STATE OF NEBRASKA
CLASS CODE:
C73681

CLASS SPECIFICATION
SALARY GRADE:
251

EST:  04/86 - REV:  06/00
OVERTIME STATUS:
N
CHILD SUPPORT ENFORCEMENT WORKER

DESCRIPTION:  Under general supervision, gathers information that will assist the County Attorney in enforcing a court order for child support; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Interviews absent parents delinquent in child support, obtains financial information, and explains the legal basis and remedies for collection of current and delinquent child support.

Drafts, under the direction of an attorney, petitions to establish paternity and/or an equitable order for support and obtains the client’s signature.

Drafts, under the direction of an attorney, stipulations and voluntary wage assignments for the absent parent’s signature so additional money can be obtained to purge delinquencies.

Drafts, under the direction of an attorney, garnishments, contempt actions, withhold and transmit, and income withholding documents to enforce support obligations from uncooperative absent parents.

Negotiates and enters, under the direction of an attorney, into agreements with absent parents for additional monies to purge delinquencies.

Files, after the attorney’s approval, all legal documents with the appropriate Clerk of the District Court and monitors the time frames for legal serve, completion of interrogatories and answers by the absent parent to ensure timely progression of the case through the court system.

Interviews clients personally on sensitive matter involving a child born out-of-wedlock to obtain information which may be used in court to establish paternity, to explain the legal process of establishing paternity and/or an order for support and the basis for completion of legal documents.

Schedules blood testing to establish paternity, witnesses the procedure for the legal “chain of evidence”, identifies the alleged/absent parent and client for the court.

Files the petition with the Clerk of the District Court, schedules a hearing date and monitors the petition to ensure that it is served on the alleged/absent parent and/or the alleged/absent parent answers the petition to ensure statutory time frames are met.

Negotiates contracts with clients for repayment of assigned direct support retained by the client, explains the program sanctions for default on the contract and monitors the repayment of the support.

Monitors court hearings for issuance of support orders to complete and code appropriate paperwork to ensure the timely issuance of an assignment of support rights to the Clerks of the District Court.

Researches and verifies, at the request of another state, absent parent information by reviewing legal documents for correctness and accuracy to ensure filings are appropriate to establish/collect support for another state.

CHILD SUPPORT ENFORCEMENT WORKER  (continued)

Files with the Clerk of the District Court to establish an order for support, to register a foreign support order or enter to pursue income withholding.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  all agency child support programs, policies, procedures and requirements, child support statutes; child support court rules regarding timeliness of case actions; paralegal functions; the Aid to Dependent Children program.

Ability to:  explain and describe agency and child support programs, policies, procedures, and requirements to clients and alleged/absent parents; apply specific child support and court guidelines, rules and regulations to specific cases.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance and/or other evaluations.)

Knowledge of:  child support location and establishment programs; office practices and procedures including filing and record keeping; the techniques of interviewing.

Ability to:  interact with reticent or hostile clients or alleged/absent parents; ask questions, elicit necessary responses and record the content of interview with clients or alleged/absent parents; review and evaluate information in relation to general guidelines and specified criteria; organize and utilize a filing system; write clear and concise request, explanatory letters and other material; select appropriate information from client or alleged/absent parent documents, child support guidelines and court requirements; organize personal work time to handle properly the assigned caseload.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, abilities and skills.  A general qualification guideline or positions in this class is post high school coursework/training in:  social work; counseling/guidance; psychology; sociology; human development; mental health care; education; paralegal; criminal justice; public or business administration; accounting; law enforcement; English or closely related areas.

OR

A Bachelor’s degree in:  social work; counseling/guidance; psychology; sociology; human development; mental health care; education; criminal justice; public or business administration; accounting; law enforcement; English or closely related areas.

AND

Progressive experience in eligibility determination for major Income Maintenance programs or child support services; in developing contacts with local community organizations and their resources and experience in other areas of social services delivery involving close contact with client/applicants OR experience in a judicial or law enforcement organization or credit and collections organizations involving close contact with clients/applicants in a decision-making role.

CHILD SUPPORT ENFORCEMENT WORKER  (continued)

SPECIAL NOTE
Specific positions in this class may require an employee to possess a valid driver’s license (or provide a substitute licensed driver) and provide a passenger vehicle with adequate liability insurance in order to perform work-related travel such as clients visits or transportation of clients.  May require overnight travel.

