COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  FAMILY SUPPORT SPECIALIST II

	TITLE CODE:  6511
	GROUP:  PUBLIC ASSISTANCE

	SELECTION METHOD:  100% QUAL      REV. 03-04
NO. TEST QUESTIONS:  
SELECTION ID:  8565                           EXAM NO.:  
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  FIELD SERVICES SUPERVISOR / CHILD SUPPORT OFFICE MANAGER

	PRIMARY USER AGENCY:  CABINET FOR HEALTH AND FAMILY SERVICES

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Determines initial and ongoing eligibility for public assistance programs OR; reviews child support cases and determines proper distribution of child support payments; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Must complete two years (54 semester hours) from a college or university.

	

	EXPERIENCE:  Must have one year of experience in reviewing, monitoring, determining eligibility for and/or administering Food Stamps, the Kentucky Transitional Assistance Program, Medical Assistance, Child Support or other public assistance programs.

	

	SUBSTITUTION CLAUSE:  

	

	EDUCATION:  None.

	

	EXPERIENCE:  Administrative work, clerical office work and/or work dealing directly with the public will substitute for the required college on a year-for-year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

None.


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Interviews clients for basic programs, completes appropriate forms and gathers required documentation to make eligibility determinations.  Participates in in-service training to enhance various public assistance program requirements, forms, policies and procedures.  Operates computer terminals to verify client information and to calculate program benefits.  Communicates agency mission and explains services offered.  Identifies resources and makes appropriate referrals.  Provides supportive services.  Explains work requirements and encourages the exploration of work opportunities.  Tracks processing deadlines for timely re-determinations and case hearings.  Prepares and maintains case records.  Has responsibility for caseload as assigned by the office manager.  Testifies in hearings.  Gathers information to be used in responding to inquiries about cases.  Prepares monthly reports.  Makes home visits.  Assists in evaluating statements about the location of absent parents, the legitimate or illegitimate status of minors in family court records and other pertinent documentation to implement Kentucky’s child support laws.  Assists in the preparation of forms regarding to the initiation of support of paternity laws, rules and regulations.  Assists in responding to requests from clients, government officials, absent parents and agency staff.  Monitors payment and identifies cases in which the payer is delinquent with payments.  Maintains case information in the child support system and determines the proper distribution of child support, collections received by the department.  Initiates inquiries to governmental agencies, previous employers, landlords to locate absent parents.  Works with investigators to initiate collection of child support payments.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Performs job duties in an office setting and/or visits clients in homes.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  03/01/1998
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


