Child Support Supervisor II, Establishment

	STATE OF NORTH CAROLINA

OFFICE OF STATE PERSONNEL

POSITION DESCRIPTION FORM (PD-102R-92)
	Approved Classification:
__________________________

Effective Date:
__________________________________
Analyst:
_______________________________________

(This Space for Personnel Dept. Use Only)

	1.
Present Classification Title of Position


Child Support Establishment Supervisor II
	7.
Pres. 15 Digit Pos. No.



	Prop. 15 Digit Pos. No.



	2.
Usual Working Title of Position


Child Support Establishment Supervisor II
	8.
Department, University, Commission, or Agency


Alamance County Department of Social Services   

	3.
Requested Classification of Position


Child Support Establishment Supervisor II
	9.
Institution & Division


Child Support Enforcement Agency

	4.
Name of Immediate Supervisor



	10.
Section and Unit


Child Support/Establishment Unit

	5.
Supervisor's Position Title and Position Number


SW Program Manager, P. #101-02-500
	11.
Street Address, City and County


319 N. Graham-Hopedale Rd., Burlington, Alamance

	6.
Name of Employee



	12.
Location of Workplace, Bldg., and Room No.


Human Services Center, Ground Floor


I.
A.
Primary Purpose of Organizational Unit:
The overall objectives of the Alamance County Department of Social Services are that of protective, preventive, and rehabilitative services as well as reinforcing and sustaining the normal pattern of living whenever possible; promoting the general welfare and safeguarding of children, the elderly and disabled adults from abuse and neglect.  We encourage self-sufficiency and promote personal responsibility. The agency is a Level II agency with responsibilities for Child and Adult Protective Services, Child Support Administration, Services to Adult and Families and for determining eligibility for all of the public assistance programs including Work First, Medicaid, Food and Nutritional Services, Low Income Energy Assistance, Subsidized Child Care Assistance, Crisis Intervention Program—as well as other programs such as FEMA and Share the Warmth when appropriate.

The purpose of the Child Support Program is to ensure non-custodial parents support their children.  The primary purpose of the Unit is location of the absent parent, establishment of paternity, establishment of support obligations and medical support, collections of support obligations, and enforcement of the support and medical orders.  The Child Support Enforcement Program is also responsible for collecting support to reimburse the State for public assistance funds it has paid to eligible families.

B.
Primary Purpose of Position:
The Child Support Supervisor I is responsible for supervising the work of five establishment agents II, one CSA I and one clerical worker to ensure compliance with the IV-D policy and state and interstate laws. The supervisor plans work procedures, priorities and goals within the establishment unit, as well as assigns and balances the workload within the unit.  The position also includes coordinating activities between the clerk of court, assistant county attorney, district attorney, judges, and law enforcement personnel and other DSS units.


C.
Work Schedule:


The agency’s normal work hours are 8 a.m. to 5 p.m., Monday through Friday when the agency is open to serve customers, however; supervisory responsibilities may necessitate working beyond these traditional hours.  This position requires flexibility with scheduling.  Employee may be called upon in case of a disaster, either natural or man-made, to serve the citizens of Alamance County.  This work may occur outside of normal working hours.

D.
Change in Responsibilities or Organizational Relationship:  None.
Method Used (Check One): 
Order of Importance  FORMCHECKBOX 
   Sequential Order  FORMCHECKBOX 
  

Place an asterisk (*) next to each essential function.  (See instructions for complete explanation.)  Please note percentage of time for each function.

II.
A.  
DESCRIPTION OF RESPONSIBILITIES AND DUTIES:      

70%
Supervise and Direct:



The supervisor’s primary responsibility is to supervise the work of the establishment agents in court and in the office and clerical staff to ensure compliance with IV-D policy and local and interstate laws.  This includes second-party reviews of cases pulled at random and conducting unit and individual meetings with the staff to review work procedures and ensure guidelines and policies are adhered to.  This also includes reviewing cases in the technical system (ACTS).  The supervisor works with the clerical staff to establish procedures to assist the agents in meeting the agency’s goals.  All aspects of the establishment unit must be monitored at all times and any needed adjustments must be made timely.  The supervisor handles difficult cases that may require further investigation and judgment calls, handles difficult clients and absent parents by telephone calls and office visits.  The supervisor prepares and maintains statistical reports required by the program manager and conducts annual evaluations of each staff member supervised.



