Job Description – Disability Benefit Specialist

Position: 
Disability Benefit Specialist (DBS)

Scope: 
This position will work with the target populations, ages 18 to 59, to access public and private benefits at Aging and Disability Resource Centers.

Qualifications:

· Bachelor’s degree, preferably in a human services-related field.

· Ability to advocate on behalf of consumers.

· Knowledge of and/or experience with public benefits preferred.

· Excellent written and oral communication skills.

· Ability to travel to consumers’ homes, when necessary.

· Previous experience working with people with disabilities preferred.

· Ability to attend and successfully complete initial and ongoing training as

required by the Wisconsin Department of Health Services (DHS)

and the Aging and Disability Resource Center (ADRC).

Job Duties: 
Disability Benefit Specialists perform a wide variety of duties, including but not

limited to the following.

· Provide accurate information on public and private benefits and programs.

· Provide assistance in accessing public and private benefits and programs.

· Provide advocacy to consumers in administrative hearings and grievance

procedures, including representation where appropriate.

· Assist consumers in gathering documentation and evidence for applications

and appeals, such as medical and employment records.

· Provide information and assistance with grievance and appeal rights and

processes.

· Adhere to confidentiality standards.

· Read, interpret, and apply regulations governing eligibility for benefits and

work with the DBS program attorneys for clarification.

· Consult regularly with program attorney regarding individual cases and

general caseload.

· Make referrals to other agencies and services, when appropriate.

· Complete and submit all required paperwork (e.g., 100 percent time reporting

spreadsheets, DBS database reports) in a timely manner.

Supervision: 
DBS positions are supervised by the local ADRC supervisor in close collaboration with the DBS program attorney who provides substantive case oversight.
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