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CHILD SUPPORT SPECIALIST I

DEFINITION

Under close supervision, performs a wide variety of child support duties consisting of
maintaining a caseload, locating and interviewing custodial and non-custodial parents and
others to elicit factual information for the purpose of establishing child support obligations and
enforcing child support laws; arranges for support payments when possible; prepares cases for
court hearings as necessary; and performs related work as required.

DISTINGUISHING CHARACTERISTICS

Child Support Specialist I is the entry/trainee level in the Child Support Specialist series.
Employees in this class receive in-service training, and are given detailed instructions in the
performance of duties related to child support laws, regulations, and a broad range of child
support casework activities. As requisite skills and knowledge are developed, greater
independence and the full scope of responsibility are exercised. Employees are expected to
promote to Child Support Specialist II after one year of satisfactory performance at the
entry/trainee level.

REPORTS TO

Director of Child Support Services or Assistant Director of Child Support Services or as 
assigned.

CLASSIFICATIONS DIRECTLY SUPERVISED

None.
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EXAMPLES OF DUTIES

 Manages a general caseload consisting of child support legal actions and the
establishment, enforcement and collection of child support payment obligations based
on established guidelines.

 Coordinates appointments for personal interviews with custodial and non-custodial
parents, employers, and attorneys.

 Develops and analyzes information for the establishment of paternity.
 Uses a variety of methods, systems and procedures for locating information on

custodial and non-custodial parents' assets, income, and liabilities.
 Evaluates income and expense data of custodial and non-custodial parents to

determine and recommend child support payment obligations based on established
guidelines.

 Responds to general inquiries and explains general child support laws, court orders,
rules, regulations, and policies to public and staff.

 Participates in interviews to secure support agreements and to persuade responsible
parties to make payments without recourse to legal action.

 Prepares and processes legal documents necessary for the Documents and updates
customer information, contact information, case actions/history logs, and records using
a state-wide automated system.

 Provides case status information, explains the complaint resolution process, and
answers case specific questions for all involved parties ensuring the verbiage used
cannot be interpreted as legal advice.

 Applies federal, state, and local codes, procedures, and rules in establishing and
processing child support cases.

 Coordinates and/or conducts genetic tests when needed.
 Takes sworn statements from the custodial parent and non-custodial parent, and

arranges or facilitates DNA testing in cases where paternity is in question.
 Evaluates income and expense data of custodial and non-custodial parent to determine

support capability; reviews financial history to determine arrears obligation.
 Explains legal requirements and the calculation of support payments to custodial and

non-custodial parents and other involved parties.
 Issues Summons and Complaints and Proposed Judgments to establish paternity and

support orders and enforces those orders through wage assignments and other legal
actions.

 Obtains and enforces health insurance orders.
 Recommends cases for prosecution, prepares legal documents for court filing, assists

attorneys in preparing cases, and testifies in court as necessary.
 Initiates and processes such legal actions as subpoenas, orders to show cause,

registration of foreign support orders, notices of assignment, writs of execution, property
liens, orders of examination, and contempt of court actions pertaining to the
enforcement of child support.
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 Responds to and investigates complaints from custodial and non-custodial parents
regarding hidden assets and/or "under the table" employment.
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 Accesses computerized databases and maintains computerized files. Responds to and
complete numerous daily, weekly, and monthly automated task lists.

 Responds to inquiries from the public, private attorneys, appointed and elected officials.
 Provides case status information and interprets child support statutes, regulations, and

procedures to custodial and non-custodial parents.
 Performs related duties as assigned.

TYPICAL PHYSICAL REQUIREMENTS

Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand
coordination; corrected hearing and vision to normal range; verbal communication; use of
office equipment including computers, telephones, calculators, copiers, and FAX.

TYPICAL WORKING CONDITIONS

Work is performed in office and courtroom environments; continuous contact with staff and the
public.

