Child Support Agent 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 Agent II, Establishment
	7.
Pres. 15 Digit Pos. No.



	Prop. 15 Digit Pos. No.



	2.
Usual Working Title of Position


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


Alamance County Department of Social Services   

	3.
Requested Classification of Position


Child Support Agent II, Establishment
	9.
Institution & Division

Child Support Enforcement Agency

	4.
Name of Immediate Supervisor



	10.
Section and Unit


Child Support

	5.
Supervisor's Position Title and Position Number


Child Support Supervisor II, P.#101-40-375
	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.

B.
Primary Purpose of Position:


To establish child support orders accurately and timely to provide needed support for children.  This involves communication with the CP, NCP, agents in other states, attorney, employers, judge, court personnel and others as necessary.  Gather information needed to establish paternity and support correctly.  The agent has to move on cases in a timely manner to meet Federal, State and County goals.  Accurate information must be gathered to determine what actions are necessary in establishing support.  The agent has to question both the CP and NCP to determine what type of action is needed and to verify employment, medical insurance cost, child care, other preexisting orders or other children in the home.  If the correct information is not gathered and verified an incorrect amount of child support can be ordered or the incorrect person named as the father of a child.          

C.
Work Schedule:


The hours of the position is 40 hours per week (8 hours daily, Monday – Friday), 8:00 a.m. – 5:00 p.m. primarily; however, there is often work which may extend beyond the 8-hour day into the evening hours.  Out-of-town travel may be necessary to attend continuing education and relevant training.  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:  

40%
Establish Orders:  


The agent's primary responsibilities include locating absent parents, establishing paternity, establishing a support order for financial or medical support, and enforcing and/or modifying support orders.  Services are provided to recipients of Work First, Medicaid, and non-public assistance clients.  Some clients have a mandated requirement to cooperate with the Child Support Agent and others, the non-PA clients, may have to pay a small fee for the services. 


Use NC Child Support Guidelines to determine correct support amount Review and assess Custodial Parent (CP)application information and public assistance referral information for public assistance clients.


Locate Non-Custodial Parent (NCP’s)using agency and supplemental computer resources and client information.

35%
Court Work:  


Prepare and generate documents for Civil Complaint, Civil Summons, Alias & Pluries Summons, application summons, Notice of Hearing, Notice of Court Date, sheriff letter (for service), and schedule court hearing in ACTS.



Complete extensive Court Prep Sheet that includes detailed information as to the parties, paternity, contact information, employment/income; applicable expenses; CSUP obligation calculation: recommended CSUP amount; calculations of retro support, public assistance reimbursement to accurately and completely prepare court information no later than two days prior to court


Review and assess case information so as to possess thorough knowledge and of cases and be able to present in Court accurately.

15%
Maintain Case Integrity:  


Maintain work lists.  This includes different priority levels that monitor and track due dates for self-assessment time frames, new addresses, employer information, new hire hits, if status changes from/to locate.  Monitor and maintain tickler file to manage appointments for genetic testing; maintain accurate statistics by documenting/updating the ACTS system; maintain filing on a regular basis; review cases to ensure correct processing status; and document case work activities in ACTS in a timely manner.

 
10%
Customer Service:


Interview clients, return phone calls and mail messages ASAP; see and assist walk-in customers timely; solve problems/complaints as soon as possible and follow through with appropriate action.  Complete documentation of all activities as soon as possible and exhibit professionalism with all contacts.
II.
B.
OTHER POSITION CHARACTERISTICS:  



1.
Accuracy Required in Work:
The legal, and financial related duties of the Child Support Program require a very high degree of accuracy.  





2.
Consequence of Error:
Decisions could result in the wrong absent parent/defendant being taken to court, and the threat of a lawsuit.  If a case is not properly prepared or information is incorrect, there is the potential for the waste of court and administrative time; reduced support collections; inappropriate action being recommended to the court; false reporting to IRS, financial institutions and credit bureau; false arrest; inappropriate revocation of privilege and professional licenses, etc.  Credibility with clients, employers and the legal community would be seriously jeopardized.


