
 

 
 
 

JOB VACANCY POSTING 

POSTING #:    204-21 ISSUE DATE:   September 1, 2021 

TITLE:   PROGRAM SUPPORT SPECIALIST 2 ASSISTANCE 
PROGRAMS 

CLOSING DATE: September 15, 2021 

LOCATION:   Department of Children and Families 
Office of Monitoring 
50 East State Street 
Trenton, NJ 08625 

 

POSITIONS:  25 RANGE:  P 24        

DISTRIBUTION:   STATE WIDE SALARY:  $63,897.91 - $90,711.70 

SCOPE OF ELIGIBILITY:  Open to employees who are permanent in a competitive title with underlying permanent State service as a 
promotional or lateral opportunity, subject to current promotional and hiring restrictions. 

DEFINITION:  Under the direction of a Supervising Program Support Specialist or other supervisory official in a state department or agency, 
or in a community or institutional setting, is responsible for performing activities to maintain, monitor and/or implement client 
services/assistance programs; May take the lead over entry level Program Support Specialist staff; conducts program related site visits, 
studies, and investigations as needed; does other related work as required. 
 

The NJ Department of Children and Families seeks monitors to report within the Office of Monitoring. DCF is one of the nation’s premier child 
and family serving agencies, responsible for the State’s child welfare and child protection systems, NJ’s innovative system to provide treatment 
and allied services to support children with significant behavioral health challenges and/or intellectual or developmental disabilities (NJ 
Children’s System of Care), and NJ’s statewide network of domestic violence and sexual assault programing. The Office of Monitoring (OOM) 
is responsible for conducting comprehensive, annual assessments of the quality of practice and services delivered by contracted providers 
serving New Jersey’s children and families. Monitoring approaches include the use of standardized instruments for reviews of case records, 
site visits, and interviews with service referents, clients, and community stakeholders.  The OOM will evaluate provider agency performance 
on critical state priorities, including assessment of quality, constituent and referral experience, adherence to service models, and examination 
of service outcomes Reporting to an OOM Supervisor, the Monitor is responsible for the following: 
 

• Evaluating the contracted service network’s performance and practice relating to DCF standards, levels of service, and service 
models. 

• Conducting remote and on-site reviews of contracted provider records to analyze and synthesize information documented using 
standardized evaluation instruments.  

• Scheduling and interviewing service referents, clients, and community stakeholders using standardized instruments. 
• Compiling and entering monitoring information data into electronic monitoring system. 
• Reporting any critical unattended safety and risk issues that emerge during the monitoring process.   
• Attend exit and entrance conferences. 
• Participating and supporting Departmental Continuous Quality Improvement (CQI) efforts.  
• Aiding in the enhancement of data collection tools and participating in inter-rater reliability training to increase the validity of statistical 

data. 
• Communicating professionally with colleagues and provider agencies through open and interactive communication. 
• Traveling throughout the state to perform job duties. 
• Other duties as assigned. 

 
 

REQUIREMENTS 
 

EDUCATION: Graduation from an accredited college with a Bachelor's degree. 
 

EXPERIENCE:  Two (2) years of experience in a public or private agency having responsibility for analyzing, monitoring, maintaining or 
implementing social service, economic assistance, community service, sustenance (food), or any other human support/assistance program. 
 

NOTE:  Applicants who do not possess the required education may substitute experience as indicated on a year-for-year basis. 
 

NOTE:  A Master's degree in Social Work, Psychology, Education, Public Administration, Business Administration, or a related field may be 
substituted for one (1) year of the required experience. 
 

RESUME NOTE: Eligibility determinations will be based upon information presented on the resume only. Applicants who possess 
a degree from a college or university outside the United States must provide an evaluation of one’s transcripts from a recognized 
evaluation service at the time of submission by the above closing date. Failure to do so may result in your ineligibility. 
 

LICENSE:  Appointees will be required to possess a driver's license valid in New Jersey only if the operation of a vehicle, rather than employee 
mobility, is necessary to perform the essential duties of the position. 
 

NOTE: APPLICABLE SPECIAL RE-EMPLOYMENT LIST ESTABLISHED AS A RESULT OF A LAYOFF WILL BE USED BEFORE ANY 
APPOINTMENTS ARE MADE. 

IMPORTANT NOTICE 
RESIDENCY - Effective 9/1/11, NJ PL 70 (NJ First Act), requires all State employees to reside in New Jersey, unless exempted under the 
law, or current employees who live out-of-state and do not have a break-in service of more than 7 calendar days, as they are “grandfathered.”  
New employees or current employees who were not grandfathered and who live out-of-state have one year after the date of employment to 
relocate their residence to New Jersey or request an exemption.  Current employees who reside in NJ must retain NJ residency, unless he/she 
obtains an exemption.  Employees who fail to meet the residency requirements or obtain an exemption will be removed from employment. 

Electronic Filing: 
 

Forward a cover letter and resume in PDF format, saving all PDFs by your Last Name, First Name to:  
 

Job.Posting@dcf.nj.gov  
 

Include the Job Posting # in the subject line of your email. 
 

The Department of Children and Families is an Equal Employment Opportunity Employer and is committed to fostering a respectful and 
inclusive work environment which reflects the diversity of the state we serve. 

Philip Murphy 
Governor 
 
Sheila Y. Oliver 
Lt. Governor 
 
Christine Norbut Beyer, MSW 
Commissioner  
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