
Child Care Subsidy Specialist – Advanced
Department of Children and Families

Division of Early Care and Education

Milwaukee Early Care Administration – Authorization Services

POSITION SUMMARY
Under the general supervision of the Program Supervisor in the Child Care Authorization Section in the Department of Children and Families, Division of Early Care and Education, Milwaukee Early Care Administration (MECA), this position provides accountability and oversight of the Wisconsin Shares Program by serving as a lead worker and ensuring staff’s awareness and compliance with the state and federal laws, administrative rules and policies by reviewing quality standards within the authorization unit.
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. This position is responsible for reviewing child care eligibility, ensuring the parent has provided accurate and complete verification documents, applying appropriate state and federal policy, and completing authorizations in a timely manner.  

This position is required to perform case reviews to ensure that authorizations are being issued appropriately and in compliance with state and federal laws, administrative rules and policies in a call center environment. 
Additionally, this position serves as the main point of contact for the unit and other community partners (e.g., parents, foster parent agencies, W-2, etc.). It coordinates efforts with Department of Health Services, State of Wisconsin offices parallel to MECA, and other internal and external community partners regarding authorization issues. 

TIME
%
GOALS AND WORKER ACTIVITIES
30%
A.
Ensure that authorization requests are completed accurately and in a timely manner. 

A1.
In addition to processing regular authorization requests, receive authorization requests from Program Supervisor that may require more complex review and additional oversight for new or modified child care authorizations. 
A2.
Ensure child care authorization is completed accurately, utilizing knowledge of Wisconsin Shares program requirements.

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

A4.
Ensure hours are appropriate for each child and determine the basis for the authorization (attendance vs. enrollment). 

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), HOD (Host on Demand), CSAW (Child Care Statewide Administration on the Web), CCPI (Child Care Provider Information), and ECF (Electronic Case File). 
A6.
Evaluate the information obtained to determine whether fraud or other misappropriation has been committed or is being attempted, and refer cases appropriately.

A7.
Refer cases to, and work cooperatively with, the Provider Services Section and Program Integrity Section.

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.

A10.
Write and interpret information regarding authorizations to clients. 
30%
B.
Complex quality assurance review of completed authorizations to determine accuracy.

B1.
Use established quality assurance tools to monitor and review 15 cases. 

B2.
Review all phases of the case assessment including eligibility requirements and other documents to determine if the authorization was accurately applied.

B3.
Communicate with DHS Liaison for corrective action when discrepancies are found pertaining to eligibility issues.

B4.
Prepare and submit reports, summarizing findings along with recommendations as it pertains to potential training needs.
30%
C.
Function as Lead Worker within the Authorization Unit.

C1.
In consultation with the Program Supervisor, establish unit goals, objectives, and work programs and communicate these with staff on a regular basis. 
C2.
Develop, assign schedule and effectively monitor work activities and deliverables within the unit. 
C3.
Coordinate the work of the unit with other teams, units, sections, etc. 

C4.
Foster an atmosphere of open communication and support and counsel and direct staff effectively. This includes providing proper knowledge and skills, engaging staff in sharing section responsibilities. 
C5.
Monitor employee job-performance and provide input to the Program Supervisor in evaluating employee’s performance. Counsel employees and adjust work schedules and assignments as needed.

5%
D.
Provide training, assist, assign and review the work of Child Care Subsidy Specialists to
ensure compliance with state and federal laws, administrative rules and policies.

D1.
Assist with staff development by reviewing policies and training materials and making corrections to inter-departmental processes and procedures. 
D2. 
Work collaboratively with the training officers as it relates to staff development by reviewing policies and training materials.

D3.
Evaluate errors or miscalculations to determine if additional staff training is needed. Make recommendations to the area administrator and training officers on support needed. 
D4.
Serve on committees and workgroups to ensure that both internal and external community partners are aware of Child Care Eligibility Program requirements, fraud and prevention.
5%
E.
Provide miscellaneous section support duties.

E1.
Participate in supervisor and unit meetings.

E2.
Provide input/recommendations regarding improvement of unit operating efficiency.

E3.
Collaborate with other sections within MECA as needed. 
E4.
Perform other MECA duties associated within child care eligibility determinations, authorizations, or program integrity functions as directed by the supervisor.

E5.
Other duties or special projects as assigned by supervisor
KNOWLEDGE, SKILLS, AND ABILITIES
1. Knowledge of, and work experience in, economic support in a government social/human service agency.  

2. Extensive knowledge of and experience in childcare principles, practices and functions. 

3. Extensive knowledge of income maintenance program requirements (e.g., Child Care Subsidy, Foodshare, Badgercare, etc.), and eligibility and authorization standards. 

4. In depth knowledge of federal and state laws, regulations, standards and policies in child care eligibility and authorizations.
5. In depth knowledge of child care eligibility and authorization policies for the
6. W-2 program, foster care, special needs programs, and other approved activities. 

7. In depth knowledge of investigation practices to identity potential errors or fraud during the authorization process. 

8. Ability to gather and analyze complex information to formulate conclusions and recommendations. 

9. Ability to collect and verify data and input and retrieve data from automated systems. 

10. Knowledge of and experience with automated computer programs and systems used in Wisconsin Income Maintenance programs [e.g., CARES (Client Assistance for Re- employment and Economic Supports), CWW (Child Care Worker Web), HOD (Host on Demand), CCPI (Child Care Provider Information), CSAW (Child Care Statewide Administration on the Web), ECF (Electronic Case File), etc.]. 
11. Knowledge of quality assurance principles and practices. 

12. Ability to perform mathematical calculations

13. Effective oral and written communication skills including concise, factual presentation of material. 

14. Ability to effectively manage time, prioritize tasks and meet strict timelines. 

15. Ability to work independently and apply critical thinking techniques as needed.
16. Ability to effectively communicate over the phone and in person. 

17. Basic computer and data entry skills (email; internet, Microsoft Office and other automated data systems). 

18. Ability to establish and maintain effective relationships with clients, other employees, internal and external partners and contractors. 