The supervisor assists the program manager in interviewing prospective personnel and administers a full training program for all new establishment and clerical personnel as well as providing on-going training for all establishment personnel, and providing all changes in program, policy, and technical (ACTS) changes.  The supervisor assigns and balances caseloads within the establishment unit and coordinates the establishment schedule to ensure proper coverage, i.e., vacations, sick leave, meetings, etc.  The position also discusses any problems with establishment personnel and either takes appropriate disciplinary action or makes recommendations to the program manager for such actions. 


15%
Case Work:


Maintain and provide coverage of cases when assigned or when there is a vacant caseload.  Required to maintain cases for county employees due to confidentiality requirements. This includes all aspects of case maintenance, which is very detailed.



When there are complaints from clients or Non-Custodial Parent, the supervisor investigates these complaints to determine if they are related to program issues or personnel issues.  If disciplinary action is needed, the supervisor takes appropriate action or makes a recommendation to the program manager.



The supervisor meets with the attorney as needed to review cases that require additional legal advice, and reviews motions and complaints being sent to the attorney for filing at the courthouse for a future court date.  The supervisor is in constant contact with court personnel and is often contacted to consult with the judges.  . The supervisor handles cases in court if an agent is absent.

15%
Customer Service:

Resolve customer problems and complaints as quickly as possible and follow through with appropriate actions, serve on agency and community committees, develop relationships with local attorneys, law enforcement, judges and employers as well as other community members.  Develop and maintain relationship with peers in other state agencies.
 II.
B.
OTHER POSITION CHARACTERISTICS:  



1.
Accuracy Required in Work:
The position requires review of agents work to ensure compliance with IV-D policy and local and interstate laws, 100% accuracy is required.  The supervisor must be able to read and understand complaints, motions, and court orders as well as have a complete understanding of the ACTS financial system in order to audit cases.  State guidelines for determining the amount of support and or wage withholding must be utilized.  The supervisor must have extensive knowledge of the laws and regulations that govern the program.



2.
Consequence of Error:
Errors in child support cases can have far-reaching consequences.  For example, incorrect income information could result in an incorrect child support amount.  Errors in case review can result in improper court scheduling.  Paternity could be established for the incorrect person.  

Incorrect information provided or not understood, as in the terms of a court order, could result in a Non-Custodial Parent paying too much or not enough.  An incorrect Complaint or Motion could result in an incorrect court order being entered.  Non-Custodial Parents’ child support obligations are reported to the credit bureau, their driver’s license and/or business license can be revoked for failure to pay.  There is potential for a waste of the agent’s time, and the court’s time, and administrative time as well as possible law suits filed against the agency or county.
Breaches in confidentiality could result in the release of information to individuals who are not entitled to the information. This could result in sanctions from the IRS and from the state and the county could be liable.


3.
Instruction Provided to Employee:
The supervisor corresponds and works closely with the child support program manager, the state IV-D office, ACTS technical support, courts, DSS attorney, district attorney, judges, etc.



4.
Guides, Regulations, Policies and References Used by Employee:
The child support manual, legal manual, NC General Statutes, interstate manual and laws, ACTS technical manual, and all updates to policy, procedure and technical manuals as they are received.



5.
Supervision Received by Employee:
Consults with the program manager on difficult case situations, changes in policy, methods and procedures, and any problems with judicial or law enforcement system.



