
IONIA COUNTY, MICHIGAN
POSITION DESCRIPTION

FRIEND OF THE COURT INVESTIGATOR/FACILITATOR


Department:	Friend of the Court Office                     
 
Reports To:	Friend of the Court Referee - Administrator         

Pay Grade: 12; $25.70 – 31.47 per hour, 35.5 hours/ week
		
	

Purpose of Position

Under supervision of the Friend of the Court Referee-Administrator, the Investigator/Facilitator performs a variety of duties in resolving conflicts of custody, parenting time, and child support in the best interest of the children.

Essential Duties and Responsibilities

The following duties are normal for this position.  These are not to be construed as exclusive or all-inclusive.  Other duties may be required and assigned.

· Complies with all applicable codes, laws, rules, regulations, standards, policies and procedures; initiates any actions necessary to correct deviations or violations.

· Adheres to established safety procedures; monitors work environment and use of safety equipment to ensure safety of employees and other individuals.

· Meets and interviews with clients and their children; investigates, makes assessments and assists clients with decisions regarding their children; attempts to resolve conflicts.

· Conducts Facilitative Information Gathering (FIG) conferences with parties and, in the absence of an agreement by the parties, makes determinations that become the immediate and interim order of the Court on child support, child custody, and parenting time issues.

· Investigates and determines client's income; determines child support using the Michigan Child Support formula.

· Responds to written correspondence, client telephone calls, and "walk-ins."

· Prepares and presents various legal/court documents including petitions, stipulations, orders, and others.

· Communicates, confers, and interacts with other agencies' professionals, employers, attorneys, teachers/school personnel, jail personnel, and coworkers.

· Conducts home investigations.

· Testifies in Court regularly.

· Approves Court orders and judgments of divorce.

· Gains verifications through Court orders.

·  Maintains files and filing systems.

· Assists with the development of office policy and procedures; may represent office/Friend of the Court in his/her absence.

· Keeps current and up to date on latest developments in field by attending seminars, workshops, meetings, and reading industry journals and literature.

· Performs other related essential duties as required.


Minimum Training and Experience Required to Perform Essential Duties and Responsibilities

· Bachelor's degree in psychology, social work, counseling, or related field plus three to five years of experience in a related field; or any equivalent combination of education, training and experience which provides the necessary knowledge, skills and abilities.

· Proficient in Microsoft Word

· A valid Michigan driver's license is required.


Minimum Physical and Mental Abilities Required to Perform Essential Job Functions

        Physical Requirements

· Ability to operate a variety of office machines including calculator, copier, computer, telephone system, fax machine, etc.

· Ability to exert physical effort in light work including routine stooping, kneeling, crouching, and reaching; tasks requiring visual perception and discrimination.


       Mathematical Ability

· Ability to add, subtract, multiply, divide, calculate decimals and percentages, utilize statistics and statistical theory, use algebraic principles/techniques, and measure data.


       Language Ability and Interpersonal Communication

· Ability to comprehend and correctly use a variety of informational documents including psychological reports, counselors' reports, drug/alcohol assessments, questionnaires, affidavits, referrals, medical reports, police reports, and other reports and records.

· Ability to comprehend a variety of reference books and manuals, including FOC Manual, law books, statutes, Family Law Journal, Child Support Manual, and others.


· Ability to prepare recommendations, Court orders, stipulations, memoranda, correspondence, and other job-related documents using prescribed format and conforming to all rules of punctuation, grammar, diction, and style.

· Ability to accurately record and deliver information, meet deadlines, and maintain confidentiality of restricted information.

· Ability to make independent judgments, use common sense, and utilize the principles of influence and rational systems in the performance of tasks.  

· Ability to learn and understand legal, medical, counseling, and accounting terminology, language, principles, and techniques; ability to expound on knowledge of topics related to primary occupation.

· Ability to work under stressful conditions, to respond immediately to crisis situations, and to balance priorities within and between offices/departments.

· Ability to maintain personal composure and tactfully handle difficult situations and interpret questions correctly; ability to behave in a friendly, understanding, helpful, and professional manner.

· Ability to counsel and mediate; ability to persuade, convince, and influence others; ability to advise and interpret on the application of policies, procedures and standards to specific situations; ability to explain, demonstrate and clarify to others within well-established policies, procedures and standards.

· Ability to communicate effectively with immediate supervisor, clients (parents and children), coworkers, attorneys, judges, counselors, teachers/school personnel, other County personnel, and the general public verbally and in writing; ability to speak with and before others with poise, voice control, and confidence using correct English and well-modulated.


        Environmental Adaptability

· Ability to work effectively in an office environment, client homes, court, and other locations; ability to work in an atmosphere and environment of potential violence, threats, upset/irate individuals, and highly emotional persons.





