Code: 15501
Pay grade: 29

COLLIER COUNTY, FLORIDA
CLASSFICATION SPECIFICATION

CLASSIFICATIONTITLE: DIRECTOR - VETERAN SERVICES

PURPOSE OF CLASSIFICATION
The purpose of this classification isto plan, direct, coordinate, and oversee the programs and personnel of the Veteran

Services Department. Employee in this classification supervises the departmental staff; interviews veterans; prepares
claims; files appedls; and prepares a variety of reports and correspondence.

ESSENTIAL FUNCTIONS

The following duties are normal for this position. The omission of specific statements of the duties does not
exclude them from the classification if the work issimilar, related, or alogical assignment for this classification.
Other dutiesmay berequired and assigned.

Supervises, directs, and evaluates assigned staff, processing employee concerns and problems, directing work,
counseling, disciplining, and completing employee performance appraisals.

Interviews veterans; prepares claims; files appeals.

Reviews case law pertaining to veterans; reviews code and federal regulations.

Prepares departmental budget and repairs, prepares and/or reviews correspondence.

Monitors ongoing programs.

Meets with veterans groups; addresses local organizations; coordinates with local clinic.

Assists with the preparation of veterans events.

Obtains and maintains certifications.

Operates a computer, printer, copier, facsimile machine, adding machine, telephone, automobile, or other equipment as

necessary to complete essential functions, to include the use of word processing, spreadsheet, database, or other system
software.

ADDITIONAL FUNCTIONS

Answers phones.

Makes house cals, hospitd visits, and nursing home calls.
Serves on various local boards; attends meetings.
Oversees departmental payroll.

Performs other related duties as required.
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In the event of a declared state of emergency, employees in this classification may be called to work during days or
hours other than those for which they are regularly scheduled.

MINIMUM QUALIFICATIONS

Bachelor's degree in Sociology or closaly related field; six years of experience in genera management and veterans
affairs; or any equivalent combination of education, training, and experience which provides the requisite knowledge,
sKills, and abilities for this job. Must possess and maintain a valid Florida driver’s license. Must possess and maintain
certification by the Florida Department of Veteran Affairs.

PERFORMANCE APTITUDES

Data Utilization: Requires the ability to coordinate, manage, and/or correlate data. 1ncludes exercising judgment in
determining time, place and/or sequence of operations, referencing data analyses to determine necessity for revision
of organizational components, and in the formulation of operational strategy.

Human Interaction: Requires the ability to function in a director capacity for a major organizational unit requiring
significant internal and external interaction.

Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to operate, maneuver and/or control
the actions of equipment, machinery, tools, and/or materials used in performing essential functions.

Verbal Aptitude: Requiresthe ability to utilize awide variety of reference, descriptive, advisory and/or design data
and information.

Mathematical Aptitude: Requires the ability to perform addition, subtraction, multiplication and division; ability to
calculate decimals and percentages; may include ability to perform mathematical operations with fractions; may
include ability to compute discount, interest, profit and loss, ratio and proportion; may include ability to calculate
surface areas, volumes, weights, and measures.

Functional Reasoning: Requires the ability to apply principles of influence systems, such as motivation, incentive,
and leadership, and to exercise independent judgment to apply facts and principles for developing approaches and
techniques to resolve problems.

Situational Reasoning: Requires the ability to exercise judgment, decisiveness and creativity in Situations involving
broader aspects of organizational programs and operations, moderately unstable situations, or the direction, control
and planning of an entire program or set of programs.

L eader ship:
Customer Service:

Financial Accountability:

ADA COMPLIANCE

Physical Ability: Tasks require the ability to exert light physical effort in sedentary to light work, but which may
involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight (5-10 pounds). Tasks
may involve extended periods of time at a keyboard or workstation.

Sensory Reguirements: Some tasks require the ability to perceive and discriminate sounds and visual cues or signals.
Some tasks require the ability to communicate orally.

Environmental Factors: Performance of essential functions may require exposure to adverse environmental
conditions, such as traffic hazards.

© DMG-MAXIMUS, INC. Page 2 Last Revised: July, 2001



Collier County, Florida « Director-Veteran Services 15501

Callier County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the County
will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and
current employees to discuss potential accommodations with the employer.
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