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Regional YC Financial Specialist (Continued)

MONTANA JUDICIAL BRANCH

REGIONAL YC FINANCIAL SPECIALIST
Nature of Work: 

This position is responsible for assisting in financial and data analysis functions of the Judicial Branch through effective administration of diverse programs.  The position creates and maintains methods of fiscal accountability for funds appropriated for the placement of youth offenders and the provision of prevention and other services to youth.  This position provides program and financial services to Youth Courts.  Maintains fiscal accountability of juvenile placement funds by interpreting and implementing program policy based on state and federal guidelines using thorough knowledge of computer software and available funding sources.

This position accesses various financial resources, federal, state and private, as a means to optimize the use of general funds for a youth who has been recommended for out-of-home placement.  This position provides program support in interpretation of applicable laws and rules, instruction in the automated systems, i.e., Child and Adult Protective Services Program (CAPS) and Juvenile Court Assessment and Tracking System (JCATS).   
Essential Functions:   (Any one position may not include all of the duties listed, nor do the

examples cover all the duties which may be performed)

· Reviews and approves CAPS payments for youth in out-of-home placements.  Analyzes CAPS provider payment data to ensure placements are paid at the contracted rates using correct funding sources.    Identifies incorrect payments to providers and initiates corrective actions.  Acts as liaison between youth court staff, providers, office of court administrator staff and other branch personnel in resolving provider financial issues.
· Reviews entry of payments made through CAPS in JCATS.  Requests corrections by youth court staff as necessary.  Assists fiscal personnel in monthly reconciliation of payments made through CAPS in SABHRS and JCATS.  
· Analyzes by Judicial District, monthly placement expenses to identify expense trends in the various types of placement facilities and to determine that monthly expenses are within budget limits.

· Provides monthly budget status report to Chief Probation Officers detailing budget activity including accurate allocation of Social Security benefits and cost of care contributions.
· Assists judicial districts to prepare for appearance before the Cost Containment Review Panel when requests for additional juvenile placement funds are necessary.
· Follows policies and procedures to effectively manage trust accounts for youths placed out-of-home.  
· Verifies that Youth Placement Committee and placement reviews are done to ensure that continued placement of youth is necessary and within budgetary limits.
· Monitors temporary shelter care placements and expenses and reports status to probation officers.
· Provides assistance and instruction on fiscal matters and the CAPS and JCATS systems to Youth Court personnel.
· Implements investigative techniques and accounting principles necessary to establish and collect cost of care contributions for youth in out-of-home placements. 

· Attends Youth Placement Committee meetings to initiate investigation of financial resources for out-of-home placement.  
· Manages cases containing diverse financial issues while maintaining confidentiality and security of individual financial information.  
· Establishes cost of care contributions due from parent(s) using Montana Child Support guidelines by analyzing, evaluating and interpreting information provided by parents and/or legal guardians through interviews, financial affidavit and accompanying documentation as well as information from other agencies.
· Initiates administrative and court related process to secure cost of care contributions including preparation of court documents.
· Monitors accounts of parental cost of care contributions for payments and or delinquencies.  Initiates income withholding orders as necessary.
· Determines youth who have Social Security benefits and applies for change in representative payee status. 
· Responds to inquiries regarding contribution determinations using knowledge of Medicaid, Federal IV-E, Social Security, mental health and other public assistance programs to optimize use of available funding for out-of-home placements.
· Assists fiscal personnel in monthly reconciliation of trust accounts and parental contributions accounts in SABHRS.
· Assists Chief Probation Officers in developing PIF plans to develop programs and services for youth. 
· Upon approval of PIF plan, coordinates with Chief and contract officer to develop contract or MOU to implement program or service.
· Invoices for payments from PIF funds are entered in JCATS by youth court personnel and approved by Chief and then forwarded to Financial Specialist who will review supporting documentation, ensure accurate JCATS entry and submit to OCA for payment processing.
· Assists fiscal personnel in monthly reconciliation of payments made through SABHRS to JCATS.    
· Assists Chief Probation Officers in contract monitoring to ensure that services under contract are being provided to youth by providers following established protocols.   
Knowledge, Abilities and Skills:

Working knowledge of principles and practices of public administration and business management; governmental accounting principles.

Knowledge of computer technology.

Knowledge of judicial branch programs and funding; Montana laws and Administrative Rules; legal processes.

Knowledge of contract management and monitoring.

Knowledge of office management practices, and principles of evaluation and research.

Skill in the operation of personal computers and peripheral equipment.  
Knowledge of database, word processing; spreadsheets and computer software systems.

Ability to work independently.

Ability to analyze data and communicate results.

Ability to communicate effectively both orally and in writing.

Ability to work under time lines with high attention to detail.  
Ability to prioritize duties; ability to plan, organize, implement and evaluate service delivery systems.
Working Conditions:

Work is performed primarily in an office.  Occasional travel is required.
Physical Demands:

Secure office conditions with occasional travel required.  Collection of information necessary to determine cost of care contributions requires contact with family members who may be extremely upset and/or hostile.
Qualifications:

Possession of an Associate’s degree from an accredited college or university in accounting, finance or a related field . Three years of progressively responsible experience in an accounting or financial field.  Experience using SABHRS, CAPS, JCATS preferred.  Other combination of related education and experience will be considered on a case by case basis.

Licensure and Certification Requirements:

None
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