Operations Program Associate 0.5 FTE
Department of Children & Families
Division of Early Care & Education
Bureau of Early Care Regulation – Operations Section

POSITION SUMMARY
The Operations Program Associate provides in-office administrative and program support for the Bureau of Early Care Regulation (BECR) and the Bureau of Child Care Subsidy Administration (BCCSA). This position works under general supervision of the Operations Section Manager in the BECR. This position is responsible for processing incoming/outgoing bureau mail daily and the department’s mail on rotation. This position will lead the processing of payments for both bureaus. This position will provide direct support to administrative duties of the BECR Child Care Background Check, offering support to regional offices, providers, and stakeholders. This position will so assist with general inquiries from child care providers about regulation, licensing, background checks, or payments submitted to DCF. This position also assists with special projects as directed by the BECR’s Operations Section Manager.

TIME	%	GOALS AND WORKER ACTIVITIES
75%	A.	Provide administrative and program support for the Bureau of Early Care Regulation (BECR)
A1.	Provide DECE mail support daily by sorting incoming mail and ensuring mail is directed to the appropriate areas.
A2.	Provide DCF mail support on a rotational basis by sorting incoming mail and ensuring mail is directed to the appropriate areas.
A3.	Coordinate outgoing mail for BECR and CBU Teams by printing documents and preparing materials for mailing.
A4.	Process payments received, including a high volume of background check fee payments and reconciling check deposits for the Finance department. 
A5. 	Timely and accurate data entry of payments in WISCCRS to reflect payments received.
A6. 	Support provider inquiries regarding submitted payments and the status of those payments.
A7. 	Independently respond to public inquiries, provide information about programs, facilities, and regulations. Make referrals to licensing staff as appropriate.
A8.	Coordinate office supply requests and orders for BECR.
A9.	Assist child care providers by telephone or email with technical questions on how to use the Child Care Provider Portal (CCPP) or background check-related questions.
A10.	Coordinate and schedule meetings, create agendas and take minutes at BECR meetings.
A11.	Inform the Operations Manager regarding urgent issues and problems identified as part of the routine information flow.
A12.	Maintain a working knowledge of the programs/projects administered and the current policies and procedures which apply. Recognize when and how any policy changes may impact bureau processes.
A13.	Perform other duties and special projects as assigned to support BECR.

15%	B.	Provide administrative support for the Bureau of Child Care Subsidy Administration (BCCSA)
B1.	Process all incoming mail for BCCSA, ensuring mail is directed to the appropriate areas.
B2.	Process payment received according to bureau procedures. 
B3.	Tracking all payments and submitting to finance, this includes required follow-up as needed to coordinate timely processing.
B4.	Support provider inquiries regarding submitted payments and the status of those payments.
B5.	Perform other duties and special project as assigned to support BCCSA.

10%	C.	Miscellaneous Responsibilities
C1.	Provide occasional backup for priority tasks in the absence or unavailability as assigned.
C2.	Research or complete special issues or projects for bureaus of DECE.
C3.	Perform various daily, weekly, and monthly office tasks, including but not limited to, answering phone calls, receiving mail and faxes, processing and distributing mail to DCF staff, printing and scanning documents.
C4.	Attend training courses that are related to the Operations Program Associate position or for career development, as approved by the Operations Manager and/or Supervisor

KNOWLEDGE, SKILLS, AND ABILITIES
1. Knowledge of state statutes, administrative codes and rules regulating child care. 
2. Knowledge of the federal Child Care Development Block Grant background checks requirements.
3. Ability to process high volumes of physical check payments, incoming, and outgoing mail on a daily basis
4. Skill in using personal computer applications such as Microsoft Word and Excel.
5. Excellent written, oral and interpersonal communication skills.
6. Ability to work independently and in a team environment.
7. Ability to establish and maintain effective working relationships with fellow team members, other agencies and the general public.
8. Excellent organizational skills for managing multiple priorities.
9. Problem solving skills.
10. Ability to make independent judgments.
11. Knowledge of State of Wisconsin systems (WISCCRS, CSAW, etc.)
12. Knowledge of the Child Care Provider Portal (CCPP) and ability to assist providers by phone or email to navigate CCPP.


