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 STATE OF HAWAII 
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 Class Specifications 
 for the Class: 
 

VETERANS SERVICES COUNSELOR III 
(VETERANS SVCS COUNSELOR III) 

 
Duties Summary: 
 
 Operates a comprehensive island-wide assistance program 
providing information, counsel, advice and assistance to 
veterans, their families and dependents and to servicemen 
concerning services, assistance, or benefits to which they are 
entitled by law or otherwise, also directs and refers them to 
appropriate agencies for services, assistance and benefits. 

 Nature and Scope of Work:  The Veterans Services Counselor 
III regularly provides information, advice and assistance to 
veterans, their dependents and beneficiaries in a variety or 
State and Federal program areas.  These are:  1) compensation 
and pension, such as claims for automobiles or other 
conveyances, claims for reimbursement for burial, funeral, and 
transportation expenses of deceased veterans, service-connected 
or aggravated disabilities, disallowances, statutory awards, 
evidence necessary for the filing of claims, proof of 
relationship and dependency, regulations regarding income, etc.; 
2) loan guaranty such as eligibility and entitlement 
requirements for home, farm and business loans, the amount of 
guaranty available under various categories of service, the 
percentage of interest, appraisal and compliance inspections, 
and referrals to banks or other lending institutions;  
3) vocational rehabilitation and education, such as the 
eligibility and entitlement requirements pertaining to all 
veterans, special equipment and tools for trainees, medical 
benefits and counseling services available, vocational 
rehabilitation for disabled veterans, special provisions 
regarding vocational and recreational courses, etc.; 4) 
insurance, such as National Service Life Insurance, the 
U. S. Government Life Insurance, Servicemen's Group Life 
Insurance, Servicemen's Indemnity, designation of beneficiaries, 
optional modes of settlement, total disability income 
provisions, plans available for the disabled and the non-
disabled, premium rates, guaranteed values, waiver of premium 
provisions, lapse and reinstatement, etc.; and 5) medical 
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facilities and care available, the eligibility requirements for 
admission to a Veterans Administration or State or County 
hospital, for outpatient treatment, for domiciliary care, 
admission priorities, prosthetic appliance service, and special 
laws and regulations regarding different classes of eligibles. 
 
 The counselor's services in State program areas are: (1) 
State grants, such as claims for automobile and transportation 
costs for paraplegic veterans, payments for paraplegic homes, 
tax exemptions on real property owned by certain disabled 
veterans or their widows as well as certain 
veteran's organizations; (2) legal change of name through the 
Office of the Lieutenant Governor; (3 sponsorship of aliens by 
preparation of required statement of financial ability; and (4) 
other services to include:  securing of vital statistics records 
to substantiate claims, preference in civil service 
examinations, request for pardon by honorably discharged veteran 
on parole, reemployment rights and assisting with or making 
arrangements for burial of veterans in veteran's cemeteries. 
 
 The counselor advises veterans, their beneficiaries or 
their representatives through personal interviews, telephone 
conversations, or correspondence of the benefits, rights and 
privileges to which they may be entitled under the laws of the 
State or the Federal government, or of the benefits or services 
which they may receive from agencies and organizations, Federal, 
State, municipal and private. 

 The counselor assists the claimant in the preparation of 
claims and instructs the claimant in the proper execution of the 
necessary forms.  He advises him of the evidence and the 
supporting papers necessary to originate a claim, to obtain a 
hearing or rehearing, or to formally appeal a decision or a 
claim which has been denied, and when requested, assist in 
formal and informal presentation to the various rating bodies 
concerned with granting claims.  He may perform various pre- and 
post-adjudicative activities, such as obtaining the 
substantiating documents, following up on certain cases, or 
explaining the bases for decisions and reasons for the 
disallowances. 
 
 The veterans are interviewed in the order of their 
appearance in the office or as inquiries are received by 
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telephone or through the mail.  Cases are not screened or 
segregated by difficulty, kind or subject matter prior to or 
during the processing.  The counselor may also perform other 
incidental duties as assigned, such as counseling servicemen 
about to be discharged of their rights, benefits and privileges 
at separation centers, assisting out-of-state veterans with 
their problems and maintaining a current list of all veteran 
organizations for the purposes of maintaining close and 
continuing contact in order to assist the veterans with their 
problems.  He may also be required to make speeches before 
service organizations or appear on radio or television programs. 

