Forest County Job Description
Forest County Human Services Department

Position Title: Human Services Department Director

Department: Forest County Human Services Department (FCHSD)

Reports to: Human Services Board and County Administrative Coordinator
FLSA Status: Full-Time — Salary Exempt

Grade:

[.  Position Summary:

Provides professional management over department employees and a complex human services
system, as provided for under Wisconsin Statutes 46.23. The position has overall responsibility
for the administration of the department, including planning, developing, and managing the
budget, all human services programs and services. Position consistently exercises independent
judgment and discretion under the supervision of the Human Services Board, County Board, and
the rules and regulations promulgated by the Department of Health Services, Department of
Children and Families Services, Department of Corrections, Greater Wisconsin Agency on
Aging Resources, Department of Administration, and the policies and procedures of Forest
County. The person in this position is responsible for managing numerous county human
services programs that currently include, but are not limited to, Economic Support (Ch49), Child
Welfare (Ch48), Youth Aids (Ch938), Behavioral Health and Substance Abuse (Ch51 and
Ch45), Prevention Programming, Children’s Long Term Support, Birth to Three, Elder
Abuse/Adult Protective Services (Ch55), and Emergency Management functions related to
Human Services work (Ch323).

II. Essential Job Functions

- Administer the Human Services Department budget in accordance with state,
federal, and County regulations.

- Plan, administer, supervise, and evaluate, directly and through delegation, the
responsibilities and performance of staff and contract agencies to ensure the
efficient and effective operation of the programs.

- Establish and maintain sound personnel practices, including periodic
evaluations and disciplinary actions as necessary and as delegated by the
Board.

- Plans, implements, and directs service delivery, policy development, and
department organization.

- Provide all functions of personnel recruitment, supervision, and direction to all
Human Services Department staff and as delegated to the County Board.

- Provides and administers personnel, program, and budget development and
reporting to the Human Services Board and other County Board Committees.

- Establishes and coordinates the department's respective roles with other
community organizations and state and federal government.

- Assess community needs, work with other community leaders and agencies,
and develop plans for the department programs to meet community needs.



I1.

Supervises and recommends the development of annual purchase of service
contracts.

Participate as requested in the areas of civil rights compliance, affirmative
action, ADA, risk management, etc.

Serve as the Civil Rights Compliance Coordinator, Limited English Proficiency
Coordinator, and Equal Opportunity Employer Coordinator.

Required to maintain effective communication, both written and oral, with
County Supervisors, Staff, other County Departments, news media, law
enforcement, State and Federal agency representatives, and the general public
(serve on numerous Committees —local and other).

Responsible for Health Insurance Portability and Accountability (HIPAA) related
duties pertaining to Human Services data.

Consult with agency staff as part of on-call responsibilities (related to
Emergency Detentions (Chapter 51 and 55), Child Protective Services (Chapter
48), Youth Justice (Chapter 938), etc.).

Participate in regular internal monthly staff meetings and maintain other forms of
intra-departmental communication.

Serve as the complaint investigator and appeals coordinator for all HS
programming; attend court hearings as necessary.

Assist with screening decisions and other related report reviews to Child
Protective Services, Child Welfare, Elder Abuse, and Adult Protective Service
reports.

Serve on numerous county committees and represent the department and
county on human service-related Boards (Income Maintenance Consortium,
Wisconsin Counties Human Services Association).

Other Duties as Assigned.

Supervisory Requirements:

Follow Forest County’s employment policies and applicable laws.
Provide all recruitment, supervision, and direction functions to all staff in the Human
Services Department.

Qualifications:

Graduation from an accredited college with a bachelor’s or master’s degree related to the
delivery of human services, business management, or a closely related field is required
(past experience and education may be considered to meet this requirement), and
Minimum of two years of experience in county social’human services agency
administration or a closely related field.

Minimum of five years of experience in an administrative and supervisory capacity or
equivalent combination of training and experience that provides equivalent knowledge,
abilities, and skills.

