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CHILD SUPPORT ENFORCEMENT UNIT MANAGER

DESCRIPTION:  This is a professional position in which the employee has the responsibility for the overall management of several child support enforcement units and provides direct supervision to the Child Support Enforcement Supervisors who are directly responsible for those units; 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.)

Interprets policy to those units for whom he/she has management responsibilities.

Assumes responsibility for implementation of agency child support programs through individual conferences; group meetings, record review, and reporting systems.

Develops effective child support functions within his/her unit so as to provide coordination with other income maintenance activities of the agency, as well as social service activities, and support services.

Reports to an Administrator for Child Support on matters relating to child support activities, including caseloads, staffing needs, equipment requirements, etc.

Interviews and selects personnel, previously screened by the Personnel Department, to fill staff vacancies within the area of responsibility.

Plans, assigns, and directs the work activities of supervisory and enforcement staff to facilitate the attainment of the unit's work  goals and to ensure consistent application of administrative, technical and program policies, procedures, and standards.

Confers with and advises supervisory staff to exchange information and identify solutions to work problems.

Reviews files and reports prepared by supervisors and staff to determine the appropriateness of decisions and actions taken by workers, and meet administrative policies of the agency.

Completes special projects as assigned by administrator.

Makes decisions regarding work schedules and establishes Unit priorities.

Compares work performance of supervisor and staff with established standards to determine the quality and quantity of the employee's work.

Identifies employee training needs and career advancement potential.

CHILD SUPPORT ENFORCEMENT UNIT MANAGER  (continued)

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

Knowledge of:  the principles and techniques of management; agency policies, procedures and programs related to the scope of child support enforcement; federal and state laws pertinent to agency programs; agency regulations; policies and guidelines concerning confidentiality, and release of client information; computers and other information retrieval devices.

Ability to:  work with others in evaluating situations and making decisions; integrate new ideas with existing programs in child support enforcement; develop performance standards; apply performance standards to work related situations; plan and assign the work of subordinate supervisory staff; respond verbally or by written letter or memorandum to upper level management; legal counsel and the public; operate a computer terminal utilizing numerous screens and commands; develop policy/evaluation methods and techniques; make decisions pertinent to the implementation, application and interpretation of policies, procedures, and standards.

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

Knowledge of:  principles and methods of supervision; the methods and procedures of child support enforcement and other financial assistance services; training methods and procedures; work performance and other standards development; management theories and practices.

Ability to:  enforce uniform practices and procedures in carrying out policies relating to child support enforcement functions; interpret and apply agency guidelines covering  child support enforcement and/or individual case situations; organize work; provide oral and written assessments of proposed legislation, regulations, policies; formulate plans for efficient and effective operation of a work unit; communicate orally and in writing with agency staff and the public; interact with government officials, the public, supervisors , courts and judicial system to exchange case information and discuss case assessments and decisions; determine compliance with agency guidelines concerning policies.

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, skills and abilities listed above.  A general qualification guideline for positions in this class is post high school coursework/training with at least 24 semester hours in law enforcement, behavioral science, business/public administration, accounting or related fields.  One year of supervisory and/or administrative experience required.

