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Social Science and Welfare Group  
Overtime Code: Non-Exempt 

Pay Grade: 62 
 
 

PRINCIPAL SOCIAL SERVICE REPRESENTATIVE 

DPM  1 12/20/2013 

DEFINITION: Under general supervision, performs work of considerable difficulty in providing the full range 
of paraprofessional level social work services to individuals, families, children and other beneficiaries of 
social welfare programs on conventional cases; performs related work as assigned. 
 
ESSENTIAL FUNCTIONS: This list is ILLUSTRATIVE ONLY and is not a comprehensive listing of all 
functions and tasks performed by incumbents of this class. 
 
TASKS: 
 
Independently performs moderate case planning and management; receives, reviews and screens 
applications, referrals and requests for social, health and related services by interviewing, counseling, and 
referring requests to appropriate social service delivery agencies and provides necessary follow-up; 
provides social work services to beneficiaries with a variety of psycho-social and environmental problems 
caused by unemployment, poverty, isolation, illiteracy, marital discord, single parenthood, mental 
retardation, mental/physical illness, alcoholism, drug abuse, etc. 
 
Counsels clients who need help in resolving crisis and normal developmental problems in a manner that will 
enable them to develop and maintain self-sufficiency and purposeful community participation; establishes a 
therapeutic relationship with families and children to help them find satisfactory ways of coping with their 
social situation and relationship, and to accomplish changes in attitudes, insights, and motivations to help 
them modify exceptional behavior. 
 
Determines the need and recommends legal protective services when necessary on matters within the 
scope of the program; prepares adoptive, guardianship and foster home studies; prepares social summaries 
and recommends placement of children removed from their parents due to neglect, abuse or abandonment; 
studies and recommends placement in special school, e.g., deaf, blind, special needs and the like. 
 
Conducts follow-ups with school officials; in exceptional and complex situations, the supervisor will provide 
assistance and guidance; contacts clients to assess, interview and monitor client’s status; determines 
eligibility; gathers information and documents progress or lack thereof; obtains necessary forms with client’s 
signature; prepares written reports, correspondence, progress notes, etc.; conducts home studies, social 
summaries, court reports, narratives and case plans. 
 
KNOWLEDGE, SKILLS AND OTHER CHARACTERISTICS: 
 
Knowledge of children’s foster care issues. 
Knowledge of the principles and practices of social work. 
Knowledge of interviewing techniques and special methods used in interviewing children.  
Knowledge of interrogation tactics. 
Knowledge of the principles and practices of social services.  
Skill in interviewing. 
Skill in developing the trust and confidence of children and the elderly.  
Skill in case management. 
Skill in crisis intervention. 
 
PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT: Work involves moderate physical effort in 
providing social services for disadvantaged clientele. 
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MINIMUM QUALIFICATIONS:  

 A Bachelor’s degree in Human Services, Sociology, Social Work, Psychology or related field; and two 
(2) years of experience providing counseling to disadvantaged clientele.  

 
PREFERRED QUALIFICATIONS: 

 Three (3) years of experience providing human services, counseling or related services. 

 Proficient in Microsoft Office software and other computer applications. 
 
SPECIAL REQUIREMENTS: 

 A favorable background investigation. 

 Possess a valid state driver’s license. 
 
Supplemental Information: 
Incumbent must obtain a Navajo Nation Vehicle Operator’s Permit within 90 days of date of hire.  
 
Depending upon the needs of the Nation, some incumbents of the class may be required to demonstrate 
fluency in both the Navajo and English languages as a condition of employment. 