Child Support Specialists are expected to handle a high volume of work which is deadline
driven. Applicants must be able to prioritize, plan and project their work, but at the same time
be flexible to changes at any moment, such as unscheduled visits from clients. They perform in
a high-paced work environment.

It is important to understand that the actions you take as a Child Support Specialist impact the
lives of clients and their families, both emotionally and financially.



Last Revised:  07/2001

CHILD SUPPORT SPECIALIST I – 4

DESIRABLE QUALIFICATIONS

Knowledge of:

 Civil and criminal law, and Federal and California laws and regulations pertaining to the
establishment, and enforcement of child support obligations.

 Sources, methods and techniques used to locate non-custodial parents, relatives and
related persons, assets, income, and liabilities.

 Techniques and methods for establishing paternity.
 Child Support specific collection methods and techniques.
 Legal terminology used when explaining legal procedures to customers or the public.
 When and how to prepare and process a variety of child support related legal

documents in a clear and concise manner.
 The structure and content of the English language.
 Basic mathematics and business arithmetic, including addition, subtraction,

multiplication, division, fractions, percentages, and decimals.

Ability to:

 Apply specialized Federal child support laws and procedures as they apply to
intergovernmental and international cases.

 Explain child support procedures, regulations, and requirements to individuals from a
wide variety of educational and cultural backgrounds.

 Use effective interviewing techniques to interview a wide variety of people, over the
telephone and in person.

 Use patience, tact and courtesy in firmly dealing with people who may be
uncooperative, unreasonable, angry, upset, or hostile.

 Collect DNA samples to establish paternity.
 Use sound independent judgment to analyze factual information, situations, and people.
 Understand financial records such as tax records, income and expense reports, and

employer earnings records to determine the amount of child support payment
obligations.

 Compile multiple pieces of information clearly and concisely into an organized and
understandable written report or oral presentation.

 Organize work and set priorities in order to meet critical deadlines with minimal
direction.

 Exercise initiative within the limits of assigned duties.
 Maintain the confidentiality of sensitive or personal information.
 Establish rapport and maintain effective working relationships with coworkers, courts,

attorneys, other agencies, and the public.
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 Be flexible and supportive of change.
 Ability to prioritize multiple assignments having conflicting deadlines.
 Effectively use computer and other resources to prepare and manage cases.
 Enforce mandatory guideline child support orders that may not seem reasonable.
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 Attach the wages of non-custodial parents who then allege they will not be able to
support their current family.

 Revoke driver's licenses, required employment and professional licenses, and
passports.

 Demonstrate sensitivity toward homeless individuals and families.
 Understand the responsibilities relative to mandatory reporting of child and adult abuse.

Training and Experience:

Two (2) years of full-time clerical experience which included interaction with the public;
OR

One year of full-time experience performing debt collections duties which included
interviewing others for the purpose of collecting information;

OR
One year of full-time experience performing duties of a Child Support Assistant I or
Office Assistant II in a Child Support Services Department;

OR
Completion of 60 semester or 90 quarter units of college. Qualifying experience or
education may be combined in order to meet the above requirements. When combining
education and experience, fifteen (15) semester units or twenty-two (22) quarter units
equals six months of experience. 

Special  Requirements: Must possess a valid driver’s license at time of application and a
valid California Drivers License by the time of appointment. The valid California License
must be maintained throughout employment. Eligibility for employment for those who do
not meet this requirement due to disability will be reviewed on a case-by-case basis by the
appointing authority.

Some positions may require possession of special language proficiency as a bona fide
qualifications standard. In these cases, candidates must demonstrate that they possess the
required skills.

Must pass a Department of Justice (DOJ) background check as required under IRS
Publication 1075 as a condition of employment.

All County of Plumas employees are designated Disaster Service Workers through state
law (California Government Code Section 3100-3109). Employment with Plumas County
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requires the affirmation of a loyalty oath to this effect. Employees are required to complete
all Disaster Service Work related training as assigned, and to return to work as ordered in
the event of an emergency.
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