DCF/DFES/BCS/Child Support Policy Section
Program & Policy Analyst – Advanced
Position # 313238

POSITION DESCRIPTION
DCF/DFES/Bureau of Child Support
Communications Section
Program & Policy Analyst – Advanced
Position # 313238

POSITION SUMMARY: 

This position is in the Bureau of Child Support, which administers a variety of programs to assist individuals and families to pay or obtain child support. The overarching goal of the child support program is to help families with children to maintain or move toward self-sufficiency. The child support program includes child support enforcement and efforts that support the ability of noncustodial parents to pay child support.   

Under the general supervision of the BCS Communications Section Manager, this position analyzes, interprets, develops, and disseminates the regulations, policies, and procedures of the Wisconsin Child Support program. The position assists in the development and distribution of program information to child support workers, the payees and payers of child support, employers, partner agencies, legislators, and other government officials, ensuring information is accurate, timely, and consistent with the Wisconsin’s Child Support Program purpose and objectives. 

This position is the lead analyst responsible for the Controlled Communication Tracking System (CCTS) for Legislative & Constituent issues and for the Partner Services mailbox, a primary communication tool that facilitates the provision of guidance and technical assistance to our state and federal partners. This position leads in the evaluation, research, response and/or assignment of incoming inquiries, based on topical area. This position is the lead analyst responsible for the BCSINFO mailbox, which is a high-traffic, public-facing communications tool. Incumbents in this position use their knowledge and experience to assist the Section staff in their day-to-day duties. 

This position is responsible for coordinating several key functions within the section, throughout the bureau and across the Division including Controlled Correspondence and other inquiries from the Governor’s office or from state legislators as assigned by the Secretary’s office, customer inquiries from the federal Office of Child Support Enforcement (OCSE) via the Child Support Portal, Division Administrator’s Office, and child support Records Requests from the DCF Office of Legal Counsel.

GOALS AND WORKER ACTIVITIES OF THIS POSITION
Time %, Goals, and Worker Activities.

45% A. Provide technical assistance and policy interpretation regarding the policy and procedures in the child support program to child support agency (CSA) staff, the public, the legislature, program customers, DCF staff and other key stakeholders.

A1.  Serve as the lead analyst responsible for responding to customer service inquiries. This may require researching the issue in the Kids Information Data System (KIDS) and/or contacting the CSA to get information. The inquiries come from various sources including but not limited to: Partner Services and BCSINFO mailboxes; OCSE via the Child Support Portal; child support Requests from the DCF Office of Legal Counsel, and inquiries received by the DCF Secretary’s Office or Division Administrator’s Office. 

A2. Represent the child support program to other departmental and divisional units and provide consultation on program plans and activities.

A3. Provide technical assistance and guidance to state and local staff in program implementation activities. 

A4. Maintain the Bureau’s Controlled Correspondence workflow using the division’s CCTS, serving as lead analyst responsible for researching issues, drafting responses, and evaluating the body of inquiries to continually improve child support policy, procedures, and outcomes.
 
A5. Assist Bureau of Regional Operations staff with policy interpretation and in responding to questions and requests for technical assistance from local program managers and staff.

A6. Attend regional, statewide, or federal meetings to discuss child support outreach, communications, policy, and obtain feedback/input from CSAs, Tribal Partners, federal staff, and other child support stakeholders.	

25% B. Analyze federal law/regulations, state statutes, administrative rules, and program policy and procedures, and participate in the preparation of plans and recommendations for improvements.

B1. Identify and evaluate emerging issues that require the development of policies and procedures, propose changes based upon review and analysis. 

B2. Produce and prepare written documents that present data, interpretations of data, legal (regulatory) references, options and actions, policy options, and recommendations for actions along with supporting reasoning to bureau, division, and department managers and administrators for review and approval. 

B3. Participate in work groups to review program policy requirements and to develop procedures to facilitate effective program implementation. 	

B4. Participate in the development of policies, tools, and case management practices that achieve program quality improvement in the operations of the bureau.