Knowledge of principles and practices of community organization and human service
delivery.
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- Knowledge of local, state, and federal resources and issues relating to funding and
development of programs affecting elderly and disabled individuals.

III.  Essential Knowledge, Skills, and Abilities:

- Knowledge, understanding, and interest in the services provided through the Human
Services Department; and community services commonly used to address the problems
of children, youth, and families; individuals needing alternate care; alcoholics and other
drug users, developmentally disabled individuals; individuals and families with mental
health problems; and individuals and families unable to meet basic financial needs.

- Knowledge of county and state budgeting and planning systems.

- Knowledge of administrative practices and procedures, budgeting and fiscal
management, public administration, and personnel management.

- Ability to manage and supervise personnel.

- Ability to effectively plan, implement, and evaluate human services department
programs.

- Ability to establish and maintain effective working relationships with the public, agency
personnel, governmental committees, and boards, clients and their families, and
representatives of other human service providers.

- Ability to direct financial plans, including the maintenance of fiscal controls.

- Effective communication skills, both verbal and written, is required

- Considerable knowledge of various agency reporting systems.

- Ability to counsel and mediate for the purposes of client case management and personnel
management.

- Ability to maintain strict confidentiality of all client information, records, and office
operations. Treats clients, coworkers, and the general public with dignity regardless of
race, color, creed, disability, or nation of origin.

- Ability to operate in a continually changing and fast-paced environment.

- Ability to advise on and interpret the application of policies, procedures, and standards to
specific situations.

- A thorough knowledge and ability to interpret Wisconsin Statutes as they apply to
program areas.

- Ability to travel. Must possess a valid driver’s license and have access to reliable
personal transportation with adequate auto insurance to meet minimum County
requirements or other reliable means for local and state-wide travel.

IV.  Physical Requirements:

The physical demands and work environment characteristics described here are representative
of those that must be met by an employee to successfully perform the essential functions of this
job. Reasonable accommodations may be made to enable individuals with disabilities to perform
the essential functions.

Mostly sedentary in a typical office setting. Frequent walking and standing. Employee has
frequent contact with public. The employee must frequently lift and/or move up to 35 pounds
and occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job



include close vision, color vision and ability to adjust focus. Essential functions require a high
level of concentration and attention to detail.

Forest County is an Equal Opportunity Employer. In compliance with the Americans with
Disabilities Act, the County will provide reasonable accommodations to qualified
individuals with disabilities and encourages both prospective employees and incumbents to
discuss potential accommodations with the employer.

THIS DESCRIPTION DOCUMENTS THE GENERAL NATURE AND LEVEL OF
RESPONSIBILITY ASSOCIATED WITH THIS POSITION. IT IS NOT INTENDED TO BE A
COMPREHENSIVE LIST OF ALL ACTIVITIES, DUTIES AND RESPONSIBILITIES
REQUIRED OF INCUMBENTS. IT IS NOT INTENDED TO LIMIT OR MODIFY THE
RIGHT OF ANY SUPERVISOR TO ASSIGN, DIRECT, AND MONITOR THE WORK OF
EMPLOYEES UNDER SUPERVISION.

Approvals: Approved by:

Department Head: Date:

Employee Acknowledgement:

I acknowledge that I have received a copy of the Forest County Human Services Department
Director job description and understand that it is my responsibility to read and understand it. I
can perform the essential functions as outlined with or without reasonable accommodation. I
understand that this job description may be used to evaluate my duties' performance. If I have
any questions about this job description or my job duties, I understand that I should ask the
County Administrative Coordinator or the Forest County Human Service Board.

Forest County is an Equal Opportunity Employer that does not discriminate on the basis of any
Wisconsin or Federal projected classification. In compliance with the ADA, Forest County will
provide reasonable accommodations to qualified individuals with disabilities and encourages
prospective employees and incumbents to discuss accommodations with their employer and/or
supervisor.

Signature Date

Printed Name



