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PUBLIC AID LEAD CASEWORK SPECIALIST 
   POSITION CODE:  35880 
    Effective:  06/01/2006 
 
DISTINGUISHING FEATURES OF WORK: 
 

Under general direction, functions as a lead worker to a team of casework 
staff in a county or district Healthcare and Family Services office, while 
serving as a functional resource to less experienced caseworkers; provides 
on-the-job training (OJT) for new staff; may maintain a caseload or conduct 
eligibility interviews; may review, evaluate and process funeral and burial 
requests. 

 
ILLUSTRATIVE EXAMPLES OF WORK: 
 
 1. Distributes work assignments within the team according to standard 

practice or specific instructions; may approve time off. 
 
 2. Reviews and evaluates work of team casework staff for quality, quantity 

and timeliness; provides input into employee evaluations; provides 
second-party sign-off as required. 

 
 3. Serves as functional resource for team casework staff, answering 

questions, explaining programs, rules and procedures, etc.; provides 
limited OJT training for new staff as directed. 

 
 4. Identifies training needs of team staff and reports to management. 
 
 5. Prepares reports regarding team productivity as directed. 
 
 6. Hears, investigates, analyzes and adjusts/reports on client verbal/written 

complaints relative to client program eligibility or grant amounts. 
 
 7. Prepares department response to client appeals relative to program 

eligibility or grant amounts. 
 
 8. Fills in for absent casework staff in the team, taking client phone calls and 

assisting walk-in clients as needed. 
 
 9. May maintain a caseload or conduct eligibility interviews as determined 

by management. 
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PUBLIC AID LEAD CASEWORK SPECIALIST (Continued) 
 
    10. Reviews estate of deceased client for any life insurance or death benefits 

for funeral or burial expenses; advises client's relative of possible 
assistance payments on funeral and burial expense; receives, evaluates 
and authorizes for payment, vendor claims for funeral and burials; 
submits authorized bills for payment. 

 
    11. Performs other duties as required or assigned which are reasonably 

within the scope of the duties enumerated above. 
 
DESIRABLE REQUIREMENTS: 
 
 Education and Experience 

 Requires knowledge, skill and mental development equivalent to 
completion of four years college with emphasis on the behavioral sciences 
and two years suitable professional casework experience in a social service 
agency; or one year of agency casework experience; or any combination of 
equivalent training and experience. 

 
 Knowledges, Skills and Abilities 

 Requires extensive knowledge of the policy, procedures and systems of 
the Illinois Department of Healthcare and Family Services. 
 Requires extensive knowledge of sources of information pertaining to 
social welfare. 
 Requires extensive knowledge of social casework methods, techniques 
and principles. 
 Requires ability to provide leadership and give interpretation of methods 
and procedures. 
 Requires ability to compose effective reports, records and 
correspondence pertaining to social welfare work. 
 Requires ability to examine and evaluate data in accordance with 
established criteria. 
 Requires ability to establish and maintain satisfactory working 
relationships with staff, professional and lay groups, local government officials 
and the general public. 
 In addition to having a written and spoken knowledge of the English 
language, candidates may be required to speak or write a foreign language at 
a colloquial skill level in carrying out position duties in conjunction with non-
English speaking individuals. 


