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DIRECTOR OF INVESTIGATION AND RECOVERY SERVICES








KIND OF WORK:  This is responsible professional administrative work in planning, organizing and directing activities of the Department of Investigation and Recovery.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for the development and maintenance of time accountability techniques to enable precise enumeration of transactions reimbursable or chargeable to a number of separate funds or agencies.  Work is performed under the general supervision of the Presiding Judge of the Circuit Court of Mobile County.  Instructions are received from the Court and the District Attorney within the framework of the law and general policies and procedures.  Supervision is exercised over the employees of the Department of Investigation and Recovery.





EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Plans, directs and evaluates the work of department employees; develops and maintains time accountability techniques; insures the adherence to terms of contracts with the State Department of Human Resources and other agencies; oversees the preparation and maintenance of financial records, insuring proper documentation; develops and maintains inventory control methods; prepares the annual budget; compiles a variety of complex statistical and accounting data; directs domestic relations court investigations; schedules cases for court referees; insures the proper processing of court orders and decrees; resolves difficult complaints and answers inquiries from court officials and other agencies; prepares and presents case findings orally, in writing or in the form of testimony as a witness in a court of law;   plans and implements employee training programs; performs related work as required.  





ESSENTIAL REQUIREMENTS OF THE WORK:  Comprehensive knowledge of management principles and practices; thorough knowledge of administrative and clerical functions involved in accounting, record keeping and statistical procedures; thorough knowledge of court procedures and practices in dealing with support cases; good knowledge of the services provided by functionally related agencies; ability to conduct investigations, analyze findings and prepare concise and complete reports; ability to testify objectively as to knowledge gained from investigations; ability to establish and maintain effective working relationships with the Courts, the District Attorney, litigants, other employees and the general public.  





MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in business administration, psychology, counseling or a closely related field and a minimum of five years' supervisory and administrative experience, preferably in court or social casework administration; or a combination of education and experience equivalent to these requirements. 





SPECIAL REQUIREMENT:  Must possess a valid Alabama Driver's License. 
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