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DISTINGUISHING FEATURES OF THE CLASS: Conducts investigations to determine the location, financial and
medical status of individuals legally responsible to support their dependents. This position involves varied duties related
to verifying the absence of a legally responsible relative from a household, locating the individual and assessing the
possibility of obtaining support for their dependents. This position differs from that of Social Services Investigator in that
there is no responsibility for fraud investigation. The work is performed under the general supervision from either a
higher level investigator or the Coordinator of Child Support Enforcement allowing incumbents considerable leeway in
carrying out specific tasks with legal guidance. Incumbent does related work as required.

TYPICAL WORK ACTIVITIES: (Illustrative Only)
Interviews recipients and applicants and their relatives, neighbors and others in an effort to obtain information concerning

the whereabouts of certain individuals;
Interviews unwed mothers in an effort to determine the feasibility of pursuing court action to establish paternity;
Compiles information necessary to file a Family Court petition and obtain a Family Court order directing individuals to

make support payments;
Contacts banks, insurance companies, other government agencies, and employers to determine financial resources of

individuals legally responsible for the support of others;
Contacts and interviews all parties thought to possess inforn1ation on the whereabouts of an individual;
Notarizes petitions and affidavits as necessary;
Contacts other governmental institutions in an effort to locate individuals;
Furnishes State Parent Locator Service with required information when local investigations fail to locate an absent parent;
Refers cases of suspected fraud to the appropriate investigative unit;
Prepares reports, petitions, and court orders as necessary;
Monitors and takes necessary action on reports;
Maintains a continuous case file of progress and results of investigations;
General computer knowledge and ability;
May represent the Department of Social Services in court proceedings;
May serve summons, subpoenas and other legal papers directed to assist in pending court proceedings.

FULL PERFORMANCE, KNOWLEDGE, SKILLS, ABILITIES, AND PERSONAL CHARACTERISTICS:
Strong knowledge of investigative techniques used in determining the location and financial status of individuals; Strong
organizational skills; good knowledge of office terminology, general computer knowledge, and modern methods used in
keeping and checking financial records and repOlis; ability to understand and interpret laws concerning support cases;
ability to prepare written material; ability to communicate effectively with co-workers and clients; possess strong
organizational skills; physical condition commensurate with duties of the position.

MINIMUM QUALIFICATIONS:

(A) Graduation from a regionally accredited or New York State registered college or university with an Associate's
Degree; or

(B) Graduation from high school or possession of a high school equivalency diploma and (2) two years of
interviewing or investigation experience involving public contact; or

(C) An equivalent combination of tTaining and experience as stated in A and B.

SPECIAL REQUIREMENT: Possession of an appropriate New York State Driver's license at the time of application.


