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Title:  Office Support IV




Number: 423
Department:  Social Services



Type:  Full-Time/Benefits/Hourly


Salary Range:  Grade 62


 

Location:  Thomasville/Lexington
General Statement of Duties

This position provides responsible clerical support to the agency’s Child Support Agent II’s. 
Distinguishing Features of the Class

An employee in this class performs supportive work to assist the Child Support Agent II’s (i.e. greets clients/applicants, answers incoming calls, copies, files, processes mail and delivers court papers to the Clerk of Court).  Work is performed under the regular supervision of the Child Support Supervisor II. 
Illustrative Examples of Work

· Screens walk-ins and phone calls, assists clients and/or non-custodial parents with their problems, referring them to the agents when necessary;

· Receives applications, makes copies of any information such as ID, SS cards, check stubs, birth certificates, and explains process of obtaining a support order and enforcement of completed orders when necessary.

· Assists agents in court by gathering information needed from clients and non-custodial parents.

· Backs up Agent I duties to include receiving and processing new applications, building new cases in ACTS from either applications or RWR referrals from NCFAST, assisting agents in court completing consent orders and/or voluntary support agreements, continuance orders, and contempt purge sheets.

· Processes all incoming and outgoing mail to include employer verification, P.O. Box verification, and medical insurance letters, entering appropriate information into ACTS.

· Processes outgoing income withholding documents, housing authority requests for payment histories.

· Processes outgoing court orders, generates appropriate letters to clients and non-custodial parents.

· Processes and documents service of orders for arrest and orders to show cause.

· Researches, copies, and collates orders and motions to file at clerk’s office.

· Notarizes and routes documents to appropriate party such as attorney, judge, clerk, sheriff’s department, and agents.

· Processes closed files.

· Maintains a daily log of all walk-ins, appointments and applications received.

· Reports any issues with the flow of service papers or orders to avoid a backlog.
· Travels to the court house to copy orders and original service papers; picks up the jail list for enforcement agents to locate non-custodial parents that are incarcerated at the time.

· Advises clients/non-custodial parents of any application fees and directs them to administration to pay and obtain a receipt.
· Adheres to the county, state, federal policies, rules and regulations.

· This position performs mandatory Shelter Duty should the need arise and is a mandatory emergency shelter duty team member

· May be asked to support other agency teams, if clerical needs arise
· Performs other duties as assigned.

Recruitment and Selection Guidelines

Knowledge, Skills and Abilities

· General knowledge of the Child Support Enforcement Program and applicable legal procedures.

· Ability to interview clients, non-custodial parents, and related sources.

· General knowledge of ACTS system and its technical, financial, and other operations.

· Must have excellent computer skills and ability to enter or extract data with speed and accuracy.

· Ability to plan and organize work.

· Ability to establish and maintain effective working relationships with clients, non-custodial parents, location sources, offices of the Clerk of Court, Magistrates, District Attorney, Sheriff, other court officials, and private attorneys.

Physical Requirements

· Must be able to physically perform the basic life operational support functions of kneeling, reaching, standing, walking, fingering, grasping, talking, hearing and repetitive motions.
· Must be able to perform light work exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to move objects.
· Must have visual acuity to prepare and analyze data and figures, perform accounting and transcription, work on a computer terminal and perform extensive reading.
· Worker is not substantially exposed to adverse environmental conditions (such as in typical office or administrative work).

· Worker is in contact with potentially infectious bodily fluids during the performance of his/her duties.

Education and Experience

Graduation from high school and demonstrated possession of knowledge, skills and abilities gained through at least two years of office assistant/secretarial experience; or an equivalent combination of training and experience.
Licenses and Certifications
· Valid North Carolina Driver License.

· Notary Public.
