9501
CH LD ADVOCATE LEGAL ASSI STANT

Nat ure of Work

Under general supervision, assists an attorney in the
rendi ti on of professional services in connection with the
establ i shment and enforcenent of paternity and support. Assists
the attorney with research of |egal resource material, including
reported deci sions and opinions, statutes, rules and regul ations,
with the preparation and drafting of pleadings or other
docunents, and with the review and assessnent of case files by
preparing sumrari es and reports of pertinent facts, and by
conpiling informati on as directed. Devel ops necessary
information to inplenent nethods of child support enforcenent.
Supports and assists in publicizing the Child Advocate program
t hroughout comrunities to which assigned, and may assist in
delivering services on an as-needed basis in nore than one
regional office. Perfornms related work as required.

Exanpl es of Work

Compl etes applications, explains agency regul ati ons as they
relate to provision of services of the Child Advocate
Ofice.

Locat es obligors and enpl oyers of absent parents by al
appropri ate neans avail abl e.

| nvesti gates absent parent resources to determne ability to
pay.

Revi ews child support cases for the purpose of making
referrals to state and federal tax agencies for
interception of tax returns for the purpose of offsetting
arrearages owed for child support.

Prepares and nmi ntai ns proper docunentation on cases.

Wites abstracts of evidence presented to the Fam |y Law

Master or Circuit Court hearings and summaries of information
on hearings or cl aimns.

May direct clerical personnel in the typing and preparation of
briefs, pleadings, and ot her docunents.

Mai nt ai ns records of all cases before counsel including briefs
submitted, rulings and opinions, and all cases appealed to
t he Suprene Court of Appeals.

Attends hearings before the Fam |y Law Master, Circuit Court,
or the Suprene Court of Appeals, with attorney, to assist
as appropri ate.

Keeps abreast of changes in agency or departnental |aws, rules
and regul ations as well as state, federal and |ocal |aws
relating to the area of assignnent.

Revi ews and assesses case files, under the guidance of an
attorney, to assist in determning the legal renedies, if
any, appropriate for that case and to assist in preparing
the case for legal action.
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CH LD ADVOCATE LEGAL ASSI STANT ( CONT' D)
Exanpl es of Work (cont'd)

Conmpi | es such informati on as nay be needed to devel op the
case, by inquiries and referrals to appropriate agency

personnel, interviews, conferences with obligees, obligors,
or others, review of public records, or devel opnent of other
sour ces.

Prepares sunmaries and reports of pertinent facts and
i nformati on.

Utilizes the public records of the Crcuit Court, the county
conmi ssi on, and ot her sources.

Files | egal docunents at the direction of an attorney,
i ncl udi ng abstracts of judgnents.

Conposes routi ne correspondence.

Know edge, Skills and Abilities

Know edge of Child Support Enforcenent Program guidelines and
procedures and state and federal |aws governing the
pr ogram

Know edge of the broad principles and application of |aw,
evi dence, pleadings, and judicial procedures in West
Vi rginia.

Skill in the preparation of |egal docunents.

Ability to conplete required fornms and docunents needed to
establish and enforce child support.

Ability to maintain financial records and ot her necessary
docunentation for resolution of nonsupport cases.

Ability to investigate social and financial background of
clients and to | ocate absent parents.

Ability to perform fundanental mathematical cal cul ati ons.

Ability to gather and interpret pertinent statutory and
regul atory provisions and case | aw, and present findings in
a |l ogical and persuasive witten form

Ability to conmmunicate well with others and to conpile and
assess information from many sources.

Ability to anal yze and organi ze facts and present such
materials in a clear and logical form

Ability to supervise personnel engaged in clerical duties.

Ability to understand and fol |l ow gover nnent organi zati onal and
operational policies.

M ni mum Qual i fications
TRAINING G aduation froman accredited four-year coll ege or
uni versity.
SUBSTITUTION  Full-time or part-time equival ent experience in
the follow ng areas: (1) Experience in a |legal setting which
required performng | egal research, reading and interpreting
| aws, preparing | egal documents, and assisting in the prepara-
tion and assessnent of case files, under the supervision of an
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M ni mum Qualifications (cont'd)
attorney, may substitute for the required training on a year-
for-year basis, or (2) debt collections, credit investiga-
tions, crimnal investigations, |aw enforcenent, or an
Econom c Service Wrker, may substitute for the required
training on a year-for-year basis, or (3) conpletion of an
approved Paral egal Assistant program may substitute for two
years of the required training, or (4) any conbi nation
t her eof .
SPECI AL REQUI REMENT  Availability of a car for continuous use
may be a requisite of enploynent.

Est abl i shed: 8/20/92
Ef fective: 9/ 15/ 92



