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JOB DESCRIPTION:  11/2025

Position Title: CASA Advocate Specialist (Henry & Mercer County)
Job Status: Full, non-exempt, salaried 
FTE: 1.0
Job Summary: The Court Appointed Special Advocate (CASA) Program’s Advocate Specialist’s primary responsibility is to ensure ongoing daily support and supervision for assigned Volunteer Court Appointed Special Advocates (CASAs). The Advocate Specialist coaches and supports assigned CASA Volunteers to ensure the highest quality of services and adherence to all established funder and affiliated expectations. Additional responsibilities may be assigned as required to meet the overall mission and goals of EveryChild. 
Work Site:   Primary – EveryChild, 524 15th Street, Moline, IL. Alternate sites: Rock Island, Henry, & Mercer Counties as warranted.  

Supervisor: CASA Program Director

Specific Duties:
· Aids management efforts to recruit CASA volunteers.
· Aids with efforts to interview and screen potential new CASA volunteers.
· Aids with the training of all CASA volunteers and with the development of training documentation.
· Supervises assigned CASA volunteers and manages related/relevant daily operational requirements.
· Facilitate and/or plan monthly training for volunteers.
· Attend necessary court hearings and meetings at Henry and Mercer County Juvenile Court and be familiar with the juvenile adoption legal process.
· Assist with the identification, securing and maintenance of funding in support of CASA programming, including with in-kind contributions, grant making entities, corporations, and community organizations. This includes cultivating and maintaining solid, positive, and fruitful relationships with said funding.
· Serve as an EveryChild CASA representative in the community. This may include attending and participating in various community events or organizations.
· Serve within the role of CASA as needed/ warranted.
· Aid with the development and implementation of both short and long-term planning in collaboration with EveryChild leadership team.
· Be passionate and have concern for children’s safety, well-being, and permanency as well as other matters relating to child welfare.
· Participate in required training, meetings, and conferences for National CASA and Illinois CASA as needed.
· Be trained as a CASA volunteer and pass a background check and fingerprinting with required training from National CASA, court observations, and Optima system training for approximately 30 hours of training.
· Support CASA Volunteer efforts to effectively act as a fact finder for their assigned cases and report said findings to the Court. 
· Support CASA Volunteers within their efforts to ensure their assigned cases achieve swift best interest permanency. 
· Aids in educational advocacy efforts including but not limited to sharing resources, connecting with schools and school liaisons, tutoring referrals, and resources, assisting with school supplies.

General Duties:
· Maintain personnel records (i.e., Time Sheet and Mileage expense reports).
· Attend all EveryChild staff meetings.
· Assist in general EveryChild planning, public activities, and fundraising as appropriate.
· Participate in external and internal committees as appropriate.
· Embrace and execute all other duties as assigned.
Qualifications:
· Bachelor’s degree in human services, law enforcement or related field required, or have three years of equivalent, professionally relevant experience.
· Previous experience within the CASA program and/or already a CASA volunteer is encouraged.
· Experience within a Not-For-Profit or public service agency.
· Experience with personnel oversight/supervision.
· Previous work managing volunteers is a plus.
· Knowledge and understanding of child abuse/neglect, families in crisis and other social service skills, are given priority consideration.
· Working knowledge of community resources and ability to work on a multidisciplinary team.
· Advocacy, organizational, and interpersonal skills.
· Must maintain strict professional boundaries at all times. 
· Good written and verbal communication skills.
· Proficient use with computer programs (Word, Excel, PowerPoint).
· Bilingual a plus but not required.
Compensation & Benefits:
· Salary: $40,000, depending on experience
· Health, dental, vision, life and supplemental insurance benefits offered
· SEP 408(k) retirement plan available after six (6) months of employment
· 11 paid holidays plus 17 vacation days offered per year
· Flexible work schedule
· Professional development opportunities
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