


TOWN OF DRACUT

JOB DESCRIPTION

Title:		Director of Veterans’ Services/Veterans’ Agent

Department: 	Veterans’ Benefits

Supervisor:  	Town Manager

Grade:	9	

Salary:	$50,268.40 - $60,041.80

FLSA: 	Exempt


ESSENTIAL FUNCTIONS:
The essential functions or duties listed below are illustrations of the type of work performed.  The omission of specific statements of duties does not exclude them from the position, if the work is similar, related or a logical assignment to the position.

RESPONSIBILITIES:
Directs and supervises the operations of the Veterans’ Services Department, administering the granting of benefits in compliance with Chapter 115 of the M.G.L., counsel veterans on their rights and obligations, preparing applications for assistance, supervise and assist in the review of military discharges, Veterans Administration records and related documents to determine eligibility for assistance, prepare departmental budgets and perform related work as required.  Assist needy Massachusetts’ veterans and/or obtain aid for food, clothing, and shelter, medical, dental, nursing home and hospital care.

DUTIES:

MANAGE AND ADMINISTER BENEFITS UNDER MASSACHUSETTS CHAPTER 115 TO INCLUDE:
· Conduct all interviews for veterans and dependents that may qualify
· Monitor entitlements given out
· Conduct reviews of entitlements to qualified applicants
· Gather and collate supporting documents for entitlements
· Submit warrant evidence in the form of a payroll for disbursement of entitlements
· Work with the Town Accountant in the disbursement of entitlements
· Work with the Town Treasurer in the disbursement of entitlements
· Submit all evidence of qualification for entitlements to the Secretary of Veterans’ Services in Boston
· Work with the Secretary of Veterans’ Services and his staff in reviewing qualifications for entitlements
· Monitor and manage budget for the department
· Distribute Half-Staff Flag notifications in a timely manner to the Town Departments/Buildings and monitor condition of the Town Flags; replace flags as needed
· Maintain records of disbursement of entitlements in a number of different categories for comparison and forecasting
· Seek all alternative sources of benefits for qualified beneficiaries; on-going process
· Make regular visits to clients’ homes
· Secure documentation of residence requirements and expenses

ESTABLISH WORKING RELATIONSHIP(S) WITH TOWN DEPARTMENTS AND OTHER ENTITIES WHICH ENHANCE THE QUALITY OF SERVICES TO VETERANS:
· Work with the Board of Assessors to secure abatements and exemptions for qualified veterans and widows
· Work with the Council on Aging to coordinate benefits, entitlements and assistance
· Act as the liaison for the Town of Dracut with veterans’ organizations within the town
· Administer the V.F.W. Ladies Auxiliary Trust Fund on behalf of the Dracut veterans
· Coordinate the efforts of the Dracut Veterans Events Committee
· Attend training and re-certification as required by the Secretary of Veterans Services
· Maintain communication with local and state veterans’ service officers and organizations, which provide up-to-date info
· Coordinate with local veterans groups to properly mark and display grave flags


PROVIDE ASSISTANCE TO VETERANS, WIDOWS AND FAMILIES IN DEALING WITH THE VETERANS ADMINISTRATION:
· Assist veterans apply for VA Health Services
· Assist veterans and families apply for VA benefits
· Assist veterans and families to appeal VA decisions
· Assist retired military personnel in dealing with DOD, VA and Tricare
· Assist current veterans and service members in securing bonuses, benefits and assistance

REQUIREMENTS:

· Must be an honorably discharged United States veteran
· Must successfully complete and pass Department of Veterans’ Service certification, as soon as it is offered by the Department of Veterans’ Services
· Must have a valid Massachusetts Driver’s License
· Must work on Memorial Day and Veteran’s Day and assist in coordinating those events with the veterans’ organization
· Must be proficient in the use of Microsoft Office
· Must be able to represent the Veterans’ Benefits Office effectively and to advocate for the veterans in a variety of situations requiring knowledge, compassion, diplomacy and tact
· Must have excellent communication skills

EDUCATION:

Minimum of an Associate’s Degree in Administration, Business, or Social Work and/or two (2) years of similar full-time work experience or equivalent combination of education and work experience preferred.   

PHYSICAL REQUIREMENTS:

The employee works in normal office conditions and is required to sit, talk, listen, stand, walk, stoop and reach with hands and arms to access documents and files; employee seldom lifts up to 10 pounds.  The position has normal vision requirements.  Equipment operated includes computer, scanner, copy machine, postage machine, fax machine and telephone.


[bookmark: _GoBack]The Town of Dracut requires a physical post offer.


This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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