2017 PROGRAM SPECIFICATION

Professional Services Group












PROGRAM #:
657
STANDARD PROGRAM:   Data Clerk – Delinquency Unit


TARGET POP:  












ACCOUNT #:    
1556990

  2017:
UNITS
:  Actuals

CLIENTS:  N/A


ALLOCATION:
TBD


UNIT DEFINITION:









FUNDING SOURCE(S):




OJA JJ Reform
GEOGRAPHICAL AREA TO BE SERVED:

Racine County


DAYS/HRS OF SERVICE AVAILABILITY:

Monday-Friday
DEFINITION OF CLIENT ELIGIBILITY:



MINIMUM STANDARDS:

Provider must agree to comply with the following terms and conditions:


-
Standard contract language


-
Certification standards where applicable


-
Fiscal and program reporting criteria


-
Allowable Cost Policy


-
Audit criteria


-
Policies and procedures as defined in Racine County Human Services Department Contract Administration Manual


-
Maintain adequate liability coverage

-
Recognize that authorization for services is approved by Racine County Human Services Department.


-
All informational materials (program descriptions, brochures, posters, etc.) must identify it as a RCHSD program through the use of a standardized RCHSD format provided by Racine County.


-
The program must be identified as a RCHSD program in all public presentations and media contacts/interviews.

PROGRAM DESCRIPTION:

Data Clerk – HSD Delinquency Unit
REPORTS TO:
Supervisor of the RCHSD Delinquency Unit & Supervisor of ILP, WSY, PEPS, Child Care Administration, WDC Case Management, Kinship Care, Foster Care, and Direct Service Provider

JOB SUMMARY:

This position provides social work services to RCHSD Youth and Family Division Administration to help facilitate the gathering and recording of data concerning Juveniles adjudicated delinquent.  Data gathering will conform to the requests of the Juvenile Detention Alternative Initiative (JDAI).

ESSENTIAL FUNCTIONS:

· Document all case work activities to ensure compliance with county, state and federal requirements.   

· Utilize effective oral and written communication skills.                                                                     

· Utilize advanced knowledge to:


    ○  Gather and record data accurately.


    ○  Work RCHSD Youth and Family Division Administration collaboratively to ensure data is accurate and timely.

· Possess knowledge of Wisconsin State Statutes Chapter 51, 48, 938, 55, and 880.

· Maintain working relationship with case managers, other professionals both within and outside the agency and with other community resources.

· Report progress to Racine County Human Services Department and make appropriate recommendations.

· Ability to operate a motor vehicle safely and obey all traffic laws.  Must have reliable transportation on a daily basis, a valid driver’s license and automobile insurance.

· Other duties as assigned.

JOB REQUIREMENTS AND QUALIFICATIONS:

Education and Training

· Must have a High School Diploma and be enrolled in a Bachelor’s program in the field of social work, criminal justice or other related field.

· Position must keep current on information pertaining to the JDAI program.

· Must possess valid Wisconsin driver’s license.

Knowledge, Skills and Abilities:

· Ability to read, speak and write clearly in English.

· Ability to exercise good judgment and discretion in establishing work schedule.

· Must be able to work cooperatively and collaboratively with Human Services Department.

· Must establish and maintain productive and professional relationships with clients, colleagues, the school district, and other community agencies.

· Must maintain client confidentiality.

· Ability to prioritize and make appropriate decisions.

· Ability to work independently and effectively manage time.

· Must have prompt and regular attendance.

· Must possess strong oral and written communication skills.

· Ability to work with and understand the needs of a widely diverse client population including but not limited to people experiencing problems with: abuse/neglect, AODA, mental illness, varied disabilities, parenting skills, self-esteem, problem solving skills, living arrangements, interpersonal relationships, economics and money management, self care skills/limitations, mobility, education/training/employment.

· Ability to follow directions and implement recommendations.

· Possess creativity in identifying problems and solutions.

· Ability to self-motivate and remain on task.

· Knowledge of applicable federal and state statutes, Child Welfare ongoing standards, regulations, and both agency’s policies and procedures.                                              

· Knowledge of and experience with court testimony and protocol.
· Ability to operate standard office equipment including telephone, fax, copy machine, shredder and computers with various software programs.

OTHER INFORMATION:

· Ability to sit, stand and drive throughout the day.

· Ability to tolerate environmental conditions such as air conditioning, dust, or odors.

· Ability to lift and move objects weighing up to 50 pounds.

· Must possess visual acuity

