
Town of Tilton

Job Description: Welfare Director; Part Time, Salaried, Exempt
April 2014

WELFARE DIRECTOR

Welfare Director: Individual appointed by the Board ofSelectmen ofthe Town, who performs the
function ofdetermining General Assistance. The Welfare Director has the general power to make all
appropriate decisions regarding granting of assistance as set up bythe office infrastructure and
subject to the overall fiscal responsibilities vested in Selectmen. The Executive/Overseer of the Poor
and the Board of Selectmen of the Town. (RSA 41:46).

JOB SUMMARY

Administration of all Town general assistance or Human Service (Welfare) activities. Executes all
steps from applicant initial contact to intake through interview and reviews ofapplication for
assistance when final determination is made. Direction and the administration ofthe Town's general
assistance funds in accordance with all state/federal law and the Town ofTilton Guidelines General
Assistance guidelines as approved by the Board of Selectmen.

SUPERVISION RECEIVED

Works under the general supervision of the Board of Selectmen and the Town Administrator as a
department head. Performs duties independently using own judgment and outlined Town guidelines
and State and Federal welfare laws.

PRIMARY DUTIES

Confidentially interviews clients; investigates, researches, and verifies application information;
accesses client needs and eligibility through the application of standards established by State law
and local guidelines. Conducts home visits when necessary to effectively determine client needs.
Issues a notice of decision with all required notices when eligibility for assistance has been
determined will issue the appropriate vouchers. Maintains records and documentation of all
assistance provided and the basis for determination. Ensures confidentiality to applicants.

Establishes and maintains effective relationships with, and data on, services and resources of
other public and private assistance agencies; makes referrals to outside agencies when
appropriate. Collaborates with outside agencies to seek out other sources of funds to assist
residents and minimize costs to municipality.

Provides monthly reports to the Board of Selectmen.

Negotiates housing issues with area property owners and shelters. Coordinates services with
Community Action and the local Homeless Outreach to provide shelter for individuals and
families who wport homelessness.








