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POSITION VACANCY ANNOUNCEMENT

CLEVELAND COUNTY GOVERNMENT
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It’s a great time to be a Cleveland County Employee. 
We offer competitive wages, exceptional benefits and work that matters! 
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Full Time Employee Benefits Include:


Position #:  011.508.4095

Exciting Leadership Opportunity with New Director and Management Team

INTERNAL/EXTERNAL RECRUITMENT ANNOUNCEMENT


**************************************************************

INCOME MAINTENANCE ADMINISTRATOR II

With

Cleveland County Social Services
Economic Services & Child Support
DIRECTOR:

Katie Swanson

SALARY GRADE:
18
SALARY RANGE:
$57,348-$74,544 -Negotiable upon experience 
CLOSING DATE:
October 24, 2019 
JOB DESCRIPTION
This position will be a part of the director’s executive team and will assist with planning and organization for the agency presenting and justifying budgetary needs and serve as a liaison to the community in partnering with other organizations in assessing the needs of the citizens in relation to economic benefits and child support services.



This position is responsible for the management and high-level supervision of the Economic Services Department.  This position is responsible for assessing staffing needs and developing an effective organizational structure for the Economic Services Department & the Child Support Department.   Administrative responsibilities include monitoring performance reports for all of the above programs;  Establishing effective Quality Analysis and Internal Control systems; Assessing progress and developing program improvement and training plans; Primary point of contact for the State Department of Health and Human Services and Division of Social Services for the above programs; Communicate with State staff for policy clarifications and NC FAST system functionality; Develop and maintain adequate report systems to capture current and historical information related to the agencies performance as well as individual employee performance.  Continual evaluation of our organizational structure to ensure our workforce and team assignments are providing the most effective outcomes. 

MINIMUM TRAINING & EXPERIENCE
Three years of supervisory or administrative experience, one of which must have been in an Income Maintenance.
Equivalent Training and Experience:  A four-year degree is not required for this position but is preferred.
KNOWLEDGE, SKILLS & ABILITIES
Thorough knowledge of Income Maintenance & Child Support, related legal procedures, judicial operations, and office management practices and procedures.  Thorough knowledge of supervisory practices and management techniques.  Thorough knowledge of all agency and community services and programs, and the needs, problems, and attitudes of disadvantaged persons.  Considerable ability to organize and direct a large comprehensive Economic Services Program.  Considerable management and administrative skills.  Ability to maintain a satisfactory working relationship with applicants, other sources contacted within the course of work, the Agency Director, the Social Services Board and other County officials.  Ability to plan and evaluate the services of Economic Services & Child Support Programs and be able to represent these programs in departmental meetings and community conferences.  Ability to present information orally and in written form.  This position requires the ability to produce high quality results under pressure of tight time frames and deadlines.

License or Certification Required by State or Regulation


This position is also required to maintain a valid driver’s license with good driving record and reliable transportation.

APPLICATION PROCESS
All applicants must complete and submit a County Application by the closing date to the Cleveland County Human Resources Office, P. O. Box 1210, Shelby, NC or online at www.clevelandcounty.com. 

SELECTION PROCESS:

Selection will be based on a series of assessment components and references.  Applications will be reviewed to select the best qualified applicants for admission to the process.
NOTE:  All DSS positions are subject to reallocation contingent upon funding, agency needs and client population and are subject to perform work during emergency or disaster situations as required and may be required to staff shelters overnight. Valid driver’s license with good driving record and own transportation required.

EQUAL OPPORTUNITY EMPLOYER
Health Plan with $0 Employee only Premium


HSA Dollars up to $1,100


Direct Dental Reimbursement Plan


Employee Wellness Center


Health Department Pharmacy


Local Government Retirement Plan





5% 401-K/457 Retirement Plan


Vacation, Sick, Comp & Petty Leave


Holiday Pay


YMCA Membership Discounts


Wellness Programs


Tuition Reimbursement


Optional Supplemental Benefits