 Personal Work Contacts:  The work of the counselor is 
accomplished primari1y through personal and telephone interviews 
with veterans, their dependents and beneficiaries, their 
representatives, or other interested persons.  He must be able 
to gain the complete confidence of those interviewed and to 
provide them courteous, efficient and complete service. 
 
 In addition to interviewing veterans and other interested 
persons, the counselor also must contact personnel of other 
organizations including the Veterans Administration, the 
American Legion, Veterans of Foreign Wars, Disabled American 
Veterans, etc., and other interested persons and organizations, 
providing them with general information regarding benefit 
programs, or in some cases specific information concerning the 
needs of a particular veteran. 
 
 Supervision Received:  Supervision is general in nature and 
usually consists of administrative direction with reports being 
made on a monthly basis to the social work supervisor in charge 
of the island or section.  The supervisor is available to the 
Veterans Services Counselor III for advice regarding difficult 
problem areas and matters of referral to other community 
agencies for assistance. 
 
 Originality Required:  Originality of thinking is required 
in devising ways and means of informing claimants of the nature 
of the benefits, rights and privileges available to them so that 
they may make intelligent decisions regarding the action most 
appropriate for them to take.  The counselor must analyze the 
veterans' problem and correctly apply the rules and regulations 
to the specific problem.  He must be able to recognize and to 
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refer for immediate action those veterans with problems which 
cannot be directly solved but which w11l or do require the 
assistance of a social worker, a psychiatrist, a welfare agency, 
vocational rehabilitation worker, etc. 
 
Nature and Scope of Recommendations, Decisions, Commitments and 
Conclusions: 
 
 Veterans Services Counse1or III typically makes unreviewed 
decisions in answering the general and technical questions of 
claimants and in advising on the completeness of an application 
or claim and the sufficiency of the supporting evidence.  In 
some areas the counselor is responsible for clarification and 
interpretation of Veterans Administration rules and regulations, 
and he prepares the applications, claims, correspondence, 
affidavits, and other supporting documents for the veterans, 
and/or their dependents and works very closely with the Veterans 
Administration regarding Federal benefits. 

Nature and Use of Available Guidelines: 
 
 The veterans’ benefits are set forth in State and Federal 
legislation, rules and regulations pertaining to veterans’ 
employment security program, unemployment insurance benefits and 
particularly those pertain1ng to the rights, benefits and 
privileges of veterans of any war fought by the United States of 
America.  The counselor is also guided by the Department of 
Socia1 Services Policies and Manuals which are based upon State 
and Federal legislation.  He is also required to be familiar 
with the major veterans legislation and benefits granted by 
other states.  Inaccurate determinations or misinformation could 
have the effect of denying a claim if an eligible veteran, 
because of such misinformation, did not file a claim.  The 
counselor must also recognize the grounds for a claim or 
application even when the veteran may not be aware if his 
eligibility. 

Knowledge and Skills Required: 
 
 Basic to positions in this series are:  a knowledge of the 
legal bases of all phases of the Veterans Administration 
benefits and services program, and of the rules and regulations, 
policies and procedures which implement these laws; a clear 
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knowledge and understanding of the State's laws; the ability to 
utilize a wide variety of interviewing techniques end dealing 
with a wide variety or individuals of varying types and history; 
familiarity with community resources and local agencies, groups 
and organizations providing services or benefits to the 
community generally or to veterans and their dependents in 
particular; the ability to speak and write clearly about any 
aspect of the veterans program; some knowledge of the 
characteristics of the community in which he is employed. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is a change in title for the class VETERANS AFFAIRS 
COUNSELOR, which was approved on October 6, 1997 to Veterans 
Affairs Counselor III 
 
(Note:  Class title changed from Veterans Affairs Counselor III 
to VETERANS SERVICES COUNSELOR III per Circular No. 89-2.) 
 
 
 
 
DATE APPROVED: 4/3/69  /s/Ernest M. S. Loo 
   for JAMES H. TAKUSHI 

Director of Personnel Services 
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