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Nat ure of Work

Under the general supervision of the Child Advocate Regi onal
Manager supervises the staff and operation of a child advocate
regional office. Ofice staff usually includes paral egal
assi stants, accounting assistants and office assistants. The
pur pose of the services provided by the office is to establish
paternity and enforce child support. The enployee nay assist in
special projects and initiatives and delivery of services in nore
than one office. Perfornms related work as required.

Exanpl es of Work

Organi zes avai |l abl e resources and equi pnment to ensure
conpliance with state and federal nandates.

Assi gns work and provides daily supervision and gui dance to the
Legal Assistants and support staff within the office.
Assures the tinmely conpl etion of work.

May assist in formulating policy and procedures in the Child
Advocate O fice.

Anal yzes statistical data to insure conpliance with Federal and
State deadlines for case processing.

Assesses staff training needs, devel opnent and prof essional
grow h and reports to the manager.

Trai ns enpl oyees in nmethods, procedures and policies of the
Child Advocate O fice.

In coordination with the attorney, eval uates enpl oyee's work
performance as specified by personnel policies.

Assi sts in conducting research in preparation of case sumaries
and reports of pertinent fact.

Responds to inquiries fromstaff and clients regardi ng CAO
policy and procedures.

Interacts with the attorney and manager in planning and
reviewing the staff activities and in conducting case
staffing conferences.

Pl ans and conducts unit neetings and individual staff
conferences in order to pronote staff devel opnent and
pr of essi onal grow h.

Participates in the interview and enpl oyee sel ecti on process.

Revi ews and assesses case files under the guidance of an
attorney
to assist in determning the adm nistrative or
| egal
remedi es appropriate for that case.

Mai nt ai ns records, data and furni shes necessary reports to the
manager .

Approves attendance reports, |leave and travel requests and fl ex
ti me schedul es according to personnel policy.

Est abl i shes procedures for the safeguarding of files and
confidential information in accordance with the federal and
stat e mandat es and Departnent policy.

May respond to Level | grievance issues within the nandated
time franes.
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Exanpl es of Work - cont'd.

Monitors and nay represent the Child Advocate O fice in
adm ni strative hearings, including "Fair Hearings" and Tax
O fset hearings.

May attend neetings with other team |l eaders in the region or
represent the Child Advocate O fice on | ocal managenent
teans as deened appropriate by the manager.

May address both private and public organi zations or interest
groups concerning the services available through the Child
Advocate O fice as approved by manager.

Learns on-line Child Advocate policy nanual and how to navigate
OSCAR.

Know edge, Skills and Abilities

Know edge of federal and state law relating to the establishing
paternity and enforcenent child support.

Know edge of the Departnent's rules, regulations and policies
relating to the provision of child support services.

Ability to supervise, manage and eval uate perfornmance of
subor di nat es.

Ability to exercise tact in dealing with people and rendering
assi stance to ot hers.

Ability to conduct interviews, comrunicate clearly both orally
and in witing.

Ability to plan and organi ze work i ndependently
and
efficiently.

M ni mum Qual i fications

TRAINING Graduation froman accredited four-year college or
uni versity.

SUBSTI TUTI ON  Addi tional work experience as defined bel ow may
be substituted for the required training on a year-for-year
basi s.

EXPERI ENCE Two years of full-time or equivalent part-tinme paid
enpl oyment with a child support enforcenent agency or as an
office
manager in a public agency or law firm

PROMOTI ONAL ONLY Four years of full-time or equival ent part-
time paid successful enploynment with the Child Advocate
Ofice may be substituted for the required training and
experi ence.

SPECI AL REQUI REMENTS Availability of a car for continuous use
is arequisite of enploynment. Must be familiar with on-1line
Child Advocate policy manual and possess ability to navigate
OSCAR.
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