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ENROLLMENT FACILITATOR (SPANISH SPEAKING) 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  Work involves providing 

assistance to families in completing the enrollment application 

process for one or more state-funded health insurance programs. 

Duties include conducting personal interviews, gathering and 

reviewing required documentation, making preliminary eligibility 

determinations, forwarding applications to appropriate programs 

for final eligibility determination, monitoring and follow up on 

application progress. Duties require proficiency in both Spanish 

and English languages to provide interpretive and information 

services. May be assigned to coordinate Putnam County Child 

Health Task Force meetings. Work is performed under supervision 

of a higher-level Health Department employee, but supervision of 

subordinate employees is not a requirement. Performs related 

work as required. 

 

TYPICAL WORK ACTIVITIES:  (Illustrative only) 

Communicates orally and in writing in both the Spanish and 

English language; 

Meets with applicants in order to secure required information 

and documentation; 

Interprets benefits and eligibility requirements in order to 

make a preliminary eligibility determination for the 

appropriate program; 

Transmits the paperwork to the appropriate program for final 

eligibility determination; 

Tracks and monitors the status of all applications at various 

stages of the process until enrollment is complete, using 

data system developed by the NYS Health Department if 

appropriate for program; 

Follows-up to ensure enrollment in the most expeditious fashion 

possible; 

Provides information to the community regarding the assigned 

program(s); 

May coordinate Putnam County Child Health Task Force meetings by 

scheduling regular meetings, sending meeting notices, 

making follow-up and reminder phone calls, taking minutes, 

enhancing membership and other related activity; 

Depending on assignment, may work closely with representatives 

of Maternal-Infant Services Network and the NYS Department 

of Health to accomplish the goals of the program; 

May provide information regarding Medicaid, WIC, or other 

programs as a necessary part of the application process; 

Performs a variety of related activities, as required. 
 



ENROLLMENT FACILITATOR (SPANISH SPEAKING)  (cont’d) 

7/02  Competitive Class 

Typical Work Activities are intended only as illustrations of possible types of work that 

might be appropriately assigned to an incumbent of this title. Work activities that do not 

appear above are not excluded as appropriate work assignments, as long as they can be 

reasonably understood to be within the logical limits of the job. 

 

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL 

CHARACTERISTICS:  Good knowledge of applicable federal, state 

and local laws, regulations, rules and procedures relative to 

the assigned program; working knowledge of the health and social 

problems and attitudes in the community; working knowledge of 

community resources and organizations; skill in interviewing, 

researching and investigating in order to elicit and verify 

required information, ability to analyze facts and data and make 

accurate judgments regarding eligibility; ability to organize 

and maintain accurate records and documents; ability to 

establish and maintain cooperative and courteous relationships; 

ability to communicate effectively with designated community 

groups in order to elicit from them their specialized needs; 

ability to deal calmly, objectively, tactfully and sensitively 

with the public; ability to communicate effectively with others 

both orally and in writing; ability to prepare reports; ability 

to use a computer to enter and retrieve information; good powers 

of observation and perception; patience; tact; initiative. 

 

MINIMUM QUALIFICATIONS:  Either 
 

a) An Associate’s degree and six (6) months of experience in a 
public or private health insurance program, social welfare 

program, or insurance administration, or substantially similar 

work; or  
 

b) Graduation from high school or possession of a comparable 
diploma and two (2) years of experience as detailed in (a) 

above; or 
 

c) An equivalent combination of training and experience as 
indicated in a) and b). 

 

PLEASE NOTE: Education beyond the secondary level must be from 

an institution accredited or recognized by the Board of Regents 

of the New York State Department of Education as a post 

secondary, degree-granting institution.  
 

SPECIAL REQUIREMENTS: 

1. Candidates must be fluent in understanding, speaking, reading, 
writing and translating Spanish. 

2. Access to transportation may be required to complete possible 
field work assignments in a timely and efficient manner. 

 


