OPEN POSITION
Fulton County, Pennsylvania 

FULTON COUNTY HUMAN RESOURCES OFFICE ON BEHALF OF COURT ADMINISTRATION FOR THE 39th JUDICIAL DISTRICT 
IS NOW ACCEPTING APPLICATIONS 
FOR THE FOLLOWING POSITION:

DIRECTOR – DOMESTIC RELATIONS
40 hours/week 
Salary Range: $42,494.40 - $62,400.00
Negotiable
Benefit summary included with position announcement

County application not required to apply at this time


POSTED: 5/05/2026						REMOVE: OPEN UNTIL FILLED

To learn more about 
Fulton County, Pennsylvania, 
please click the links below.  

Enjoy the great outdoors ~ Fulton County is located in southcentral Pennsylvania halfway between Pittsburgh and Harrisburg with recreational activities abound.  Fulton County has the reputation for honest, hardworking residents!  The ease and beauty make Fulton County a wonderful place to live and work.

https://www.co.fulton.pa.us/


http://www.elocallink.tv/m/v/player.php?pid=w6a6Q7a4w61&fp=pafult17_wel_iwd

FULTON COUNTY, PENNSYLVANIA
POSITION SPECIFICATION


CLASSIFICATION TITLE:		DIRECTOR, DOMESTIC RELATIONS
REPORTS TO:				DISTRICT COURT ADMINISTRATOR

OVERALL OBJECTIVE

The purpose of the position is to perform managerial functions associated with directing operations and activities of the Domestic Relations Office, a Court office within the 39th Judicial District, under the authority of the President Judge.

ESSENTIAL FUNCTIONS

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.

Supervises, directs, and manages assigned staff; including, recruitment, hiring, training, discipline, completion of performance evaluations, and processing of employee concerns.

Ensures compliance with all applicable federal, state, and local regulations and law pertaining to Bureau of Child Support Enforcement (BCSE) and Domestic Relations Office (DRO).

Prepares annual budget and administers fiscal operations for DRO.

Plans, implements, and supervises the daily delivery of support services; including, operation of data processing, accounting, and statistical reporting of case management within DRO.

Oversees the collection and distribution of DRO funds.

Analyzes and applies new legislation, case law, and federal regulations applicable to the operation of DRO; including, reviewing and updating departmental policies and procedures.

Oversees paternity determination services and ensures security aspects of DRO; including, succession planning and continuity of operations in emergency situations.

Interacts with courts and other county offices, attorneys, government offices, staff, clients, and the general public in regards to duties of DRO.

Prepares monthly, quarterly, and annual reports to Department of Human Services (DHS)/BCSE and other government agencies.

Prepares or completes various forms, reports, correspondence, expense invoices, collection reports, annual reports, bank reconciliations, or other documents.

Resolves complaints received within department; including, performs customer service function by providing assistance and information related to department services, procedures, forms, status of cases or other issues, and responds to routine questions or requests for service, deals with angry/unhappy clients.

Operates a computer to enter, retrieve, review or modify data; including verifying accuracy of data inputted, making corrections as appropriate.  Have a knowledge of and ability to work with or learn all Domestic Relations computer programs/applications associated with, but not limited to: ePACSES, JNET, Microsoft Word and Excel, and Adobe.

Answers the telephone, provides information, guidance and assistance; takes and relays messages or directs calls to appropriate personnel; returns calls as necessary.

Reviews reports from Pennsylvania Automated Child Support Enforcement System (PACSES); including providing instruction to employees on entries and corrections as needed.

Consults with District Court Administrator, Administrative Judge for the Family Division, and President Judge as needed to review department activities, provide recommendations, resolve problems, and receive advice/direction.

ADDITIONAL DUTIES

Attends court hearings, meetings, training, conferences, and services with staff as necessary.

Conducts conferences as necessary with staff, attorneys, and clients.

Provides office coverage or assistance to other employees as needed.

Performs other related duties as directed or required by the Court.


QUALIFICATIONS

Bachelor’s degree in social work, psychology, business administration, management, criminal justice or closely related field preferred.

OR 

Four (4) years previous experience and/or training that include domestic relations, basic accounting, and computer knowledge/skills/abilities (KSA’s), or any equivalent combination of education, training, and experience which provides the requisite KSA’s for this position will be considered.

Must obtain/possess and maintain valid membership in the Domestic Relations Association of Pennsylvania (DRAP).

Must possess and maintain a valid driver’s license.

Knowledge, Skills, and Abilities REQUIRED

Must be able to speak and understand the English language; bi-lingual applicants are encouraged to apply.

Must possess effective communication and interpersonal skills.

Must possess initiative and problem solving skills.

Must possess ability to function independently, have flexibility and the ability to work effectively with clients, co-workers, staff, general public, and government agencies.

Must possess ability to maintain confidentiality in regard to client and staff information and records.

Must possess ability to make independent decisions when circumstances warrant such action.

Must possess knowledge of standard methods for determining family needs, as outlined by Domestic Relations policies and procedures.

Must possess knowledge of an ability to practice principles and practices of supervisor, and to plan, organize, and delegate work within the department.

Must possess ability to administer the financial aspects of the department; including, budget and report preparations and analyses.


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