Wounded Warrior Fellowship Program

U. S. House of Representatives

Job Title: 

Veterans Caseworker
Member: 

Congresswoman Jane Harman
Office Location: 
El Segundo/Wilmington District Office
Supervisor: 

Michael DiVirgilio
Date Needed:  
August 1, 2009
Job Summary:
Caseworker/Staff Assistant acts as a liaison to federal, district, and local agencies for the Congresswoman and constituents.  Case workers help constituents by answering casework correspondence and being accessible to constituents on a wide range of issues.  
Job Duties and Responsibilities:
· Represents the Congresswoman within specific areas of responsibility in service of supporting a wide range of requests received from constituents; 
· Acts as a facilitator between local, state and federal officials and other persons or groups to help form effective relationships for the Congresswoman;

· Handles casework assignments with an emphasis on veteran related cases;

· Assesses casework for problems requiring legislative action and makes recommendations;
· Screens and refers cases, when appropriate, to other district office staff members;

· Records in all incoming and outgoing casework-related correspondence and maintains up-to-date files on all cases and categories of information of importance to the office;

· Monitors active casework and acts as liaison with constituents to ensure their cases are handled in a timely and responsive manner;

· Prepares periodic reports on pending casework; 

· Supports and helps coordinate the office’s “mobile office” activities; 

· Works well under pressure and handles stress;

· Works a flexible schedule, which sometimes included nights and weekends; and

· Performs other duties as assigned by the Congresswoman, Chief of Staff, District Director and other staff members.
Requirements: 
High school degree required; some college courses preferred but not required.  Professional education through the U.S. military is highly encouraged.  Excellent communication and organizational skills.  Recent experience with and understanding of the U.S. Military and Department of Veterans’ Affairs structure, procedures, and policies.  Service-oriented, positive attitude, and strong teamwork ability. 

Salary:  $47,000 per year
Contact:  Interested veterans should submit their resumes, along with a DD214 showing medical retirement or a letter from the VA indicating that they have a 30% or greater rating
to housewoundedwarriors@mail.house.govhousewoundedwarriors@mail.house.gov.   Do not send resumes directly to the office of Congresswoman Harman.
