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Di vi sion: Managenent Support
and Quality
| npr ovenent
TO Local District Conmi ssioners

SUBJECT: Providing Local District Job Opportunities for Public
Assi stance Applicants/ Recipients

ATTACHVENTS: Sanpl e Position Description for Community Services Aide
(Avai |l abl e On-Line)

In order to successfully pronote as well as fully support a Jobs First
approach to welfare reform it is extrenely inportant that both the State
and | ocal Departnents of Social Services provide |eadership through exanpl e,
by establishing and pronoting job opportunities for applicants/recipients
within their own organi zati ons.

Wiile at the State level we are exploring a nunber of possibilities to
provi de such opportunities, a vehicle for local districts has been avail able
for many years in the use of the Conmmunity Services Aide title.

Est abl i shed by Departnent Regulations in response to federal requirenents in
1968, this non-conpetitive title perforns routine paraprofessional tasks in
support of social services prograns, and was intended to be filled by
applicants/recipients in order to gain working experience with a goal of
transitioning to conpetitive, higher |level agency titles or to enploynent
out si de the agency. Oiginally, appointnent to this title was to be for a
maxi mum of two years.

A past Departnent study of |ocal paraprofessional positions found 100
Conmunity Services Aide positions existing in 23 districts, but found that
fewer than one-third of the districts held to the two-year appointnent

limt, and fewer still wused the title exclusively (though sonetines
sel ectively) for the appointnent of applicants/recipients. The study
i ncl uded, anong ot hers, recomendati ons that the Aide be used to enpl oy

applicants/recipients as originally intended and to increase the appointnent
duration to a three-year maximum to facilitate transition to other
enpl oynent .
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Al though, along with other local titles except Comm ssioner and Deputy

Conmi ssi oner, the Comunity Services Aide is no |longer provided for in
Department Regulations, it is a common classification in use currently in
several local agencies and remains a viable and practical vehicle for

provi ding | ocal enploynent opportunities for applicants/recipients.

We strongly urge that all districts practice what Jobs First advocates by
establishing a reasonable nunber of these titles if they do not presently
exi st in your agency or, where they do exist, to use them exclusively to
enpl oy applicants/recipients as individual positions become vacant. Agai n

we al so recommend a locally regul ated three-year maxi mumterm of appoi nt nent
to ensure these positions renmain a transitional enploynment opportunity,
eventual |y becom ng avail able to others.

A sanple Conmunity Services Aide position description is attached for your
i nformati on and use. Any techni cal assistance you nmay need in establishing
the Conmunity Services Aide title, or in developing career paths for
transitioning appointees to conpetitive titles wthin your agency is
avai l abl e through Gary Martinus [(518) 474-9289/Userid OHVD80] of our O fice
of Human Resources Managenent.

Nel son M Wi nst ock

Deputy Conmi ssi oner

Managenment Support and Quality
| npr ovenent



b)

d)

e)

COMVUNI TY SERVI CES Al DE

Di stinguishing Features of the { ass: This position is designed
primarily to provide an opportunity for indigent persons including
reci pients or potential recipients of public assistance to enter into
nmeani ngf ul  enpl oynent and through training and experience to obtain the
job skills necessary to advance in the Departnent or to obtain
enpl oynent el sewhere. The work is designed to relieve the professiona
and technical staff of routine but necessary tasks requiring no previous
education or experience but which would enrich the services of the
client.

Typical Work Activities (Illustrative only)

1. My transport clients to hospitals, clinics, doctor appointnents or
ot her necessary appoi nt nents.

2. Perforns switchboard and reception duties, directing clients to
appropriate units within the agenci es.

3. Assists clients in conpleting forms, and explains in general terns
benefits available to them

4. If bilingual, nmay act as an interpreter to help clients conpete the
eligibility determ nation process.
5. My assist Casework or other staff in securing clothing, furniture

and other necessities for clients in energency situations.

6. Helps to process fornms, gathers routine data, and other clerica
tasks on a limted basis when required by agency needs.

7. Provides other routine assistance to clients as directed by higher
| evel staff in accordance with agency needs.

Ful | Per f or mance Know edges, Skills, Abilities, and Persona
Characteri stics: Ability to create an effective bridge between the
client group and social services staff; ability to understand and fol |l ow
instructions; ability to read and wite Engli sh; sensitivity to the
reactions of others; tact; enotional maturity; judgnent; physica
condition comrensurate with the demands of the position.

M ni mum Qual i fi cati ons Required: There are no mni numrequirements of
training or experience.

Special Features of the d ass: This is a non-conpetitive position.
Appoi ntnents are to be made for a termnot to exceed three years.




