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	77 Cannon Street

Poughkeepsie, New York  12601

Phone: 845-452-5104 x130

Fax: 845-882-9625
	Community Action Partnership for Dutchess County, Inc.


Job Description
	Title
	Fingerprint Enrollment Officer – Part-Time

	Department(s)
	Administration

	Reports to
	Director of Human Resources



Requirements
It is essential to have an outgoing and friendly personality with a “can-do”, “will-do” outlook. Adapts’ easily and has a non discriminatory nature. To be able to deal with unforeseen events in a calm and orderly fashion. Microsoft Outlook Help Desk Work Certificate preferred and/or relevant experience.  Strong Computer skills, experience with multi-software platforms, familiarity with maintenance of Twitter, Facebook, and other social media preferred as well as administrative phone system experience.  Must be able to pass a drug test, criminal background check, credit check and have a valid driver’s license.
Job summary
This position is part-time and will be for an Enrollment Officer (EO) who conducts criminal background checks by fingerprinting applicants who have scheduled appointments.  
Responsibilities
EO will identify each applicant and the specific reason that they are requesting fingerprinting services prior to collecting fingerprints.  
EO will require each applicant to produce 1 form of ID from a list of acceptable documents, to be provided, prior to being fingerprinted.

Before fingerprinting any applicant who claims that the relevant applicant fees should be invoiced to an identified third party, EO will confirm that the applicant’s name and the corresponding third party is on a pre-approved list to be provided by CAPDC/MorphoTrust.

EO will accept applicant fees in the form of personal checks, cashier’s checks and money orders.  Applicants who make their appointments online will have other payment options.

At the close of fingerprinting hours each day, EO will submit a reconciliation report in a format to be specified by CAPDC/MorphoTrust, remit all collected applicant fees to the MorphoTrust Billing Department in a postage-paid envelope provided by CAPDC/MorphoTrust.  EO will provide other reports and data requested by CAPDC/MorphoTrust from time to time.

EO will provide a receipt, in a format specified by CAPDC/MorphoTrust, to each applicant who is fingerprinted, as evidence of successful completion of the transaction.  The receipt will include a unique identifying number assigned and submission of the applicant’s biometric and biographic information.

EO must maintain a fingerprint rejection rate of less than 2%.  

EO agrees to provide services with a high degree of professionalism, treat all applicants in a polite and courteous manner and promptly notify CAPDC of any issues or incidents that arise from applicant dissatisfaction.

Disclaimer

The nature and level of work being performed by people assigned to this classification are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.
Community Action Partnership for Dutchess County, Inc. is an equal opportunity employer.
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