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CASA of McHenry County

Advocate Manager Job Description

General Description:
The Advocate Manager provides training, supervision and support to CASA advocates ensuring that children involved with the CASA program receive sound advocacy and proactive permanency planning. The Advocate Manager is responsible for advocate supervision and coordination of cases.

Qualifications:

The Advocate Manager should have the following skills and experience:

1. Bachelor’s degree in social service related field or equivalent combination of education and experience

2. The ability to communicate with, supervise, and empower volunteers to be effective in their roles

3. Ability to work as a team player and interact positively with volunteers and staff

4. Excellent writing, editing, and organizational skills

5. Demonstrates maturity and responsibility in handling confidential information

6. Knowledge and understanding of issues and dynamics within families in crisis relating to child abuse and neglect

7. Completion of CASA of McHenry County’s training program within 6 months of hire

8. Commitment to CASA of McHenry County’s goals and mission

9. Working knowledge of Microsoft Word and Excel. Additional experience with other software a plus 

Accountability and Location:

The Advocate Manager reports directly to the Program Director who is responsible for his/her performance evaluations. Advocate Manager will work from the CASA of McHenry County office in Crystal Lake, IL.

Responsibilities:

1. Provide ongoing supervision to advocates, including helping to develop initial case plans

2. Research and prepare case files for assignment to advocates and work as a team to assign case files to appropriate advocate

3. Organize and maintain case files

4. Maintain working knowledge of active case assignments

5. Review, file, and edit advocate reports to the court

6. Assist with court coverage and meetings when advocate is not present
7. Maintain court date calendar
8. Assist with interviewing of potential advocates and advocate training

9. Assist with planning and coordination monthly in-service events
10. Update case information for inclusion in database and provide program statistics concerning case or advocate data

11. Perform annual evaluations of all assigned advocates according to an assigned timeline

12. Assist in planning and implementing advocate recognition events 
13. Contact each advocate monthly and maintain appropriate levels of support
14. Attend meetings, conferences, and seminars which enhance his/her ability to fulfill responsibilities of the position of the organization
15. Assist with other tasks as may be assigned by the Program Director
CASA is an equal opportunity employer. All applicants must submit a resume and three professional references. All applicants must agree to the organization’s background check and fingerprinting. CASA will reject any applicant found to have been convicted of, or having charges pending for a felony or misdemeanor involving a sex offense, child abuse or neglect, or related acts that would pose a risk to children or to the CASA programs credibility.
