CHILD SUPPORT ENFORCEMENT OPERATIONS DIRECTOR
DEFINITION

Under general supervision of the Director, will assist in monitoring and ensuring compliance with performance standards; perform supervisory duties; perform administrative and management related duties and other responsibilities as assigned.  This position will also assure compliance with state and federal accounting standards and assist in developing and implementing the budget; and perform other assignments as necessary.
EXAMPLES OF DUTIES

Review and monitor Child Support Bulletins and other information to ensure compliance with legal and procedural requirements; in consultation with the Child Support Agency Legal Director, advise staff on the appropriate action to be taken on cases that are of a complex or highly sensitive nature; in cooperation with the Child Support Agency Legal Director, monitor changes in federal, state and county regulations relating to a child support program and train staff on the impact of these changes; establish and maintain effective working relationships with state and federal agencies, review reports pertaining to individual and agency performance measures; assign work and train new staff; evaluate and supervise staff; make hiring, probationary and disciplinary decisions;  Work with Legal Director in the preparation of annual four million dollar budget; calculate cost-benefit analyses, and analyze financial results, ensure compliance with State and Federal policies, regulations and laws regarding receipt of state and federal monies, both internally and with cooperating agencies; effectively advocate agency needs across large organization with diverse leadership; assist in developing long term strategic/budget plan; document workflow for agency, design and implement improvements to processes including analysis of relevant IT solutions utilizing both hardware and software; work with state Bureau of Child Support to establish polices to maintain federal and state compliance; work with other counties to identify and implement best practices and policies; review technology use to identify and implement productivity improving hardware/software; gather information for completion of reports required by the State Bureau; serve as the liaison with Information Management to coordinate necessary system upgrades; provide and arrange for public information and education as to the services available and the purpose of the child support program; handle complaints/questions from customers pertaining to child support issues.

EMPLOYMENT STANDARDS

Education and Experience:  Bachelors degree preferred.  Experience in strategic planning and process evaluation and improvement.  At least five years of progressive professional experience.  At least two years of significant supervisory or lead work experience. Accounting background, experience in a government setting and/or knowledge of child support law are a plus.

KNOLWEDGE, SKILLS AND ABILITIES:  
Knowledge of modern office procedures and practices; knowledge of data storage systems; knowledge of supervisory principles; knowledge of scheduling and accounting software; oral and written communication skills; ability to train, direct, and monitor the work of others; ability to interpret, develop, and write complex policies and procedures; ability to perform cost-benefit analyses; ability to evaluate, design, and implement office and workflow processes;   ability to provide and teach customer service at a high level; and ability to communicate effectively, and courteously with senior management, employees, elected officials, and the public.
Special Requirements:  None
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