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Supervisory Controls

Serves under the general supervision of the Chief, Army Community Service, who outlines areas of responsibility,
broad objectives to be achieved, and major problems to be expected. Duties are performed with a wide latitude of
discretion and decisions reached are usually accepted by the supervisor. Incumbent interprets regulatory guidance,
and makes decisions as to appropriate assistance and service without prior approval of supervisor. The more
serious aspects not covered by precedent or guidelines are discussed with supervisor. Supervision is received mainly
through review of reports and through periodic discussions.

Major Duties

Serves as a source of information, making referrals, providing information, and assistance to persons with
financial problems beyond the scope of their own resources.  Provides statistical quarterly reports to DA and commanders as requested ,on numbers and reasons for financial assistance. Seeks available resources within the command to help resolve or relieve the financial stress to soldiers. Tact and diplomacy are required in delving into
sensitive personal financial information and in dealing with commanders and the soldier's chain of command. The
position requires a broad working knowledge of civic organizations that can assist, as well as Staff Judge
Advocate, the Chapel, and state public agencies. A general knowledge if the inter relationships of these agencies is
required to determine the eligibility for each aid provider.

1. Administers the Army Emergency Relief Program that provides emergency financial assistance to both active and retired military personnel, their family members, and military widows. The emergencies can be for non-receipt of pay, loss of personal funds, emergency travel/transportation, etc. These administrative tasks include interviewing applicants to determine: 1) If the emergency falls within program boundaries and 2) the type and amount of assistance required. All assistance to widows is approved by Headquarters, AER. Additional tasks include gathering facts, verifying information with the Red Cross, and coordination with other agencies. Refers clients with long term financial difficulties to the Army Community Service Financial Counselors. Incumbent maintains the AER CMS system, including 100% check accountability. Maintains client records per AER HQ and DA specifications. 30%

2. Prepares and maintains Army Emergency Relief financial records and reports. Prepares various reports such as
weekly financial statements, summaries of loans and grants by unit. Other tasks include initiating a collection form
on transfers and determining whether a loan can be repaid through interviewing clients. Additional duties involve
preparing and processing change of station transfers, maintaining a variety of files and records relative to
active applicant files, and other AER activities, such as coordination of the annual AER campaign, preparing for the
annual audit, etc. Compiles financial background information to be forwarded to the ACS financial counselors
in complex cases. 60%

3. Provides input to annual AF Consumer Affairs/Financial Counseling budget. Maintains accountability for AER budget execution. Serves as an Army community Service Unit Service Coordinator. 10%

Performs other job related duties as assigned.

FACTOR 1 KNOWLEDGE REQUIRED BY THE POSITION 1-4, 550

Ability to provide personal financial assessments to clients seeking assistance. Ability to plan and execute a multitude of duties associated with the marketing, coordination, and implementation of a social service program. Ability to make sound recommendations to commanders on funds for perspective loans to their soldiers.

Ability to communicate effectively with diverse individuals during crisis situations, including persons in the legal and social service communities. Ability to express oneself orally and in writing in a highly professional manner, to meet and deal with diversified groups, individuals and organizations, and to compose written reports and
material clearly, concisely, and effectively per military format.

Ability to develop lesson plans and conduct classes and briefings to diverse populations.

Intensive practical knowledge of community resources and services, crisis intervention and how individuals in distress may quickly obtain the types of assistance they need.

Knowledge of military organization, missions, lifestyles, and situations that can contribute to family stress, problems and crisis situations.

Knowledge of ACS programs.

Maintain a current driver's license.  

FACTOR 2. SUPERVISORY CONTROLS  2-4, 450

Supervision is normally exercised through case staffing, regularly scheduled conferences, review of
client contacts and referrals, reports, correspondence, review of files, and effectiveness of service.

Works with relative independence in the routine activities of the position. Incumbent is expected to exercise good personal judgment in applying procedures to cases and responding to community and command inquiries. The supervisor maintains a close operational control of decisions and services when the incumbent is dealing with major
planning issues, policy decisions, or client issues demanding unusual skill and judgment.

FACTOR 3. GUIDELINES 3-3 275

Guidelines include DoD Directives, Army Regulations, state and local social service
policies; other materials and professional standards appropriate to the various fields of
human services; ACS and AER standing operating procedures; and direction from the Chief,
ACS. The incumbent should have the ability to interpret these regulations and should be
capable of using sound judgment in following them. Issues in the AER are very sensitive
in nature and require a great degree of confidentiality.

FACTOR 4. COMPLEXITY 4-3, 150

Program is of a highly technical, and highly visible, nature. Requires ability to quickly
synthesize information/inquiries and make sound conclusions/decisions; and to prepare
and present briefings to all levels of the command structure.

Incumbent must be able to balance a number of priorities and adjust to rapidly changing
requirements.

Must be able to take initiative in responding too/and effectively understand the
interrelationship of the client’s problems. Ability to work with client to reach  satisfactory resolutions; and evaluate/assess critical factors in each case so as to seek out those resources which are most needed and most likely to be responsive.

 
FACTOR 5. SCOPE AND EFFECT  5-3, 150

The incumbent assists the command's soldiers with cases of financial emergency. Also
assists professional financial counseling staff in providing assistance. This includes
interfacing with both military and civilian legal, and social service systems. In providing
education and training on AER, the incumbent impacts on the command at large. Both
functions relate directly to the well-being of military personnel and their families, and in
turn, affect their morale, productivity, and the Command's readiness.

FACTOR 6. PERSONAL CONTACTS 6-3, 60

The incumbent has contacts with diverse individuals and groups. Contacts include unit
commanders, clients, chaplains, social workers, state and local government agencies, and
lawyers. These contacts are highly sensitive and require discretion, diplomacy and
experienced professional expertise, as well as the ability to quickly bring knowledge to
bear in a problem situation.

FACTOR 7. PURPOSE OF CONTACTS 7-3, 50

The purpose of contacts is to assist clients in crisis; establish, ensure, and carry out
effective cooperative relationships with both the military and civilian communities;
exchange information; coordinate activities and services; discuss, advise and solve case
problems; and provide education and training.

FACTOR 8. PHYSICAL DEMANDS 8-1, 05

The work involves  sitting, standing, bending, climbing stairs, walking, and driving. A valid
driver's license and ability to lift up to 40 lbs. is required.

FACTOR 9. WORK ENVIRONMENT 9-1, 05
Work is performed both in a normal office setting. The work schedule is normal business
hours, with occasional late briefings or case resolution.

Total: 1695



