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DISABILITY DETERMINATION TRAINING OFFICER 
 
 
DESCRIPTION OF WORK 
 
Work in this class involves organizing, coordinating, and conducting all orientation and inservice 
training for staff in the Disability Determination Section of the Division of Social Services. 
Employee instructs disability determination specialist trainees and new medical consultants in concepts 
of disability and principles of evaluation of Title II and Title XVI of the Social Security Act. Work also 
include introducing new clerical staff to basic concepts, structure, and procedures of the agency and 
the social security program; providing inservice training regarding types of disability claims, levels of 
claims adjudication, claims processing procedures and evaluation criteria to administrative, medical, 
and clerical staff; and providing inservice training or special project orientations to all staff. Work is 
performed independently under the general supervision 'of the DDS Program Coordinator and is 
reviewed for completeness and consistency in subject matter and content. 
 
EXAMPLES OF DUTIES PERFORMED 
 
Organizes and conducts initial instruction for trainees in administrative and medical adjudication criteria 
used in determining disability, technical aspects of processing claims, basic anatomy and physiology of 
body systems, and case processing and development skills; supervises trainees administratively during 
the training period. 
 
Assigns, supervises, and evaluates assignments, reports, projects, sample cases, interview 
techniques, and testing; monitors program changes continually to update materials and incorporate 
changes in content and techniques; coordinates presentations by guest speakers and arranges visits to 
local social security office and local medical center. 
 
Arranges sequence and time frames for lectures on each of the body systems by agency medical 
consultants; supplements these medical lectures with training materials and activities; organizes, 
coordinates, and conducts joint supervisor -physician training sessions to increase inter-disciplinary 
understanding. 
 
Composes and administers intermittent review tests to evaluate the trainees' progress and 
understanding; devises and administers final examinations to determine if minimal knowledge 
requirements of basic training have been attained. 
 
Conducts instruction related to the administrative aspects of adjudication of disability claims for new 
members of agency medical consultant staff. 
 
Introduces new clerical staff to procedures of the agency and the social security program; organizes 
content to provide job understanding and knowledge of overall structure of agency. 
 
Coordinates and/or conducts inservice training regarding general or specific instruction related to 
administration of disability evaluation to administrative, medical and clerical staff; conducts advanced 
training programs for specialists entering advanced adjudication of reconsideration and continuing 
disability claims. 
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Maintains contact with other agencies in and outside the Social Security Administration to develop 
training programs and materials. 
 
Performs related duties as required. 
 
RECRUITMENT STANDARDS 
 
Knowledges, Skills, and Abilities 
 
Considerable knowledge of the laws and regulations pertaining to the Social Security disability program 
being developed into course materials. 
Considerable knowledge of the principles and theories of instruction. 
Skill in operating and maintaining supplemental teaching aids, such as audio visual materials. 
Ability to establish and maintain effective communications with students and fellow instructors and 
supervisors. 
Ability to formulate ideas and communicate them in written and oral form. 
Knowledge of the principles of basic research techniques. 
Ability to compose course and lesson plans, including course objectives, instructional strategies, 
examinations, and course syllabi. 
 
Minimum Training and Experience 
 
Graduation from a four-year college or university and three years of experience at the Disabilities 
Determination Specialist III level or above; or an equivalent combination of training and experience. 
 
Special Note - This is a generalized representation of positions in this class and is not intended to 
identify essential functions per ADA. Examples of work are primarily essential functions of the majority 
of positions in this class, but may not be applicable to all positions. 
 


