Child Care Subsidy Specialist- Entry
Bilingual – Spanish

Department of Children and Families
Division of Early Care and Education

Milwaukee Early Care Administration

Authorizations Section

Position Summary
Under close, progressing to limited supervision of a DCF Program Supervisor in the Child Care Authorization Section within the Milwaukee Early Care Administration (MECA) in the Division of Early Care and Education, this position will authorize child care for parents and providers. This position completes the process for ensuring that eligible children and parents participating in the Wisconsin Shares program are authorized for the appropriate hours of care with a certified or licensed provider in compliance with state and federal law and requirements. Child Care Subsidy Specialists are responsible for reviewing child care eligibility, ensuring the parent has provided accurate and complete verification documents, applying appropriate state and federal policies, and completing authorizations in a timely manner.
Child Care Subsidy Specialists are required to perform detailed case reviews to secure all information necessary to complete or modify the authorization and determine if fraud or other misappropriation has occurred. This position ensures that the unique circumstances of specialized cases – such as children with special health care needs and foster care cases – are handled expeditiously. Child Care Subsidy Specialists have a high level of interaction with parents receiving Wisconsin Shares, either in person or telephonically. This position is responsible for coordinating services with other sections within MECA, with eligibility workers in the Department of Health Services, with W-2 Agency staff and with other internal and external organizations as necessary. This position ensures high quality and effective processing of authorization requests; ensures compliance with state and federal laws, administrative rules and policies; and recommends improvements/revisions as necessary to the section supervisor. This position provides translation support to Spanish speaking parents and to internal sections within MECA as needed.
GOALS & WORKERS ACTIVITIES
60%
A. 
Ensure that authorization requests are completed accurately and in a timely
manner.
A1.
Receive requests for new or modified child care authorizations over the phone, in-person, from workers in other agencies, and/or through the on-line system (ACCESS).
A2.
Ensure child care authorization is completed accurately, utilizing knowledge and Wisconsin Shares program requirements.

A3.
Review eligibility determination to ensure all verification information is submitted and that there is verified allowable activity for each parent.

A4.
Ensure hours are appropriate for each child, determine the approved activity, and that the provider has open slots to accept additional children.
A5.
Complete and document child care authorizations utilizing automated data systems including, CARES (Client Assistance for Re-employment and Economic Supports), CWW (Child Care Worker Web), KIDS (Kids Information Data System), EBT CSAW (Child Care Statewide Administration on the Web), WISCCR (Wisconsin child Care Regulatory System), and ECF (Electronic Case File).
A6.
Evaluate the information obtained to determine whether it appears fraud or other misappropriation has been committed or is being attempted and refer cases appropriately.

A7.
Refer cases to and work cooperatively with Program Integrity Unit.

A8.
Confirm and verify that information is gathered and complete on child care cases processed by eligibility workers in the Department of Health Services (DHS).

A9.
Complete analysis and process requests for child care authorizations within the time limits set by state and/or federal requirements.

20%
B.
Provision of technical assistance, communication and cooperation with internal
and external partners regarding current program eligibility policy, authorization policy and rules related to Wisconsin Shares Program and child care authorizations.

B1.
Participate in required training activities to maintain working knowledge of eligibility and authorization policy and procedures.

B2.
Access on-line operations memos, administrator’s memos, manuals, training classes, and system data to review and self-educate to maintain current knowledge and for policy changes and updates.

B3.
Maintain knowledge of state statutes, administrative code, and policy related to child care eligibility and authorization.

B4.
Communicate and coordinate with parents, other MECA section staff, DHS, W-2 agencies, DMCPS, contractors or other partners on behalf of the Child Care Authorization Unit.

B5.
Maintain positive working relationships with internal and external partners and staff to ensure the appropriate and timely completion of child care authorizations for clients.

B6.
Assist the Section Supervisor in recommending program and process improvements, and tracking volume and types of authorizations.

15%
C.
Communicate with parents seeking new authorizations or changes to existing
child care authorizations.
C1.
Ensure parents understand appropriate procedures and information required to complete the authorization.

C2.
Counsel parents on the process for maintaining child care eligibility, procedures for obtaining or modifying authorizations, and selecting an appropriate child care provider.

C3.
Assist parents in completing authorizations in cases where the child has disability, or the child is in foster care or another out-of-home placement.

C4.
Correct and follow up when verification has not been submitted, or other required information is needed to complete the authorization.
5%
D.
Miscellaneous Duties 

D1.
Participate in scheduled supervisory, unit and MECA meetings.

D2.
Serve on committees and workgroups.

D3.
Conduct self as a professional in manner, attitude and appearance while on 
the job.

D4.
Develop and maintain effective working relationships with co-workers, facility staff, other government agencies, other stakeholders and the general public.
D5.
Perform other MECA duties associated within child care eligibility determinations, authorizations, or program integrity functions as directed by 
the Supervisor.

D6.
Assist Spanish speaking clients as needed.

D7.
Assist agency with translating documents as needed.

KNOWLEDGE, SKILLS, AND ABILITIES
1. Knowledge of childcare principles, practices, and functions.
2. Working knowledge of federal and state laws, regulations, standards and policies in child care eligibility and authorizations.

3. Working knowledge of child care eligibility and authorization policies for the W-2 program, foster care, special needs programs, and other approved activities.
4. Working knowledge of investigation practices to identify potential errors or fraud during the authorization process.
5. Basic mathematical skills.
6. Ability to collect and verify data and input and retrieve data from automated systems.

7. Oral and written communication and time management skills.

8. Must be able to effectively communicate with child care parents over the phone and 
in person.

9. Ability to utilize automated computer programs and systems used to complete child care authorizations (CARES, CWW, KIDS, CSAW and ECF).
10. Ability to work independently and apply critical thinking techniques as needed.

11. Ability to present information in a clear and concise manner.

12. Basic computer and data entry skills (email, internet, Microsoft Office and other automated data systems).
13. Ability to meet strict timelines.

14. Ability to establish and maintain effective relationships with clients, other employees, internal and external partners and contractors.
15. Ability to exercise concrete decision-making skills.
16. Ability to read and interpret the Spanish language in a fluent capacity
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