
Elder Law of East Tennessee 
Job Description: Public Benefits Assistant 

April 2018 
 

About the Firm:  Elder Law of East Tennessee practices Life Care Planning with a focus on Elder 
and Special Needs Law, which are highly specialized areas of the law.  Our firm is client-centered, with 
a focus on the unique legal needs of the elderly, individuals of all ages with special needs, and their 
families.  We integrate legal, financial/public benefits, and care planning, delivering highly 
individualized services with honesty, respect, and compassion.  Each case is handled with the unique 
goals and needs of the client at its center. 
 
Legal services include:  Life Care Planning; Estate Planning; Asset Protection Planning; Medicaid 
and VA Planning, Applications, and Appeals; Special Needs Planning; Trusts. 
 
Position Overview:  The Public Benefits Assistant (PBA) is the information developer and 
coordinator on our client’s team. The PBA may call on clients in the residence or facility and interfaces 
directly with custodians of the client’s assets.  He or she works closely with a supervising attorney, the 
Legal Assistant, and the Public Benefits Specialist (PBS) to form a cohesive team that meets a range 
of legal and financial needs for the client. 
 
Qualifications: 

1. Minimum bachelor’s degree with 2 years of relevant experience, including previous experience 
working with clients on sensitive matters.  Accounting or financial background helpful. 

2. Perfectionism and attention to detail critically important; must have strong analytical skills, a 
fondness for working with numbers, calculations, and forms, and a commitment to solving 
problems and working out puzzles. 

3. Tenacity in tracking down information, communicating with financial/insurance institutions, 
and working with clients to assemble documentation, complete forms, and meet tight 
deadlines is essential. 

4. Must work well with others but also be self-motivated.  Must be able to work independently 
and with minimal supervision and direction.  Flexibility important. 

5. Experience with and/or knowledge of financial investment products (e.g., annuities, life 
insurance, retirement accounts, stocks, long term care insurance, etc.) preferred.   

6. Must be customer service oriented.  Must have excellent communication skills both in 
individual settings with clients and families and in the community. 

7. Excellent organizational and time management skills necessary.   
8. High level of skill with computer programs required (Microsoft Excel, Outlook, Word). 

  



Position Duties 
 
Financial Assessments: 

1. Collect and organize relevant financial documents. 
2. Follow up with client regarding additional documentation needed. 
3. Communicate with financial institutions to obtain financial information. 
4. Draft Financial Assessment Report spreadsheet to summarize assets and deliver completed 

financial assessment to PBS and attorney. 
 
Benefits Applications: 

1. Prepare initial Medicaid agency applications and assemble supporting documentation. 
2. Assemble VA forms and coordinate with team members to get VA application signed by 

client. 
3. Gather information for development of client’s file. 
4. Gather client invoices for medical expenses and item-D submissions to Medicaid agency. 
5. Advocate with agencies for appropriate results and client goals.  

 
Client Services: 

1. Advise client on how best to gather needed documentation; assist client as needed to meet 
important deadlines.  

2. Conduct signings for Qualified Income Trusts, surrender forms, deeds, etc. 
3. Draft correspondence to clients. 
4. May involve meeting client in home or community to assist.   

 
Other: 

1. Draft Qualified Income Trusts and Pooled Trust joinder agreements. 
2. Obtain and fill out financial forms, e.g. for change of beneficiary/ownership, as necessary. 
2. Engage with the community through membership(s), speaking engagements, outreach 

events, and/or blogging/article writing to promote public awareness and build professional 
and firm reputation. 

 


