2011.140
JOB DESCRIPTION

Position:


Tribal Child Support Intake Specialist






Dept Supervisor:

Tribal Child Support Program Manager



Compensation Range:

$11.00 to $13.50/hour DOE



Funding:


Renewable Federal Mandatory Grant with Tribal Match

Summary of Duties and Responsibilities

The Tribal Child Support Intake Specialist is responsible for meeting and screening potential child support clients and handling routine front-desk receptionist duties including answering potential client inquiries whether in person, on the telephone or in response to mailed requests.

The Tribal Child Support Intake Specialist assists clients in completing the initial application for services (helps with completing the written packet, verifying that all supplemental documents are included, assists in obtaining required documentation) and explains the application process and available child support program services.  

The Tribal Child Support Intake Specialist sets up the new client case files (hardcopy and electronic).

The Tribal Child Support Intake Specialist provides verification of child support services to outside agencies as directed by the Program Manager and/or Child Support Specialists.

The Tribal Child Support Intake Specialist receipts all child support payments made by walk-in clients.

The Tribal Child Support Intake Specialist attends all staff and committee meetings and assists other program staff as needed.  The Tribal Intake Specialist attends periodic child support specific trainings.

The Tribal Child Support Intake Specialist must have a pleasant demeanor; the ability to communicate with the general public, program staff and other tribal department staff, and must respond to all persons with dignity, respect and tact.  

The Tribal Child Support Intake Specialist must be knowledgeable about Tribal Child Support Program policies, procedures and services.

The Tribal Child Support Intake Specialist must be knowledgeable about client hardcopy file organization/management as well as have an intermediate working knowledge of commonly used computer software applications including word processing, spreadsheets and database case management.  Knowledge of Microsoft Office Products is preferred.

The Tribal Child Support Intake Specialist must have knowledge of commonly used office machines and computer software including multiple line telephones, voice-mail, document shedder, computer e-mail, internet, copier, printer and fax machine as used to complete court and office work tasks.

Tribal Child Support Intake Specialist must maintain strict confidentiality of all client applications and client files which will include highly confidential information as well as copies of court pleadings and orders.

Tribal Child Support Intake Specialist must be and remain impartial in all dealings with parties seeking and/or receiving assistance from the Tribal Child Support Program.

Desired Qualifications

1.
AA or AAS in legal secretarial studies, paralegal education or business management with a minimum of one-year working in direct customer service/contact.

2.
Prior legal or other secretarial work experience including client file set-up (hardcopy and electronic) and experience in dealing directly with the public.

3.
Some understanding of child support services and court legal processes/procedures. 

4.
Knowledge of Tribal Child Support or TANF Program policies, procedures and services.

5.
All other qualifications as identified in the Minimum Qualifications Section below.

Minimum Qualifications

1.
High School diploma and/or GED with minimum of two-years experience in court, legal, office or 
clerical work with direct customer service/contact.

2.
Intermediate experience and knowledge of computer software systems including word processing, spreadsheets, database case management, Internet and email.  Microsoft product knowledge preferred.

3.
Must type and have verifiable proficiency and accuracy in computerized record keeping, hardcopy 
and electronic case file management.

4.
Must be detail oriented, accurate, organized and able to work independently and as part of a team.

5.
Must be dependable, reliable and trustworthy.

6.
Some understanding of child support services, court legal processes and procedures would be beneficial.

7.
Must be able to maintain strict confidentiality of all client case files and information.

8.
Must have good math skills; specifically, the ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, decimals and the ability to compute rate, ratio and percentages.

8.
Some knowledge of Tribal Child Support Program policies, procedures and services would be 
beneficial.

9.
Use of correct grammar in oral and written communication.

10. 
Ability to handle routine initial and current client contact inquires in person, by telephone or in response to written contact.

11.
Ability to explain the application procedure, available child support program services and to provide general assistance to general public.

12.
Must have and maintain a valid driver’s license.

13.
Must be bondable.

14.
Must pass an extensive criminal background check.  Must not have misdemeanor/felony convictions related to controlled substance of alcohol or drugs, or any misdemeanor or felony convictions related to abuse, neglect, or endangerment of a person.
15.
Must adhere to drug-free federal workplace policies which may be stricter than the Coeur d’Alene 
Tribal drug-free workplace policy.

16.
Must have strong customer service skills including the ability to defuse tense situations while maintaining a professional demeanor.

17.
Ability to be culturally sensitive to a diverse customer population.

18.
Ability to be and remain impartial.

Knowledge, Skills and Abilities (KSA)

Applicant will be evaluated on his/her answers to the following Knowledge, Skills and Abilities questions which must be submitted as part of the application packet.  Please use a separate sheet of paper to answer the following questions.

1.
Describe your legal educational and work experience specific to paternity/child support and legal 
and/or court processes and procedures.

2.
Describe your education and work experience in computerized record keeping, hardcopy and 
electronic case file management.

3.
Describe your math, oral and written communication skills and how you apply these skills in the 
workplace.

4.
Describe your customer service work experience and how you are able to be culturally sensitive 
in the workplace.
Application Packet

To apply for this position, please submit the following items in an application packet:

1.
Cover letter high-lighting your education and work experience directly related to the position.

2.
Copy of college and/or high school diploma or GED certificate.

3.
Unofficial copy of college transcript if listing college in the educational section of the tribal 

application.

4.
Completed tribal application.

5.
Copy of valid driver’s license.

6.
Answers to the supplemental questions listed in the Knowledge, Skills and Abilities (KSA) section 
above.

7.
Signed Application Process and Statement of Understanding found attached to this job 


description.

Mail Completed Application Packet to:


Human Resources Department 


Coeur d’Alene Tribe


P.O. Box 408


Plummer Idaho 83851 

For more information, visit the Coeur d’Alene Tribal website at www.cdatribe-nsn.gov/hr.shtml   
Application Process and Statement of Understanding

Only applicants submitting a completed application packet will be considered for this position.

An applicant may be asked to participate in an oral interview with a practical application component to establish whether he/she meets the minimum job qualifications.  

Interviews do not create a right to employment and provide no promise or other guarantee of any employment with the Coeur d’Alene Tribe.
The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy.  

The successful applicant must pass an extensive criminal background check, must be bondable and must pass a pre-employment drug test.

Positions with the Coeur d’Alene Tribe are subject to a minimum six (6) month probationary period and all tribal employees are subject to random drug testing.

STATEMENT of APPLICANT POSITION UNDERSTANDING
I understand that this position, as all positions with the Coeur d’Alene Tribal Child Support Program, is:

1.
Funded by the federal government under a mandatory grant statute which requires a tribal match; and that, although this is a mandatory grant, the Tribe must reapply for funding on an annual basis and there is no guarantee that this position will continue to be funded beyond the current fiscal year.

2.
Subject to a minimum six (6) month probationary period.

3.
Contingent on applicant passing an extensive criminal background check.

4.
Contingent on applicant being bondable.

5.
Contingent on applicant passing a pre-employment drug test and random drug tests thereafter upon hire.

Additionally, I understand the Coeur d’Alene Tribe has a no tolerance drug/substance abuse policy and that I am subject to random drug and alcohol screening/testing and that such testing will be done following any on-the-job injury and/or when a supervisor reasonably believes an employee is unfit for duty.

I further understand that if I refuse to test or test positive on any drug test that I will be subject to discipline under the Coeur d’Alene Tribal and/or Tribal Child Support Program Alcohol and Drug Free Workplace Policies which include the possibility of immediate termination from employment.

_____________________________________

_____________________________

Applicant Signature





Date

______________________________________

Printed Name of Applicant
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