Child Enrichment, Inc.

CASA Advocacy Coordinator 
Toombs Judicial Circuit (Thomson)
Job Description

General Summary
The CASA Advocacy Coordinator provides day-to-day support to CASA volunteers, ensuring that children receive professional advocacy and early permanency planning.  This primarily involves the supervision and coordination of volunteers, who provide CASA services to abused and neglected children.  Key responsibilities include, but are not limited to: 1) Volunteer management; 2) Case management; 3) Work as Court and DFCS Liaison; 4) Maintain statistics on volunteers and children.  The CASA Case Manager receives supervision from the CASA Program Director. The position will work in the Thomson and Augusta office.
Volunteer Management

· Assign volunteers to new cases under the supervision of CASA Program Director and makes recommendations for termination when necessary
· Prepare court orders appointing and removing CASA volunteers and distribute paperwork to assigned volunteers
· Maintains regular contact with CASA volunteers and provides assistance and consultation
· Review volunteers’ reports and assist volunteers with report writing, as needed
· Attend court hearings, Citizen Panel Reviews, and Multi-Disciplinary Team meetings with volunteers as needed
· Assists CASA Program Director in yearly evaluation of volunteer performance
Case Management

· Review incoming case referrals and assign volunteers
· Assist CASA volunteers with advocacy based on specific case information
· Assist CASA volunteers with research, as necessary
· Ensurse that volunteer receives up-to-date case information, as information is received by the CASA program
· Maintain up-to-date case information, such as volunteer reports and case plans

Court and Panel Liaison
· Monitor dates of court hearings and panel reviews
· Notify volunteers of upcoming court dates
· Distribute CASA reports for court hearings and panel reviews
· Provide court orders for Judge’s signature and files originals with Clerk of Court
· Testify in court proceedings as needed
Training 

· Assist in the development of annual training schedule to be presented to the Program Director for review and approval. 

· Research innovative methods of training including opportunities to increase awareness of adult learning style, traditional face-to-face, and hybrid or flex trainings, as well as any other relevant training education.
· Ongoing collaboration with training team to develop best practices regarding training and facilitation, including review of post training participant surveys. 
· Assist in development of annual program training goals. 

Record Keeping and Statistics

· Prepare reports on volunteer statistics for CASA Program Director to include in monthly  reports to Board of Directors and monthly newsletter
· Maintain accurate volunteer assignment information in individual volunteer files
· Maintain accurate case information in individual child files
· Obtain and maintain hours and miles donated by volunteers to the program on a monthly basis.

Other Responsibilities

· Meet weekly with CASA program director for supervision purposes, if required.
· Attend workshops, training, and conferences, as appropriate
· Assist in CASA program event planning as needed
· Assist in volunteer recruitment, screening, and training as needed
· Assist with agency fundraising events as needed
· Assist with and give input on yearly program evaluation

Qualifications, Knowledge, Skills, and Abilities

· Bachelor’s degree required, with Master’s degree preferred from an accredited college in psychology, sociology, social work, education, or other related fields.  Knowledge of child welfare and legal system.
· Ability to collaborate with other professionals both within and outside the agency setting.
· Computer literacy is necessary to maintain statistical data and program files.
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