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 ELIGIBILITY INTAKE WORKER 

 

 FLSA Status: Non-Exempt 

GENERAL DEFINITION AND CONDITIONS OF WORK: 

Performs intermediate technical work involving the determination of the eligibility of individuals for financial or 

medical assistance under government programs; does related work as required.  Work is performed under regular 

supervision. 

 

This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of 

force frequently or constantly to move objects; work requires stooping, reaching, standing, walking, fingering, and 

repetitive motions; vocal communication is required for expressing or exchanging ideas by means of the spoken word; 

hearing is required to perceive information at normal spoken word levels; visual acuity is required for preparing and 

analyzing written or computer data, determining the accuracy and thoroughness of work, and observing general 

surroundings and activities; the worker is not subject to adverse environmental conditions. 

 

ESSENTIAL FUNCTIONS/TYPICAL TASKS: 

Receiving and processing eligibility applications; assessing needs; determining eligibility; preparing and 

maintaining files and records. 

Conducts interviews with clients; keys information into computer; 

Completes evaluation; determines eligibility; sends notice to clients; 

Screens food stamp applications for expedited services and assigns to appropriate worker; 

Advises customers of needed verifications; 

Advises customers of rights and responsibilities for benefit programs as required; 

Discusses reporting responsibilities and implications of failing to report; schedules appointments for reviews and 

intakes; 

Contacts employers to obtain/clarify information that client is unable to verify; 

Verifies real property owned by clients through County land books to determine eligibility; 

Contacts schools for enrollment verification; contacts other social service agencies when needed clarifying information 

on clients; 

Screens applications for potential fraud and refers to investigator; confronts clients on conflicting information; 

Consults with Social Workers on cases; assesses potential crisis situations and makes referrals; 

Attends mandatory policy training; 

Writes appeal summaries; represents agency and presents statement of facts in appeal hearings; 

Enters a variety of data into computer regarding program eligibility, approval, etc.; 

Performs related tasks as required. 

 

KNOWLEDGE, SKILLS AND ABILITIES: 

General knowledge of the principles and practices of public social service organizations; general knowledge of benefit 

programs for which eligibility is being assessed; general knowledge of current social, economic and health problems 

and of human behavior and social functioning; ability to analyze facts and exercise sound judgment in arriving at 

conclusions; ability to perform basic mathematics including calculating percentages; ability to follow oral and written 

instructions; ability to organize work schedule, manage workload and meet deadlines; ability to communicate ideas 

effectively both orally and in writing; ability to prepare clear and concise reports; ability to establish and maintain 

effective working relationships with clients, associates and the general public. 

 

EDUCATION AND EXPERIENCE: 

Any combination of education and experience equivalent to graduation from an accredited community college and 

some customer service and fiscal processing experience. 

 

SPECIAL REQUIREMENTS: 

Possession of all requirements for position as specified by the Virginia Department of Social Services. 


