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SUMMARY

Position provides for the enforcement of child support by interviewing custodial parents, initiating the case, locating absent parents, establishing paternity and/or support and enforcing child support obligations through Administrative Process and Judicial System. 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following.  Other duties may be assigned.  
Adhere and understand State statutes, regulations, procedures, and the rules of confidentiality.  Explain to all parties involved the laws, procedures, and regulations in regards to Child Support establishment and enforcement. 
Interviews custodial parents in order to obtain information regarding the identity and whereabouts of the non-custodial parent. Obtain sensitive information on the conception of child concerning the alleged father.  Enter all know information on case initiation on ACSES computer system; research all locate tools available both manually and automated to locate residential address, employer, and available assets.  Prepares information and proper documentation for interstate cases.  
Modify custodial parent and non-custodial parent information on ACSES when necessary; check category, priority, and class status so proper payment goes out to the family or retained by the State.  Calculate accrued arrears, retroactive support or child support debt due the State and /or the custodial parent.  Enter into ACSES chronology and/or document all information so case may be reviewed.  
Conduct face to face interviews with both hostile and non-hostile, custodial parents, and/or attorneys regarding sensitive situations to establish paternity and/or negotiate child support orders.  Utilize Administrative Process to establish paternity and/or support orders or request Court hearing if parties do not agree. 

Prepare Court documents before hearing is set and notice all parties of the same.  Review case with attorney when Court date is set; attend hearings, negotiate agreement, and may be required to testify.  Discuss difficult problem cases with supervisor and IV-D attorney if necessary.  

Determine most appropriate legal procedure and initiate decision for case action such as income assignments, judgments, or contempt citations.  Determine if paternity is required; schedule, conduct and monitor genetic testing.  Use enforcement remedies and deal directly with the ramifications of the use of such remedies.  Follow through with the results and determine the next course of action.  Analyze information and financial data to arrange payments on arrears as needed for enforcement remedies. 
Work delinquency report, caseload listing report, driver’s suspension report, credit agency report, certification for IRS and Revenue offset, and AdHoc reports as needed. 

Review and adjust Court orders at the request of either party and prepare appropriate documents for the Courts.  

Attend continuing education/training for specific areas of expertise such as Administrative Process certification and implementation of program changes in order to avoid legal repercussions in lawsuits against the Department. 
Communicates with TANF eligibility technicians on the clients ‘cooperation’ or non-cooperation”.  Notes the irregularities that may affect TANF eligibility or constitute fraud and refers to investigations and technicians. 
Duties of this position are characterized by independent planning and managing assigned caseload.  

Position may require a personal vehicle as driving to client’s homes or to meetings may be required.  Mileage is reimbursed.  

The employee performs all other duties as assigned by the Legal Technician Manager.   
SUPERVISORY RESPOINSIBILITIES

None
QUALIFICIATIONS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
EDUCATION and/or EXPERIENCE
This is a paraprofessional position. Paralegal certification or graduation from a high school or GED equivalent; one year full time responsible work experience in determining eligibility (IM Tech) for public financial assistance or collections work (Recovery Tech) in a public or private agency.  
LANGUAGE SKILLS

Ability to read, analyze, interpret common and technical journals, and legal documents.  Ability to effectively and professionally present information to attorneys, judges, boards, and other staff members.  May have to be bilingual in English and Spanish. 
MATHEMATICAL SKILLS

Knowledge of ledgers and allocation to insure the proper parties are paid correctly.  Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and draw and interpret bar graphs.  Adjust ledgers and release payments when necessary.  Gather all information to determine arrears due families and the State for proper calculations and repayments. 
REASONING ABILITY

Ability to define problems, collects data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.  Ability to apply common sense understanding and carry out instructions furnished in written, oral, and diagram form.  Ability to reason with angry clients in sensitive situations. 
CERTIFICATES, LICENSES, REGISTRATIONS

Valid Colorado drivers and insurance on vehicle.  
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions 

While performing the duties of this job, the employee is regularly required to talk and hear, use hands to fingers, handle, or feel.  The employee frequently is required to sit.  The employee must regularly lift and/or move up to ten (10) pounds and occasionally move up to twenty-five (25) pounds.  Specific vision abilities require by this job include close vision, distance, vision, and ability to adjust focus.  
WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

The noise level in the work environment is usually quiet.  The great majority of work is performed in an office environment.  May require travel to employers, clients homes, various county agencies, and for Court appearances.       