6.
Variety and Purpose of Personal Contacts:
The supervisor is in contact with agents, clients, Non-Custodial Parents, attorneys, court officials, business officials, and fellow employees.  The supervisor must have the ability to deal firmly, but courteously, and must be willing to direct, motivate, negotiate, and compromise,



7.
Physical Effort:
The physical requirements of this position are considered as sedentary work with occasional lifting up to 10 pounds and serving staff on multiple floors within the building.  Work involves sitting most of the time with travel to other destinations outside the agency and county.



8.
Work Environment and Conditions:

This position has an assigned work space at DSS.  Doors lock automatically when closed and each agent is issued a badge.  Violence is always a possibility due to the nature of the duties.  The supervisor may experience emotional stress due to the nature of interactions with clients and/or family, who at times may be hostile, resistant, and violent is likely. 


9.
Machines, Tools, Instruments, Equipment and Materials Used:
It is necessary for the supervisor to maintain the state child support system and be able to access other on-line resources.  In addition, the supervisor uses the calculator, IV-D manuals, legal manuals, technical manuals, interstate manuals, NC General Statutes and all print outs provided by state and federal agencies.



10.
Visual Attention, Mental Concentration and Manipulative Skills:
Intense mental concentration is necessary when reviewing agents' work and to making certain all information is correct.  The supervisor must be extremely observant when interviewing clients and absent parents to determine their truthfulness and willingness to provide information. Confidentiality must be maintained at all times.



11.
Safety for Others:
Position is required to follow Agency and County policy, OSHA requirements (i.e. location of material data safety sheets within the agency, procedures to follow in case of an accident, etc.).  


12.
Dynamics of Work:
Child Support regulations change on a regular basis due to implementation of new laws, changes in General Statutes and policy changes.  Due to the new Automated Collection and Tracking System (ACTS) the Supervisor is constantly training and updating information in ACTS.  This technology represents a major change in the Child Support program and the Supervisor must retrain and adapt to these changes.  
III.
KNOWLEDGES, SKILLS & ABILITIES AND TRAINING & EXPERIENCE REQUIREMENTS:

A.
Knowledges, Skills, and Abilities:
This position requires thorough knowledge of Child Support Programs, related legal procedures and judicial operations; considerable knowledge of office management practices and procedures; and of supervisory practices and management techniques.  This employee should possess skill in interviewing techniques, investigating and analyzing case variables.  This position requires the ability to organize and summarize case information; represent program in oral and written forms; and the ability to plan, direct, monitor and develop the program and supervise staff.

B.
Training and Experience:



1.
Minimum Training and Experience Required:
Graduation from high school plus five years of experience in investigative, judiciary, eligibility, attorney’s office or related work which provides the knowledge, skills and abilities needed to perform the work, including one year of Child Support experience: or four year degree plus one and one half years of experience in the Child Support Enforcement Program; or Associate of Arts Degree in business, human resources, law enforcement or closely related field and two and one half years of experience in investigative, judiciary, eligibility, attorney’s office or related work, including one year of Child Support experience.



2.
Additional Training/Experience:  None.


3.
Equivalent Training and Experience:  None.

C.
License or Certification Required by Statute or Regulation:  None.
IV.
CERTIFICATION:  Signatures indicate agreement with all information provided, including designation of essential functions.


Supervisor's Certification:  I certify that (a) I am the Immediate Supervisor of this position, that (b) I have provided a complete and accurate description of responsibilities and duties and (c) I have verified (and reconciled as needed) its accuracy and completeness with the employee.

	Signature:
	
	Title:
	
	Date:
	



Employee's Certification:  I certify that I have reviewed this position description and that it is a complete and accurate description of my responsibilities and duties.

	Signature:
	
	Title:
	
	Date:
	



Section or Division Manager's Certification:  I certify that this position description, completed by the above-named immediate supervisor, is complete and accurate.

	Signature:
	
	Title:
	
	Date:
	



Department Head or Authorized Representative's Certification:  I certify that this is an authorized, official position description of the subject position.

	Signature:
	
	Title:
	
	Date:
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