MANAGER - CHILD SUPPORT ACCOUNTS

DISTINGUISHING FEATURES OF THE CLASS: Under general supervision an incumbent
of this class is responsible for supervising the Accounts/Support Collection Division of the
Westchester County Office of Child Support Services (OCSS). The incumbent develops
and initiates methods and techniques appropriate for the financial management of child
support collection for the department consistent with applicable provisions of Social Service
Law and departmental policies and procedures. Additionally, the incumbent plans,
develops, analyzes, evaluates and reviews programmatic operations in accordance with
Federal, State and Local legislation related to Child Support initiatives and available
funding. Technical advice and assistance is provided to other professional administrative
staff of the department. Supervision is exercised over financial and clerical personnel. Does
related work as required.

EXAMPLES OF WORK: (lllustrative Only)

Oversees, through subordinate supervisors, several units charged with auditing and
reconciling child support accounts and making related adjustments, creating and managing
court ordered accounts and associated fiscal reporting;

Interprets, monitors and reviews changes in reporting requirements of local, state, and
federal agencies regarding Child Support Enforcement as they affect operational
procedures and systems and preparation of such reports to obtain the maximum level of
funding reimbursement from the state and federal government;

Identifies problem areas in the Office of Child Support Enforcement as well as potential
problems with new and existing programs and works with management to ensure
compliance with state and federal legislation, regulations and initiatives;

Studies program issues, operations and administrative procedures pertaining to the child
support program in areas to achieve overall improved program performance;

Oversees audits of individual accounts as ordered by the Family Court or upon the request
of Enforcement Unit supervisors;

Troubleshoots problem accounts in coordination with enforcement staff, Court Liaison staff,
attorneys and Family Court Judges and Hearing Examiners, and may be called upon to
testify;

Corresponds with reciprocal jurisdictions to clarify support orders and establish arrears to
ensure that both the initiating jurisdiction and the responding jurisdiction have identical
account records;

Serves as OCSE contact person with bank officials, the New York State Office of Child
Support Enforcement and other fiscal agents involved in OCSE fiscal issues;

Assists in the preparation of the division budget and prepares the yearly equipment budget
for area of responsibility;

Prepares periodic progress reports and writes procedures to meet organizational
objectives;



MANAGER - CHILD SUPPORT ACCOUNTS Page 2

EXAMPLES OF WORK: (lllustrative Only) (Continued)

Plans work assignments and supervise subordinate supervisory and clerical staff;

Supervises the development of training materials and the development of the appropriate
forms and trains staff on new program requirements and procedures;

Uses computer applications or other automated systems such as spreadsheets, word
processing, calendar, e-mail and database software in performing work assignments;

May perform other incidental tasks, as needed.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND ATTRIBUTES: Thorough
knowledge of automated financial management and child support financial systems; good
knowledge of the principles and practices of supervision; good knowledge of current issues
and trends in child support enforcement and collection; ability to use computer applications
such as spreadsheets, word processing, calendar, e-mail and database software; working
knowledge of Family Court Act, Domestic relations Laws, Civil Practice Laws and Rules,
and Social Service Law, Codes Rules and Regulations related to child support enforcement;
ability to think analytically; ability to read, write, speak, understand and communicate
sufficiently in English to perform the essential functions of the position; ability to
communicate effectively both orally and in writing; ability to work effectively with related
agencies, officials and personnel; ability to plan, coordinate and evaluate the work of
assigned personnel; leadership; tact; sound judgment; integrity; initiative; resourcefulness;
physical condition commensurate with demands of the position.

MINIMUM ACCEPTABLE TRAINING AND EXPERIENCE: Either: (a) a Bachelor's degree*
and five years of experience in financial account management using an automated system,
two years which must have been in a supervisory or lead capacity; or (b) an Associate’s
degree* in business administration, accounting or related field and seven years of
experience stated in (a).

SUBSTITUTION: Graduate school-level education may be substituted for the above
experience at the rate of 30 credit hours* per year for up to two years. There is no
substitution for the required supervisory or lead experience.

*SPECIAL NOTE: Education beyond the secondary level must be from an institution
accredited or recognized by the Board of Regents of the New York State Education
Department as a post-secondary, degree-granting institution.
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