
 

 
Eligibility Worker II−HSD Fraud Investigator 
00734 
City of Virginia Beach – Job Description 
Date of Last Revision: 06-21-2017 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  21 
 
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 
Perform tasks related to the determination of eligibility for financial assistance programs; implement 
effective caseload management techniques; assess the customer's need for services; participate in staff 
and program development; and serve as a lead worker within a unit. 
 
Representative Work Functions and Responsibilities 
Researches and investigates suspected fraud cases; interviews Eligibility Workers, Supervisors, and 
customers to gather case information; determines overpayments and whether intent to defraud exists. 
 
Prepares summary reports of facts for fraud and overpayment; contacts employers, creditors, landlords, 
and others to gather information in support of the suspected fraud case. 
 
Represents the agency in Administrative Disqualification Hearings (ADH), court prosecutions, and 
appeals and takes appropriate action as required; responds to state, federal and internal case review 
inquires; reviews and maintains program procedural manuals; prepares summaries for the 
Commonwealth Attorney’s decision to prosecute or seek resolution; presents evidence to the grand jury 
for the purpose of obtaining indictments, prepares witnesses for court appearances, represents the 
agency as witness for the prosecution and testifies in court. 
 
Initiates voluntary repayment plans to recover funds from overpayments. Performs extensive calculations 
for the amount of overpayment by program category; enters data into state and local computer system 
and performs necessary inquires, system searches and updates to coordinate related information. 

 
Attends in-service and other training sessions and conferences and may represent the agency on 
committees or task force groups. Develops and maintains rapport with customers, other organizations 
and the general public. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on the 
current workloads and department needs. 

 
Performance Standards 
Employees at all levels are expected to effectively work together to meet the needs of the community and 
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the organization through work behaviors demonstrating the City’s Values. Employees are also expected 
to lead by example and demonstrate the highest level of ethics. 
 
Minimum Qualifications 
Requires any combination of education (above high school) and/or experience equivalent to six (6) years 

in fields such as social work or employment counseling; or any equivalent combination of experience and 

training which provides the required knowledge, skills, and abilities. 

Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 

Virginia or North Carolina DMV driver’s license eligibility requirements.  

Preferred Qualifications 
Six (6) years work in a Human Services environment with four (4) years of eligibility work and/or fraud 
investigations. 

 
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 interviewing techniques to gather information. 
2. Knowledge of case management. 
3. Knowledge of community and agency resources. 
4. Knowledge of interpersonal relationship techniques. 
5. Knowledge of human behavior. 
6. Knowledge of policy, programs, and procedures. 
7. Knowledge of automated data processing. 

 
 
B. Skills 

1. Skill in using diplomacy in obtaining information through oral questioning. 
2. Skill in utilizing different interview techniques and methods of communication to adapt to the 

varying capabilities of individuals. 
3. Skill in explaining technical programs in an easily comprehensible manner. 
4. Skill in assembling information into a clear and organized format. 
5. Skill in completing accurate mathematical computations. 
6. Skill in independently making decisions. 
7. Skill in maintaining objectivity in stressful situations. 
8. Skill in analyzing oral and written data. 
9. Skill in applying abstract policy to concrete situations. 
10. Skill in oral and written communications. 
11. Skill in gathering and deciphering pertinent information to identify both stated and unstated 

responses. 
12. Skill in reading comprehension. 
13. Skill in functioning as a member of a team. 
14. Skill in evaluating information and situations to identify problem areas. 
15. Skill in working with others. 

               16. Skill in the use of personal computers. 
 
C. Abilities 
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1. Ability to obtain, record and document information. 

2. Ability to learn and apply agency rules and procedures regarding fraud and abuse 

                          investigations.  

3. Ability to learn, interpret and apply state and federal rules and regulations regarding 

abuse of social services programs. 

4. Ability to be objective and distinguish personal value judgment from program regulations. 

5. Ability to learn and operate social service computer programs and functions. 

6. Ability to interact with clients, employees and criminal justice authorities to conduct 

investigations and establish working relationships.  

7. Ability to communicate with others to relay and gather information.  

8. Ability to make decisions and take action in dealing with problems and situations within 

established guidelines. 

9. Ability to conduct and control interviews to obtain information from cooperative and 

uncooperative individuals. 

10. Ability to speak before groups to present technical information. 

11. Ability prepare accurate and concise written reports. 

12. Ability to explain processes and procedures.  

13. Ability to maintain flexibility to cope with the stress of variable workloads including 

paperwork and customer contact. 

14. Ability to use computer software and hardware. 

 
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; 
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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. 

 