3.
Instruction Provided:
The CSA II receives orientation training in agency policies and procedures and participates in New Worker Orientation provided by the Supervisor and the NC CSS Policy & Training Section.  Computer Based Training is provided on-line at the CSA II’s workstation and will be completed to maximize the ACTS specialized training provided at the state CSE office.  The Child Support manual is on-line and accessible through shift keys for immediate problem-solving or for overview and review of policy.  The Supervisor, Program Manager, Consultant, Attorney and the ACTS Help Desk are available to assist with policy, procedure and automation issues as needed.


4.
Guides, Regulations, Policies and References Used by Employee:
The Child Support manual is on-line at the work station; manual changes are broadcast on-line immediately; North Carolina General Statutes regarding child support are updated regularly and made available to each agent; and administrative letters, release notes, etc. are made available in hard copy.  Support payments are calculated based on the current Guidelines.


5.
Supervision Received:



This Agent is supervised by the Child Support Supervisor II in their unit.


6.
Variety and Purpose of Personal Contacts:

The CSA II has contact with clients and others both in person and on the telephone.  These contacts are for such reasons as obtaining current information on cases, responding to clients’ questions or concerns, initiating new cases, establishing paternity and support orders, court appearances, and reconciling reports and discrepancies in financial records.



7.
Physical Effort:
Must be able to physically perform the basic life support functions of stooping, reaching, walking, pulling (example: pulling case fills from filing cabinet), lifting, fingering, grasping, repetitive motions, talking and hearing; vocal communication is required for expressing or exchanging ideas by means of spoken word and conveying detailed or important information to others accurately; hearing is required to perceive information at normal spoken word levels and to receive detailed information through oral communications; visual acuity is required for preparing and analyzing data and figures, performing accounting functions, operating computer terminal, determining the accuracy and thoroughness of work, and observing general surroundings and activities.

The worker is subject to contact with irate customers, some who are potentially dangerous.  Lastly, must be able to perform sedentary work, which includes exerting up to 10 pounds of force occasionally and /or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.


8.
Work Environment and Conditions:



The employee’s workspace is located in a separate portion of the Human Services Center.


9.
Machines, Tools, Instruments, Equipment and Materials Used:



The CSA II will use a personal computer extensively, telephone, fax, copier and general office machines and supplies.


10.
Visual Attention, Mental Concentration and Manipulative Skills:
The position involves extensive use of a personal computer, close attention to computer generated and agent-altered forms, and the need to concentrate on the work at hand and ‘tune out’ the noise and confusion of the other people in the room.


11.
Safety for Others:



Routine for office work.  The employee must be aware of the need to show routine concern for the safety of the people around him.  Child Support Services clients and absent parents are sometimes hostile and threaten staff.  Threats must be taken seriously and handled appropriately.  Management staff should be notified immediately if a client or absent parent threatens staff.


12.
Dynamics of Work:
Legal and court work requires knowledge and application of law; financial work is tedious and time consuming, challenged daily by clients, absent parents and others.
III.
KNOWLEDGES, SKILLS & ABILITIES AND TRAINING & EXPERIENCE REQUIREMENTS:

A.
Knowledges, Skills, and Abilities:

Considerable knowledge of the Child Support Enforcement Program and applicable procedures; awareness of courtroom and legal procedures; considerable ability to interview clients, absent parents and related sources, and to investigate cases; considerable ability to organize, analyze, and summarize case information; basic math skills; ability to establish and maintain effective working relationships with clients and absent parents, location resources, offices of the Clerk of Court, Magistrates, District Attorney, Sheriff, other court officials, and private attorneys

Must possess a valid Driver's license with a good driving record. 


B.
Training and Experience:



1.
Minimum Training and Experience Required:
A four year degree and six months experience in eligibility, investigative, judiciary, or legal work that provides knowledges, skills and abilities needed to perform the work; or an associate degree in business administration, human resources, law enforcement or closely related degree and two years of experience in eligibility, investigative, judiciary, or legal work that provides knowledges, skills and abilities needed to perform the work; or graduation from high school and three years of experience in eligibility, investigative, judiciary, or legal work that provides knowledges, skills and abilities needed to perform the work; or an equivalent combination of education and 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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