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Nat ure of Work

Under limted supervision, perforns full performance
supervi sory work overseeing a section of enployees engaged in
techni cal work requiring advanced training. Wrk is reviewed by
superiors through results produced or information obtained in
nmeetings. Perforns anal ytical assessnments of the highest
conplexity wwth regard to child support case processing and/ or
financial data to determ ne conpliance with federal and state
| egi sl ation and BCSE policy. Responsible for ensuring the
accuracy and conpl et eness of subordinate staff’s work product.
Trains subordinate staff and other staff with respect to changes
in federal, state, and BCSE policy concerning case processing and
distribution and all ocati on and gui delines and procedures.
Interprets and anal yzes rel evant policy relating to case
processing and to financial distribution and allocation into
under st andabl e processes to be incorporated into subordinate
staff’s procedures. Perforns reviews of cases which may be of a
sensitive nature. Oversees and directs the work of subordinate
staff. Miintains workflow and reviews to ensure the tinely
delivery of quality custoner service to a broad spectrum of BCSE
custoners. My represent the agency before commttees, field
of fices and to custonmers. Researches other agencies’ databases
to determ ne accurate data and history for accurate case
managenent for the Bureau. Perforns other work as required.

Di stingui shing Characteristics

| s di stinguished by the conplex nature of the work product
bei ng reviewed and the |l evel of collateral work assigned to the
position. The nature of the work supervised is typically of a
nore technical nature as opposed to other supervisory titles.
Wul d be a working supervisor performng related work of a nore
advanced | evel than those supervised. Assist subordinate staff
and rmanagerial staff to resolve conplex problens relative to
i ndi vi dual case processing and respective financial distribution.

Exanpl e of Work

Pl an, organi zes, directs and eval uates processes; designs and
nmoni t ors wor kfl ow and operational processes.

Est abl i shes controls, such as quotas and quality assurance
procedures, to ensure that work is properly conpleted and
deadl i nes are net.

Revi ews cases to determine priority |levels and assigns
appropriately.

Revi ews conpl eted and/ or outgoing audits to determ ne
enpl oyee’ s training needs and act on information
accordingly.
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Exanpl e of Wbrk (cont'd)

Revi ews and approves requests for checks to custoners (nanual
and conputer generated).

Prepares and naintains records and reports for superiors to
docunent activities and to evaluate the performance of
subor di nat es.

Assesses staff training needs, devel opnent and professional
growt h, and reconmends incentives or corrective action, as
appropri ate.

Trai n enpl oyees in work nethods, procedures, and office
pol i ci es.

Interprets and applies departnental policies and regul ations
for subordinate staff and others.

Provi des input in changes to policy.

Interprets and applies departnental policies and regul ations
for enpl oyees.

Eval uates and maintains records for work quality of staff.

Assi sts staff, including supervisory personnel, wth
conpl eting audits.

Confer with policy coordinators, trainers, mnagers,
directors, General Counsel, and the Conm ssioner with
sol ving case problens of a conpl ex nature.

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

Moni tors, evaluates and assists the technical staff in
devel opnment of enhanced programm ng that pertain to the
Child Support Enforcenent’s automated system

Assi sts subordinates in overall operations of prograns and
pol i ci es.

Answer s questions and sol ves problens of a conplex nature for
and wi th, subordinates.

Revi ses work procedures to align with changes in state and
federal |aws and prograns.

Recruits, interviews, hires and trains professional staff, as
needed.

Approves attendance reports, |eave and travel requests, and
wor k schedul es in accordance with personnel policies.

Responds to grievance issues within the nmandated tine franes.

Perforns enpl oyee perfornmance appraisals, reconmends
di sciplinary actions and nonitors work schedul es.

Counsel enpl oyees.

Ensures that equi pnent, supplies and materials are avail able
to conpl ete work.

May act as backup nmanager in i nmmedi ate supervisor’s absence.
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Exanpl e of Wbrk (cont’d)
Based on assignnent, may have daily contact with other
entities, such as other state agencies, enployers,
attorneys, custoners, etc.

Know edge, Skills and Abilities

Know edge of federal and state laws relating to child support.

Know edge of the Bureau for Child Support Enforcenent’s
aut omat ed system

Know edge of and ability to apply principles and practices of
supervi si on

Know edge of office nmethods, procedures and techni ques for
techni cal specialty practice.

Know edge of child support policies.

Know edge and ability to performfull-performance work of the
unit along with personnel issues.

Ability to plan, direct, and evaluate the work of enployees to
anal yze information, draw conclusions, find inconsistencies
and fornul ate sol utions.

Ability to communicate effectively, orally and in witing.

Ability to establish and maintain effective relationship with
directors, managers, enployees and other staff.

Ability to nmake conposite detail ed reports based on individua
reports of subordinates.

M ni mum Qual i ficati ons:

Trai ni ng: Bachelor’s degree froman accredited four-year
col |l ege or university.

Substitution: Four years of full-tinme or equivalent part-tine
pai d experience in a legal setting which required performng
| egal research, reading and interpreting |laws, preparing
| egal docunents and assisting in the preparation and
assessnment of case files under the supervision of an
attorney OR in debt collections, credit investigations,
crimnal investigations, |aw enforcenent OR as an Economi c
Service Wrker, Child Support Technician 1, 2, or 3, or
Fam |y Support Specialist OR any conbination thereof wth at
| east two of those years with the Bureau for Child Support
Enf orcenent may substitute for the college training on a
year - for-year basis.

Speci al Requirenents: Availability of a car for continuous
use is a requisite of enploynent.

Est abl i shed: 7/ 17/ 03
Ef fecti ve: 9/ 1/ 03



