
Child Support Agent I
Department:

Department of Social Services 
Compensation:

Salary Grade 63; Range $34,142 to $54,627
Hours:

8:30am-5:00pm

Deadline:

Open until filled


Duties and Responsibilities
Duties of the Child Support Agent I (CSA-I) involve the initiation and organization of Child Support Enforcement (IV-D) duties. These duties include: interviewing new public assistance and non-public assistance customers, explaining the program, obtaining data and information; the initial setup and processing of new public assistance cases received via the IV-A/IV-D systems interface; the initial setup and processing of new non-public assistance cases via applications for services; locating the non-custodial parents; and establishing voluntary paternity and/or support obligations through the court system. Duties may involve gathering evidence, obtain paternity testing samples and remit to the paternity testing lab for results, and drafting the proper papers. The CSA-I may work in intake, location, or establishment of paternity, and do not go into court unless called as a witness.  The CSA-I may carry a caseload of approximately 200.  The CSA-I may reviewing legal documents to ensure documents arrive at their appropriate destination; (i.e., Attorney, Judge, Clerk of Court, Sheriff’s Department, or Register of Deeds Office), provide clerical support, distribute mail, provide customer service (greeting callers and visitors and directing them appropriately).  The CSA-I must stay abreast of the policies and procedures of the Child Support Program to respond to questions, and accurately complete required documentation, and reports. 
Knowledge, Skills, and Abilities

Considerable knowledge of the Child Support Enforcement Program and applicable 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.
Minimum Training and Experience Requirements

Graduation from high school and two years of experience in eligibility, investigative, judiciary, or legal work that provides the knowledge, skills, and abilities needed to perform the work; or an associate degree in business administration, human resources, law enforcement or closely related degree and one year of experience in eligibility, investigative, judiciary, or legal work that provides the knowledge, skills, and abilities needed to perform the work; or a four year degree; or an equivalent combination of education and experience.

