
MISSAUKEE COUNTY 

 
Title: Veteran Service Officer                                           Department:        Veteran Affairs  

 

Purpose: 
The Veteran Service Officer (VSO) is the critical link between our Missaukee County veteran 

population and connecting those veterans to the benefits to which they are entitled.  Missaukee 

County has received a one-year grant to provide a part-time VSO to serve in this capacity to 

guide and connect veterans to benefits.   

 

Employment Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities, and 

minimum qualifications necessary to perform the essential functions of the position. 

 

1. Must possess or be willing to obtain Certification and Accreditation as a Veterans’ 

Service Officer 

2. Must be able to initiate and review claims submitted by veterans 

3. Must be able to provide guidance and counsel to veterans concerning the benefits to 

which they may be entitled. 

4. Strong computer skills and office management skills that require maintaining active 

case files. 

5. Sound decision making when providing emergency relief or assistance to veterans. 

6. Must possess a valid Michigan Vehicle Operator’s License. 

7. An associate degree in Human Resources, Human Services or a related field is 

preferred. 

8. Prior experience counseling and/or working with veterans’ benefits and filing claims 

is preferred  

9. A Veteran of the United Sates Armed Forces and have been honorably discharged 

from the last period of service is preferred. 

Physical Requirements: 
This job requires the ability to perform the essential functions contained in this description.  

These include, but are not limited to, the following requirements: 

1. Ability to sit in a chair at a desk for extended periods. 

2. Ability to stand and walk in order to travel between desk to meet customers for 

assistance. 

3. Ability to bend over to access files. 

4. Ability to lift five pounds regularly and occasionally, up to 15 pounds. 

5. Ability to hear, read, and speak English. 

 

Reasonable accommodations will be made for otherwise qualified applicants unable to fulfill one 

or more of these requirements. 

 

Working Conditions: 
1. Works in an office environment with some community outreach as necessary.  

2. Works 20 hours a week, 4 hours a day, 9am-1pm, Monday-Friday. 

3. May be required to occasionally attend meetings outside the normal work schedule with 

advance notice provided.  Occasional travel by the employee in his/her own vehicle may 

also be required.  

4. Reports directly to County Administrator 

 

Fair Labor Standards Act (FLSA) Status: Non-exempt. Date:  October, 2021 


