CHILD SUPPORT INVESTIGATOR – LATINO

Bilingual / Bicultural

DEFINITION

Under direction of Agency Operations Director establishes paternity and establishes and enforces child support orders by using the KIDS state wide computer system and by locating absent parents; gathering relevant information and legal evidence from interviews, correspondence and computer searches; organizing and evaluating information; determining the appropriate enforcement action; preparing paperwork for the attorneys to initiate necessary legal actions; monitoring the status of cases; and performing confidential investigations.  Perform other duties as assigned.

EXAMPLES OF DUTIES

Contacts or interviews parents, witnesses, employers, social service agencies, other child support agencies, and other government agencies to obtain necessary information, to explain the status of cases and case processing options; performs research necessary to individual case processing; evaluates available information and takes appropriate action; drafts instructions for document production on the KIDS system; takes appropriate action on KIDS worklist items; processes cases and works reports to meet KIDS time lines as required by federal regulation; negotiates with case parties and other agencies; confers with support attorneys regarding unusual or difficult cases; enters court orders; audits payment records; enters in the KIDS system a record of all actions taken; may train, assign, or monitor the work of others.

EMPLOYMENT STANDARDS

Education and Experience: Must have two years of work experience that includes substantial experience collecting and analyzing information and interpreting complex guidelines and regulations, or two years of increasingly responsible clerical experience that includes one year of legal clerical experience in a court system or law office, or two years of college with courses related to the legal system.  Must be able to speak clearly and accurately in English and Spanish (must be bilingual – Spanish/English).  

Knowledge, Skills and Abilities:  Knowledge of relevant laws, regulations and guidelines; knowledge of family law procedures and practices; knowledge of legal terms and documents; knowledge of financial statements, such as income tax forms and personal budgets; knowledge of court orders; knowledge of child support payment distribution; basic computer skills; skills in gathering, organizing and evaluating information for the purpose of determining the next appropriate action; skills in interpreting and applying complex rules, regulations, guidelines and statutes; skills in communicating effectively both orally and in writing, especially in sensitive situations;  ability to exercise independent judgment and carry out assignments with minimal supervision; ability to maintain confidentiality of records; ability to negotiate financial agreements with parties; ability to train and monitor the work of others; ability to work with computer systems.

SPECIAL REQUIREMENTS  Must pass a criminal background check conducted by the State Department of Justice (DOJ).
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