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The Children’s Advocacy Center of Green River District 
 
 

JOB DESCRIPTION 
 

Position Title: CASA Coordinator  
 
Classification: Exempt, Part-time 
 
Reports to:  CASA Director 
 
Supervises:  CASA Volunteers 
 
 
POSITION PURPOSE:   Assists CASA Director in administration of all phases of 

Court Appointed Special Advocate program, including 
recruitment, screening, training, and supervision of CASA 
volunteers. 

 
Essential Functions:  

 Actively recruits and screens prospective volunteers, participating in pre-training 
interviews as needed.   

 Organize, facilitate and attend pre-service and in-service training for volunteers 
on a rotation basis with other staff. 

 Assist in the development of training programs and training materials, actually 
conducting the training on a rotation basis with other staff. 

 Attends Family Court and assists CASA Director in preparation for court 
attendance. 

 Supervise approximately 15 volunteer advocates, assisting CASA volunteers in 
choosing and closing specific cases. 

 Supervise, consult and assist CASA volunteers in the preparation of cases for 
court and other case work, ensuring that reports prepared by CASA volunteers 
are reviewed, typed, reproduced and delivered within the prescribed time to all 
relevant parties. 

 Assure the maintenance of case files and volunteer reports, keeping this 
information updated on computerized database (Optima) in order to demonstrate 
the effectiveness of CASA as needed through database reports. 

 Delivers program education, in order to raise awareness of CASA, to community 
and civic groups. 

 Participates in professional development training. 

 Organizes and facilitates volunteer and committee meetings. 

 Interprets and understands national and local program standards. 

 Applies intervention techniques and uses conflict resolution/mediation skills. 

 Evaluate the work of CASA volunteers through review of adherence to Volunteer 
Job Description and CASA Standards.  
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 Perform other duties as determined by the CASA Director, Executive Director 
and Board of Directors. 

 
Other Functions:  
 

 May be required to attend Henderson and Union County Multidisciplinary Team 
meetings in the absence of the CASA Director. 

  
Skills Required:  

 Ability to utilize Microsoft Office programs and CASA specific computer 
programs. 

 Ability to operate general office equipment. 

 Ability to operate electronic security system if opening/closing the CAC facilities. 
 
Minimum Qualifications:   
A minimum of an Associate’s Degree in Human Services or related field, with a  
minimum of one-year experience in a social services/human services setting. Bachelor’s  
degree preferred. Must demonstrate strong interpersonal and communication skills,  
including excellent written and oral communication abilities.  Position requires a  
sensitivity to the diverse socioeconomic and cultural backgrounds of clients and the  
community. 
 


