STATE OF NEBRASKA
CLASS CODE:
S72320

CLASS SPECIFICATION
SALARY GRADE:
336

EST:  03/91 - REV:  01/98
OVERTIME STATUS:
N
DPI SOCIAL WORK TECHNICIAN

DESCRIPTION:  Under immediate supervision, aids professional Social Workers in collecting personal and financial data of clients and processing a variety of information pertaining to client casework.  Incumbents are not responsible for a client caseload.  Work is performed under the supervision of a Certified Social Worker or a Certified Master Social Worker.  Performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Collects the personal and financial data of clients to provide necessary information pertaining to the personal history and financial status of the client.

Conducts client admission intakes to obtain personal data and to provide the client with information pertaining to the rules and policies of the institution.

Assists clients in obtaining needed personal items and services through written or oral requests to family members or by making arrangements for purchase of same.

Orients clients to their new surroundings at the time of admission and provides for their immediate social needs.

Provides transportation for clients to hospitals, physicians' offices, and to other appointments.

Assists Social Workers with the completion of records and reports.

Obtains an inventory of each client's personal belongings at the time of admission, labels each item, and updates the inventory as needed.

Attends care plan meetings to assist in identifying client needs and in setting individual goals.

Provides financial assistance to clients to ensure accurate transactions in their personal accounts.

Informs clients and/or their families of services available within the institution and through other agencies.

Provides assistance to clients in regards to the disposition of personal belongings upon discharge from the institution or to their families in the case of death.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  community resources and services available.

Ability to:  identify and obtain resources needed to assist clients.

DPI SOCIAL WORK TECHNICIAN (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  basic social service programs and their purposes.

Ability to:  communicate effectively, orally and in writing; organize workload priorities to meet designated responsibilities; maintain the confidentiality of client information.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or work experience that will enable the incumbent to possess the required knowledge, abilities, and skills.  A general qualification guideline is high school education or equivalent with experience in providing assistance or services to clients, customers, or the public.

