a regional, national, or specialized agency recognized as an accrediting agency by the U.S. Department of
Education/U.S. Secretary of Education. If your degree was awarded by an educational institution outside the
United States and its territories, you must provide independent verification of equivalency. A list of acceptable
companies who provide this service can be found on the Internet at http://www.cs.ny.gov/jobseeker/degrees.cfm.
You must pay the required evaluation fee.

DISTINGUISHING FEATURES OF THE CLASS: This position assists professional staff in a variety of assignments.
The specific duties will vary according to the assigned program area, though most will involve significant contact
with the public. Duties may include determination and verification of eligibility for programs/services, assisting clients
in accessing and providing supportive services. Work is carried out under direct supervision of a higher-level
position. Does related work as required.

TYPICAL WORK ACTIVITIES: (lllustrative only)

Interviews clients and obtains information required to determine eligibility for various programs;

Assists in gathering of information for Human Services Agency personnel from a variety of sources, including public
and private social agencies, law enforcement agencies, courts, victims, employers, etc.;

Reviews and verifies information and documentation to determine eligibility for various programs;

Inspects housing for compliance with local/state/federal laws;

May assist Probation Officers in the collection of court ordered restitution and fines by contacting offenders;

May assist Probation Officers in providing services to victims of domestic violence by gathering information for the
preparation of legal documents;

Makes home visits to gather information regarding clients and other household members;

Provides client transportation to and from appointments relating to the programs/services provided by the
departments or units thereof;

Provides a variety of routine client services in areas of housing, employment, health, education and other supportive
services;

May escort clients to and from appropriate services as necessary;

May supervise clients and/or members of a household in a structured setting;

Makes referrals to other supportive services/programs within and outside of department;

Confers with judges, court personnel, attorneys, police, education and social agency personnel and various other
groups and personnel;

Provides outreach services and may act as liaison between departments, units, families, schools and other agencies
providing services;

Assists in arranging services for clients;

Continued on Page 2
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HUMAN SERVICES WORKER

TYPICAL WORK ACTIVITIES: (lllustrative only) (Continued)

Assists in financial management for clients;
Compiles case records and a variety of statistical and narrative reports relating to clients or programs.

FULL PERFORMANCE, KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS: Good
knowledge of interviewing techniques; working knowledge of programs; working knowledge of general concepts
relating to poverty, education, migrant families, aging, health and family issues, and criminal justice system; ability
to analyze facts obtained in making judgments regarding eligibility; ability to establish and maintain effective working
relationships with clients, other agencies and co-workers; ability to use and operate personal computers and
related peripheral equipment; ability to communicate effectively, both orally and in writing; ability to recognize needs
for service referrals; ability to understand oral and written instruction, policies; patience and understanding; physical
condition commensurate with the demands of the position.

APPROVED: JUNE 3, 1997

REVISED: 12/30/14; 9/25/15; 12/31/16; 7/20/20; 2/22/24

CIVIL SERVICE CLASSIFICATION: COMPETITIVE

ONTARIO COUNTY DEPARTMENT OF HUMAN RESOURCES



