POSITION DESCRIPTION

DCF Program Supervisor – Client Investigations

DCF Program Supervisor – Client Investigations Unit
Department of Children & Families

Division of Early Care & Education

Milwaukee Early Care Administration, Client Investigations Unit

POSITION SUMMARY

Under the general supervision of the Operations Office Director of Milwaukee Early Child Administration in the Department of Children and Families, Division of Early Care and Education, this position will manage and direct staff responsible for child care programs and/or WI Shares related items within Milwaukee County. This position provides oversight to the Client Investigations Unit and supervises staff involved in program integrity and fraud investigations and related activities. The Client Investigations Unit provides accountability and oversight to the Wisconsin Shares Program by assuring payments are not improperly made to providers and/or clients. This position will implement management policies, assign and review work of staff, evaluate staff performance and recommend corrective action when required. The position is responsible for coordinating services related to the above child care programs with local law enforcement agencies, Department of Health Services and other Milwaukee County public and private agencies. This position ensures compliance with state and federal laws, administrative rules and polices; evaluating program effectiveness and developing and implementing improvements and revisions as necessary; planning and monitoring consultation services, resolving complaints; and maintaining and reporting of program data.
TIME%

GOALS AND WORKER ACTIVITIES

35%
A.
Implementation and interpretation of child care policies through performance
and program monitoring and management of staff responsible involved in integrity and fraud investigations.
A1.
Plan, develop and implement management policies and activities relative to child care programs in Milwaukee County.

A2.
Monitor child care compliance with program regulations as it relates to client integrity.

A3.
Evaluate program effectiveness on a semi-annual basis or more frequently as needed, and develop and implement improvements/revisions as necessary.

A4.
Ensure that staff responds timely to reports in compliance with bureau policies, practices, and procedures.

A5.
Refer potential provider fraud allegations to the Bureau of Child Care Subsidy Administration and safety noncompliance violations to the Bureau of Early Care Regulation.

A6.
Direct and coordinate community and staff workgroups and committees to explore and formulate new and innovative ideas for addressing the needs of children.

A7.
Meet and work with management to maintain consistent application of bureau policies, procedures and practices and identify issues and propose alternative solutions.

35%
B.
Supervision and monitoring of staff.
B1.
Plan, assign, and supervise the work of staff in the client investigations unit and ensure compliance with program rules and regulations.

B2.
Monitor staff performing program integrity and fair hearing functions for client integrity by ensuring child care eligibility rules are met, monitored, and implemented.

B3.
Direct staff activities to ensure compliance with work assignment and the integrity of the Wisconsin Shares Subsidy program payments to child care providers according to division and bureau goals and objectives, statute and administrative rules, and bureau expectations.

B4.
Conduct biweekly one-on-one and monthly unit meetings with staff to review information, make decisions, and share information about policy, procedures, and trends.

B5.
Evaluate quality and quantity of services provided by staff. Ensure inclusion of needed improvements in performance evaluations through observation, case conferences, and reviews.

B6.
Effectively investigate work rule violations. Schedule and conduct staff discipline meetings, pre-disciplinary hearings according to human resources policies and rules.
B7.
Review and make recommendations regarding employee requested training, travel vouchers, vacations, etc.

B8.
Assure coverage of workload in the absence of an employee.

B9.
Gain an understanding of the state’s policies and procedures for staff performance, grievance procedures, work rule violations, staff discipline, and staff leaves of absence.
B10.
Implement procedures as appropriate and necessary in accordance with applicable personnel rules.

B11.
Hire staff as needed. Conduct interviews, evaluate and select candidates and make appointment recommendations.

15%
C.
Prepare and present reports containing descriptive analytical and evaluative
data.
C1.
Work with system data to develop and monitor program performance outcomes  and determine trends.
C2.
Participate in the development of program reports to use to determine program integrity.
C3.
Respond to questions, inquires and information requests from Bureau and Division levels regarding reports.

10%
D.
Maintain knowledge and assess staff training needs to ensure adequate staff
training.
D1.
Identify staff training needs; ensure training needs are included in performance evaluations as required; provide or arrange for orientation and in-service training for employees; ensure staff are aware of and trained on new policies and procedures regarding child care eligibility, authorization, and program integrity. 

D2.
Assure equal access and opportunity to staff to attend training and other career development activities.

D3.
Establish expectations that will not tolerate prejudice, unfairness and harassment between staff or those served by MECA.

5%
E.
Represent the department in meetings with community organizations, service
providers and collaborative partners in child care programs.
E1.
Serve as representative of the Department on local committees, workgroups and departmental meetings.

E2.
Provide Departmental interpretations of policy and establish effective working relationships in contacts with law enforcement, legal professionals, other county or state child care providers or clients.

E3.
Act as a trainer in specially requested content areas for the department.

E4.
Observe, assist, and participate in workshops and meetings.

KNOWLEDGE, SKILLS, AND ABILITIES
1. Knowledge of child care provider rules and income maintenance programs.

2. Knowledge of child care provider rules for certification and child care eligibility and Wisconsin Shares.

3. Experience in early childhood education, childcare provider technical assistance or child welfare case management.

4. Knowledge of and experience with computer systems and web based applications utilized by counties in administration of the Shares program [including CARES (Client Assistance for Re-employment and Economic Supports), CWW (Child Care Worker Web), WISCCRS (Wisconsin Child Care Regulatory System), and CSAW (Child Care Statewide Administration on the Web)].

5. Knowledge and experience working with Wisconsin Chapter 48 Children’s Code and Chapter 49 Public Assistance and Child and Family Services and related statutes (WI Statutes: s. 49.133 - 49.137 Child Care; Economic Support And Work Programs WI Statutes: s. 66.1017 "Family Day Care Homes"  s. 948.13 "Child Sex Offender Working With Children"). 

6. Knowledge and experience working with Wisconsin Administrative Code related to child care (ex. WI DCF 202, 250, 251, 252, DHS 12).

7. Knowledge of effective personnel management and supervisory techniques including evaluation of staff performance.

8. Knowledge of and ability to apply effective management techniques and leadership principles.
9. Ability to establish and modify workload priorities.

10. Ability to evaluate data, summarize, and draw conclusions useful for program planning.

11. Ability to gather and analyze data from multiple systems.
12. Ability to maintain data integrity and prepare clear, concise reports for management use.

13. Skill in the use of computers and computing tools, such as EXCEL, ACCESS and other analytical tools.
14. Ability to work cooperatively with DHS staff, community based organizations, government and childcare or social services organizations and the general public.

15. Ability to effectively communicate and present information in verbal and written form.

16. Ability to plan and organize efficiently.

17. Ability to relate to people in a culturally competent, unprejudiced and understanding manner with concern for their values, experiences and circumstances.
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