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Nat ure of Work

Under adm nistrative direction, represents children, unless
ot herwi se provided, in establishing paternity, establishing child
support orders, enforcing support orders, proceeding in Uniform
Reci procal Enforcenent of Support Act (URESA) cases, naking
recommendati ons regarding child support or spousal support,
enforcing spousal support obligations, and related natters
i ncluding, but not limted to, providing informational panphlets
to the public, instituting collection proceedings, and conplying
with state and federal statutory and regul atory requirenents,
Child Advocate O fice policy, and audit requirenents.
Responsi bl e for applying federal and state | aw mandates and
federal code of regulations, and state policies and procedures in
the provision of equal services to applicants for services of the
Child Advocate O fice. Responsible for coordination of al
duties to be perfornmed by adm nistrative support staff, and for
mai ntai ni ng regi onal statistical records necessary to ensure
federal and state reporting requirenents of the IV-D program are
nmet. Responsible for ensuring that federal audit requirenents
are met through performance standards and conpliance to the
federal requirenents. Directly supervises and assunes al
responsibility for all work and all personnel of the regional
office, and is responsible for inplenenting a state-adm nistered
cost-effective regional Child Advocate Ofice, and for initiating
measures to ensure the program operates in an effective and
ef ficient manner. Supports the child advocate program and wl|
publicize the progranmis services and pronote the Child Advocate
O fice throughout the communities to which assigned by the State
Ofice. May be tenporarily assigned from one geographical area
to anot her geographical area. Perforns related work as required.

Exanpl es of Work

Directly supervises and assunes responsibility for all work
and all personnel in the regional offices to which assigned.

Trains, directs, coordinates and eval uates work of child
advocate regional office staff.

Provi des | egal representation to children seeking to establish
paternity, and to establish, enforce and collect famly
support obligations.

Briefs legal issues as they arise in on-going cases.

Provi des supervision and training on all matters of |aw and
| egal ethics arising in the |local office.

Interprets court opinions, statutes, and policy and provides
information to adm nistrative personnel and others on
appropriate | egal recourse and renedi es.

Consul ts and advi ses adm ni strative personnel on
adm nistrative rules, regulations and policies, and provides
supervi sion as may be required.
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Exanpl es of Work (cont'd)

Ensures that all applications for services of the Child
Advocate O fice program are processed by staff in accordance
wi th agency policy, federal regulation, and applicable court
or ders.

Ensures conpliance with federal and state regulatory and
statutory requirenments so as to neet the perfornmance
standard audit requirements, and to supply through
conferences and reports, such information and docunentation
as may be necessary or desirable for the managenent of the
program and audit review.

Interprets federal and state regul ations and applies policy
and procedures as defined by the Child Advocate O fi ce.

Know edge, Skills and Abilities
Know edge of statutes, court opinions, and Attorney Ceneral
opi nions, and federal and state |aws and policies, generally
related to child support and donestic rel ations.
Know edge of admi nistrative | aw.
Know edge of debt collection procedures/practices.

Skill in the preparation and presentation of petitions for
child support and the initiation of contenpt proceedings,
and skill in the application of creditors' renedies for

col l ections and enforcenent of famly support obligations.

Ability to anal yze, apprai se and organi ze facts and present
such materials in a clear and logical formfor oral and
witten preparation.

Ability to communicate effectively with others.

Ability to performconplex legal work in the drafting of |egal
i nstruments and opi ni ons.

Ability to supervise and eval uate the work of subordinate
per sonnel .

M ni mum Qual i fications

TRAINING Admission to practice lawin the State of West
Vi rginia.

EXPERI ENCE Two years of full-tinme or equivalent part-tine
pai d experience as an attorney.

SUBSTITUTION  Full-time or equivalent part-tinme paid
prof essi onal enploynment with the Child Advocate O fi ce,
(i ncluding experience as a Child Advocate O fice Legal
Assistant) or with a child support agency for another state
may substitute for the required experience on a year-for-
year basis.

SPECI AL REQUI REMENT  Availability of a car for continuous use
is a specific requirenent of enploynent.

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



