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(Same as EMPLOYMENT PROGRAMS | NTERVI EVEER |, 9474)

Nat ure of Work

Under general supervision, at the beginning | evel, perforns
wor k using standardi zed interview ng nethods to obtain, verify,
or interpret information from custoners, applicants, claimnts
and/ or enployers in a local office or an itinerant point. My be
required to work in other field offices, central office, and
itinerant points. Performs related work as required.

Di stingui shing Characteristics

Wrk at this level is characterized by the enphasis placed
on the use of know edge of the Unenpl oynment Conpensation and Job
Service Operations, UC Laws, Regul ations, and Policies. Duties at
this level do not include |ead work.

Exanpl es of Work

Takes initial and continued unenpl oynment conpensation cl ai ns.

Expl ains the benefits provisions of the various Unenpl oynent
Law and Regul ations to claimants, enployers and ot her
interested parties.

I nterviews customer to obtain or verify enploynent history and
conpl ete or update applications.

Assi gns occupational title and code to application using the
Dictionary of Cccupational Titles or other appropriate
cl assification systens.

Takes job information from prospective enpl oyers by tel ephone,
mail or in person, and wites job orders.

Det erm nes when to take fact-finding statenents.

Conducts eligibility reviewinterviews to determ ne
eligibility and coordinate re-enpl oynent activities which
i ncludes a work search pl an.

Revi ews and processes continued claimfornms, checking for
possi bl e i ssues, conpl eteness and work search activities
bef ore unenpl oynment paynent is rel eased.

Processes cl ai s and appeal s to non-nonetary determ nations.

Processes requests for re-determ nation by review ng
claimant’ s wage records history and request investigation of
m ssi ng wages.

Det er mi nes anount of m ssing wages and processes wage
affidavit.

May assi st custonmer in conpleting proper forns accurately.

Handl es inquiries either by phone or in person directing
custoner on base periods, general eligibility requirenents,
enpl oynment service and other information.
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Exanpl es of Work - Cont’ d.
May do other duties, as assigned, related to the daily
operation of a local office including clerical functions.
Takes clains in groups when determ ned necessary by nanager.
WIIl be required to travel to training statew de.

Know edge, Skills and Abilities

Know edge of the functions and objectives of the public
unenpl oynent of fices.

Ability to |l earn unenploynent clainms office and job service
of fice routine.

Ability to learn the state and federal |aws pertaining to the
agency.

Ability to | earn approved interview ng techni ques.

Ability to conduct an effective interview to obtain necessary
information fromcl ai mants and enpl oyers.

Ability to record and evaluate a variety of factual
i nformati on and prepare reports.

Ability to interpret agency regul ations to others.

Ability to understand and follow oral and witten instructions
and gui del i nes.

Ability to deal effectively and tactfully with the public,
cl ai mants and enpl oyers.

Ability to |l earn necessary conputer skills, which are required
to process unenpl oynent cl ai ns.

M ni mum Qual i fications

TRAINI NG Graduation froma four-year high school or the
equi val ent.

EXPERI ENCE: Two years of full-time or equivalent part-tine
pai d enpl oynent .

SUBSTI TUTI ON: Successful full-tinme study or equival ent part-
time study in an accredited college or university or
resi dent business or vocational school may be substituted
t hrough an established formula for the required experience.
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