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FLSA Status: Non-Exempt Pay Plan: General Grade: G23 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture. 
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 

The Eligibility Worker III represents the advance level in the Eligibility Worker class. Employees are 

assigned advanced technical functions or projects that require considerable knowledge of all public 

assistance functions such as quality control review. Employees in this class may supervise and conduct 

the initial and ongoing eligibility determinations requiring advance program knowledge, or provide quality 

control by examining cases completed by other eligibility workers for accuracy and uniformity. Work is 

performed independently in accordance with well established guidelines and standards. The most 

complex situations are reviewed with the supervisor.  

Functions and Responsibilities 
Conducts on-site case reviews for eligibility staff and team within Financial Assistance Division to 
measure, evaluate and assure quality performance and compliance of TANF, SNAP and/or Medicaid for 
applicable state and federal rules and regulations. 
 
Reviews cases for correctness, identifies significant errors/problems in caseloads and determines if the 
errors/problem are within the section, unit or with an employee. 
 
Compiles reports on findings and deficiencies with appropriate supporting evidence. 
 
Provides consultation, technical assistance and support on program policies, regulations and procedures. 
 
Serves as a team member facilitating Supplemental Nutrition Assistance Program (SNAP), Management 
Evaluation Reviews (ME), Regional Reviews and Audits. 
 
Conducts research and investigations of problematic areas for training, clarification, error solutions and 
preparation in advance of scheduled regional and state reviews and audits. 
 
Maintains records, prepares reports, and submits summaries and information as required. 
 
Documents data and information gathered and compares findings with established guidelines of the 
eligibility programs. 
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Serves as a resource to staff and the public concerning public assistance programs and eligibility 
requirements 
 
Provides refresher training from case review findings. 
 
Conducts entrance and exit conferences regarding upcoming case reviews. 
 
Performs other professional responsibilities as assigned. 

 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
seven (7) years in fields utilizing the required knowledge, skills, and abilities and associated with such 
positions as Eligibility Worker; or any equivalent combination of experience and training which provides 
the required knowledge, skills and abilities. 
 
Preferred Qualifications 

Requires a college degree in a related field and experience equivalent to seven (7) years in fields utilizing 

the required knowledge, skills, and abilities and associated with such positions as Eligibility Worker II or 

higher. 

 

Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response 
to short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily  
A. Knowledge  

1. Knowledge of federal, state and City financial services programs and their requirements.  
2. Knowledge of agency policy and procedure.  
3. Knowledge of case management tools that are available.  
4. Knowledge of data collecting, analyzation of data and appropriate application of information 

to monitor the efficiency and effectiveness of the unit.  
5. Knowledge of interviewing skills and techniques, job responsibilities and methods 

of performance evaluation.   
6. Knowledge of community resources.   

B. Skills  
1. Skill in problem solving and decision making, detection of problems and conflict resolution.  
2. Skill in interviewing and leadership of group dynamics.  
3. Skill in various management techniques.  
4. Skill in developing interpersonal relationships.  
5. Skill in verbal and written communication.  
6. Skill in recording data and utilizing information.   

C. Abilities  
1. Ability to plan, manage and evaluate the needs of the unit.  
2. Ability to set priorities and establish deadlines.  
3. Ability to maintain flexibility to adjust plans as needs change.   
4. Ability to work well with others.  
5. Ability to be objective in dealing with difficult situations.  
6. Ability to listen actively and to encourage open communication.  
7. Ability to analyze and critique data.  
8. Ability to read, interpret and incorporate new policy and to disseminate information to 

others accurately.  
9. Ability to train, utilizing visual aids and examples as appropriate.  
10. Ability to collect, evaluate and analyze data pertinent to the managing unit.  
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11. Ability to manage stress.  
12. Ability to determine and anticipate the impact of changes or social and economic trends that 

affect the agency and/or community.  
 
Working Conditions 

 
The below stated working conditions are intended to provide a general overview of the environmental 

conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 

necessary to perform the essential functions of positions in the noted job title. A more detailed description 

will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 

Americans with Disabilities Act (ADA) in all hiring and employment decisions. The City shall not 

discriminate on the basis of disability in its hiring and employment practices. The City shall make 

reasonable accommodations for the known physical or mental limitations of a qualified applicant or 

employee with a disability upon request unless the accommodation would cause an undue hardship on 

the operation of the City’s business. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires sedentary work that involves walking or standing some of the time and involves exerting up to 
10 pounds of force on a regular and recurring basis and routine keyboard operations. Constant use of 
both hands/arms in reaching/handling/grasping/fingering while keyboarding, using phone, calculator, 
copier, and other office equipment, writing instructions, filing, and performing other administrative duties. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
May perform technical work requiring the application of principles and practices of a wide range of 
administrative or technical methods in the solution of administrative or technical problems; may apply 
general understanding of operating policies and procedures to solve complex administrative problems; 
may require continuous, close attention for accurate results or frequent exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, and field of vision, hearing and speaking. 

 


