Lone Star casa

serving the children of Kaufman and Rockwall counties

Job Description:
Casework Supervisor
Classification:

Exempt Full-time or Part-Time Position

Reports to:

Executive Director or Program Director

Qualifications:

· Bachelor’s Degree from an accredited college or university (preferably in human services or related field) or minimum of two years commensurate experience

· Experience in volunteer supervision

· Flexible schedule

· Computer literate in Microsoft Word and database management programs

· Professional oral and written communication skills

· Ability to interact with diverse populations

· Ability to maintain confidentiality and be discreet

Summary of Responsibility:

This position provides supervision CASA volunteers in coordination with the Program Director during the entire case (from assignment through to closing of the case).  

Responsibilities:

· Represent CASA to the court, to child welfare agencies including CPS, and other community agencies who serve abused and neglected children and their families

· Assist with volunteer recruitment, retention and recognition activities

· Supervise court advocate volunteers, providing guidance and direction

· Review and assign cases in a timely manner

· Keep accurate record of dates of Hearings, Trials, PPT’s and other necessary meetings

· Confer with advocates on a regular basis to assure the case is progressing appropriately

· Review Court Reports and co-sign with advocate

· File Court Report in accordance with the guidelines outlined in Memorandum of Understanding with TDPRS and assure distribution of same to appropriate individuals

· Accompany advocates to Court Hearings, Permanency Conferencess and staffings

· Assist in making contacts and/or visits

· Provide information regarding community resources

· Work cases as a staff advocate when volunteers are not available

· Collect and verify volunteer’s monthly contact/time/mileage logs and submit this information to the Program Director

· Report concerns regarding volunteer advocates to the Program Director

· Report volunteer advocate’s concerns to the Program Director

· Maintain case records for all cases under your supervision

· Participate in initial volunteer training, as presenter and as facilitator

· Participate in monthly CASA continuing education activities as needed

Additional Duties:

Affiliate with other local and state organizations where appropriate

Attend national, regional, and state conferences and meetings when appropriate

Assist in fund raising activities

Complete special projects and tasks as assigned by the Program Director or Executive Director
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