17
Co Catholic Charities

C Q 9[ Southern Colorado

JOB DESCRIPTION

Job Title:_ Representative Payee

Reports To: _Home Stability Coordinator

Department:__Home Stability Programs

# Direct Reports: 0 EMPLOYEES CONTRACT WORKERS

Supervisory responsibilities include assigning, scheduling, monitoring, and controlling work; evaluating and managing
performance; interviewing, hiring, and orienting new employees; training employees when necessary;, making salary
recommendations; and recommending discipline or termination when necessary.

Position Type/Expected Hours of Work: Full-time 36 hours per week (M-F). Additional days or evening hours
may be required.

Pay Type and Range: X SALARIED AT $37,000 - $39,000 (ANNUAL)
HOURLY AT

Eligible for Overtime (Y/N): Y_
If no: PROFESSIONAL EXECUTIVE ADMINISTRATIVE OTHER

Job Titles Supervised: N/A

General Purpose: The Representative Payee is responsible for managing the benefit payments of Social Security
beneficiaries, managing their monthly bills, and determining the eligibility of individuals for assistance. Completes
new Payee applications, rent rebates, LEAP, SNAP, Medicaid, Medicare applications and recertifications, filing
appropriate paperwork with the Department of Human Services. The position acts as a back up to the Home
Stability Coordinator by posting and balancing receipts to accounts of payees, generally on the 1st and 3™ day of
each month.

Essential Duties and Responsibilities:
e Conducts budgeting, bill-paying and all other tasks inherent in providing money management services to
clients in a way that is supportive of clients’ best interest
e Complete, process and file all necessary paperwork for intake, maintain and terminate client’s services in
an efficient manner
e Initiate and/or maintain clients’ SSI/SSA benefits to ensure ongoing monthly income and client stability
e  Work with program staff to serve a variety of clients’ needs including rent and utility assistance, payee
representation and case management
= Advocate for clients with outside agencies and landlords regarding rental issues and general client-
related matters to help the clients/tenants increase stability and retain their housing
e Be familiar with and follow the Social Security Administration’s Representative Payee guidelines, including
all reporting requirements
= Communicate reportable information to the Home Stability Coordinator in a timely manner
= Ensure that any suspected misuse of funds or property is reported as required by agency policies
and procedures.
= Responsible for maintaining the condition and accuracy of records, and for ensuring all services are

This description is not intended to be an exhaustive list of all responsibilities, skills, or working conditions associated with this job. It is
intended to reflect the principal job elements essential for making compensation and employment decisions.
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documented in compliance W|th regulations and agency policies.
=  Maintain confidentiality of client records and concerns observing all HIPPA protocols
=  Ensure records and documentation are maintained in a state of audit readiness in accordance with
agency policies and regulations
Respond promptly and appropriately to phone messages, client requests, walk in client needs, staff
requests and emails, while safeguarding clients’ financial interest
Determine eligibility of individuals for rent, utility payments, SNAP and work closely with the Department
of Human Services and Social Security office
= Complete new applications, including assisting with SNAP, Medicaid, and Medicare application and
recertifications
Responsible for the accurate and timely disbursement of checks to clients, maintain receipts and balances
of SSI and SSDI payments for payee accounts.
Performs other duties as assigned

Minimum Requirements
Faith: This position does not have a faith requirement.

When Faith based is required: This position must be held by an individual who is a practicing Roman Catholic.
There is no other background that can substitute for this requirement. When Faith Based is not required: This
position does not have a faith requirement.

Required Skills/Abilities:

Bilingual in Spanish preferred.

Proven ability to work with compassion and respect for diverse backgrounds and individuals with disabilities.
Strong knowledge of Social Security Disability Income.

Strong understanding of budgeting, record keeping and financial regulations.

Self-motivated and capable of working independently as well as collaboratively within a team.

Excellent oral and written communication skills to interact effectively with clients, agencies and landlords.
Strong time management and organizational skills to manage multiple client accounts and reporting
requirements.

Strong knowledge of community resources and established working relationships with key local agencies.
Effective problem-solving and decision-making abilities to navigate complex situations and advocate for
clients.

Skilled in managing and de-escalating conflict and crisis situations with professionalism and composure.
Strong computer skills and general office equipment with the ability to quickly learn and adapt to new
technologies.

Strong data entry skills and experience with computer programs and databases including RFMS, True Link
and Pinnacle

Use of a personal vehicle with up-to-date driver’s license, insurance, and Colorado registration. Must have
clean driving record.

Education and Experience:

Education: Associate’s degree in business or related field required, bachelor’s degree preferred.
A minimum of 4 years of relevant work experience may serve as a substitute for the educational
requirement.

Experience: Minimum 2 years of experience in accounting, bookkeeping or money management services.

This description is not intended to be an exhaustive list of all responsibilities, skills, or working conditions associated with this job. It is
intended to reflect the principal job elements essential for making compensation and employment decisions.




Work Environment:

e Non-profit social service agency
e Business casual

Physical Demands:
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WORKING SELDOM | OCCASIONAL | FREQUENT | WORKING SELDOM | OCCASIONAL | FREQUENT
ENVIRONMENT: ENVIRONMENT:
COLD (50 F or less) X VISUAL ACUITY: Near X
HEAT (90 F or more) X VISUAL ACUITY: Far X
GASES/FUMES/DUST X COLOR X
HEIGHTS N DISCRIMINATION
NOISE N HEARING X
CLIMBING (Stairs/Ladders) x SPEECH X
DRIVING . MANUAL DEXTERITY X
CRAWLING OR KNEELING X Eé%ﬂgquin ON X
BENDING X
WALKING/Uneven Surfaces X TRAVEL:
WORKING ALONE X LOCAL <
WORK WITH OTHERS X NATIONAL N
CHEMICALS/SOLVENTS X INTERNATIONAL .
REPETITIVE MOVEMENTS:

MOVING HEAVY ITEMS: (please list)
LIFTING/LOWERING >20 Ibs. 10-20 Ibs. <10Ibs. | 3 pERATING MACHINERY:
LIFTING OVER SHOULDER|  >10 Ibs. 5-10 Ibs. <5 Ibs. COMPUTER and MOUSE .
REACHING OVER SH'LDER|  >10 Ibs. 5-10 Ibs. <5 Ibs. COPIER N
REACHING FORWARD > 10 lbs. 5-10 Ibs. <5 Ibs. FAX MACHINE N
PUSHING >10 lbs. 5-10 Ibs. <5 lbs. PRINTER .
PULLING >10 lbs. 5-10 Ibs. <5 lbs. TELEPHONE .
CARRYING > 20 lbs. 10-20 Ibs. <101bs. | qreen (please list

Employee Signature Date

Supervisor Signature Date

Executive Director Signature Date

This description is not intended to be an exhaustive list of all responsibilities, skills, or working conditions associated with this job. It is
intended to reflect the principal job elements essential for making compensation and employment decisions.




