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 Class Specifications 
 for the Class: 
 

VETERANS SERVICES COUNSELOR IV 
(VETERANS SVCS COUNSELOR IV) 

 
Duties Summary: 
 
 Administers, coordinates, and evaluates a comprehensive 
island-wide benefits and assistance program for veterans, their 
families and dependents, and servicemen; provides continuing 
veterans affairs counseling services for the full range of 
cases, including the most complex, coming within the scope of 
the program without a supervisor available for technical 
direction; and performs other duties as required. 
 
Distinguishing Characteristics: 
 
 This class involves administering, coordinating and 
evaluating a program which provides State and Federal services 
and benefits to veterans, their families and dependents as well 
as beneficiaries.  Such a program is generally for an island or 
a county jurisdiction and involves continuing responsibility for 
the provision of veterans affairs counseling services for the 
full range of cases, including the most complex, coming within 
the scope of the program, sound working relationships and 
coordination of veteran services with a wide range of residents 
in the communities served, such as local physicians, lawyers, 
and public and private agencies.  An incumbent of a position in 
this class serves as liaison and resource to various veterans 
organizations and community groups concerned with veterans, and 
participates in community activities in order to promote the 
island's program. 
 
 Work performed by positions in this class is not reviewed 
by a technical supervisor relative to the provision of veterans 
services.  Supervision received primarily consists of 
administrative direction on the program's activities with 
reports being made on a monthly basis to the social work 
supervisor. 
 
 Positions in this class are responsible for working with a 
diverse client group and must be able to relate to different 
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people and obtain a clear understanding on difficult subjects 
which may not be readily understood. 
 
Examples of Duties: 
 
 Administers, coordinates, and evaluates a Veterans 
Assistance Program in assuring that veterans, their dependents 
and families are accorded their rights and benefits pursuant to 
Federal and State laws and program areas; attends conferences 
and staff meetings for cooperative planning of programs with 
regard to the veterans assistance program; responsible for 
providing technical advice and consultation to various private 
and public agencies on an island with regard to the veterans 
assistance program; recommends changes to policies and 
procedures which apply to the veterans assistance program for 
the more effective provision of services and benefits to the 
clientele; interviews the full range of clients, identifies 
their particular needs or problems, determines the appropriate 
action to be taken and provides necessary services; applies 
motivational and other interviewing techniques in assisting 
clients to seek further education, suitable employment and/or 
benefits which they may be eligible; advises the clients of the 
evidence and supporting documents necessary to originate a 
claim, obtains a hearing or rehearing, or to formally appeal a 
decision or a claim which has been denied; represents veterans 
in formal and informal presentations to the various rating 
bodies concerned with granting claims; performs pre- and post-
adjudicative activities, such as obtaining substantiating 
documents, following up on certain cases or explaining the basis 
for decisions and reasons for the disallowances; studies 
decisions in prior cases where future appellate consideration is 
indicated, and advises the clientele of adequacy of evidence 
presented; studies major veterans legislation and benefits 
granted by other states; develops effective working relationship 
with public and private agencies in determining available 
services for accurate referrals in situations indicating 
medical, dental, financial, educational or other problems; may 
make speeches before service organizations or appear on radio or 
television in informing the clientele of important changes in 
their benefits, services, and rights; responsible for the 
clarification and interpretation of Veterans Administration 
rules and regulations; and prepares the applications, claims, 
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correspondence, affidavits and other supporting documents for 
the veterans and/or their dependents. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  The legal bases of all phases of the 
Veterans Administration benefits and service program, and of the 
rules and regulations, policies and procedures which implement 
these laws; a clear knowledge and understanding of the State's 
laws; major veterans legislation and benefits granted by other 
states; a wide variety of interviewing methods and techniques; 
characteristics of the community in which employed; community 
resources and local agencies, groups and organizations providing 
services or benefits to the community generally or to veterans 
and their dependents in particular. 
 
 Ability to:  Administer, coordinate, and evaluate an 
island-wide veterans assistance program; utilize a wide variety 
of interviewing techniques and deal with a wide variety of 
individuals of varying types and history; analyze a veteran's 
problem and correctly apply the rules and regulations and other 
provisions to the specific problem; understand and interpret a 
variety of veterans benefits, services and rights; speak and 
write clearly about any aspect of veterans program; develop and 
maintain effective working relationship with clients, public and 
private agency representatives. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 
 This is the first specification for the new class VETERANS 
AFFAIRS COUNSELOR IV. 
 
Note:  Class title changed from Veterans Affairs Counselor IV to 
VETERANS SERVICES COUNSELOR IV per Circular No. 89-2.) 
 

 
 
DATE APPROVED: 6/8/71  /s/ Wayne J. Yamasaki 
   for DONALD BOTELHO 

Director of Personnel Services 
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