B5. Identify and analyze policy and procedural barriers to program 	implementation, develop alternate courses of action and present recommendations to management. 

B6. Participate in work groups of a wide variety of state and local program experts to review and resolve ambiguous program policies or to develop policies and procedures where they do not exist. 

B7. Prepare comments on federal regulations that impact the IV-D and child support and public assistance and workforce development programs for review by management and federal officials. 

B8. Prepare oral and written policy communications in a variety of formats, such as issue papers, briefing papers, presentations, software presentation programs.
		
10% C. Participate in new development projects for automated systems supporting the policies of the bureau’s programs.

C1. Participate in workgroups to identify and analyze areas of policy concerns with systems operation, development of business requirements for system fixes, changes, and enhancements to ensure that automation of policy accurately reflects program needs.

C2. When appropriate, solicit input from a range of individuals including Program and Policy Analysts, ISBAs, trainers, and staff from other sections, as well as local program agency staff, and staff from other divisions and departments.

C3. Work closely with staff from the Child Support Policy Section, Systems Support and Development Section (SSDS) and the Bureau of Information Systems (BITS) to identify automation options. 

C4. Review and approve requirements documentation provided by BITS in order to ensure that systems requirements are comprehensive and accurate.

C5. Perform user acceptance testing/regression testing of system modifications. Develop test scenarios; assign, review, and approve testing done by team members; identify test issues. 

15% D. Participate in the development of policy and procedural implementation instructions and coordinate training plans.

D1. Prepare and/or edit memos, bulletins, fact sheets, policy manual revisions, and other communications disseminating written policy, manual instructions and updates, and other policy directives in clear, concise language for use by local child support staff in program implementation. 

D3. Review training materials developed for use by state and local child support staff on the use of program related technology. 

D4. Review training material to ensure it complies with federal and state law and regulations, policy and bureau and department direction.	

D4. Participate in the evaluation of local staff input on draft instructions.

5% E. Perform other functions critical to accomplishing the goals and objectives of the Bureau of Child Support.

E1. Participate in meetings of the Section, Bureau, Policy Advisory Committee, Wisconsin Child Support Enforcement Association, and others as assigned. 

E2. Provide coverage during absences of other Section staff, serve as back-up to specialized functions primarily performed by other staff, and assist other sections on a temporary basis due to workload, as needed or assigned. 

E3. Participate in the Child Support Modernization Project as requested or directed.	

E4. Brief Section, Bureau, Division and Department Management of progress and issues related to development, progress and implementation of project plans related to public outreach or other communication projects.

E5. Participate in the Child Support Modernization Project as requested or directed.	

KNOWLEDGE, SKILLS, AND ABILITIES OF THIS POSITION

1. Extensive knowledge, experience, or ability to work with federal and state laws, regulations, and administrative rules that govern the child support program.

2. Extensive knowledge and skills in the practice, procedures, and principles of program planning and analysis.

3. Extensive knowledge of the structure of state and local administration of the child support program, including a general knowledge of county government and courts.

4. Extensive knowledge of systems analyses to conceptualize direct and indirect effects of program and policy alternatives.

5. Considerable knowledge/experience or ability to work with the Kids Information Data System (KIDS) for inquiry and to develop business requirements for programming of policy.

6. Analytical and problem-solving skills (critical thinking, logical thinking), and ability to accurately and appropriately respond to specific details presented in a case or policy question.

7. High level of skill utilizing personal computer software programs including Word and Excel.

8. Solid working knowledge of the systems development life cycle methodology used for the automation of program policy and operations.

9. Ability to conduct user acceptance testing.

10. Ability to interact with Department managers as well as IS managers and staff in the completion of duties. 

11. Thorough and experienced ability to summarize and condense large amounts of information into clear and concise written documents. 

12. Considerable ability to provide leadership and coordinate group or team activities, engage in problem solving and conflict resolution, and work effectively with diverse groups in small or large settings. 

13. Advanced skill in negotiating agreements and developing compromise among diverse and often conflicting perspectives.
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