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Domestic Violence/CPS Advocate
Job Description

Reports to: Domestic Violence Services Coordinator
Employment Classification: Non-Exempt



Updated: May 2020
JOB SUMMARY:  The Domestic Violence/CPS Advocate works in collaboration with the Cayuga County Department of Health and Human Services Child Protective Services Unit to provide direct services to victims of domestic violence and their children.
 Essential Job Functions:
	· The DV/CPS Advocate will be co-located at the Cayuga County Department of Health and Human Services CPS Offices and CAP Domestic Violence Services Department office.

· The DV/CPS Advocate will provide ongoing consultation and support to CPS Case Workers, will participate in joint home visits, joint safety planning, and cross training. 

· CPS Investigators and the DV/CPS Advocate will make initial contact with families identified in a Statewide Central Register of Child Abuse and Maltreatment report that mentions domestic violence. 
· Provide direct services including crisis intervention, safety planning, supportive counseling, referrals for safe shelter, housing assistance, advocacy, transportation, and information and referrals for needed services.

	· Advocate on behalf of customers with legal and criminal justice systems, social services, employers, health care and other service providers.

	· Assist victims with the preparation of family court petitions and provide accompaniment to court appearances.

	· Occasional on-call duty may be required when needed.
· Intermittent remote work may be required.

	· Maintain written records including but not limited to: intake forms, case notes, shelter logs, hotline logs, statistical information, demographic information, referrals, follow-ups and monthly reports.  Document time spent with customers, on behalf of customers, at community meetings, and at presentations.

	· Attend all coalition, task force, committee, and staff meetings as assigned by supervisors.  
· Attend training, including occasional evening meetings and out-of-town travel.

	· Keep supervisor informed of activities, customer progress/problems, and ideas for program enhancement.

	· Perform tasks necessary to maintain program’s state license.

	· Continually seek out information to perform your duties as an expert on domestic violence, a community advocate, and an advocate for low-income families and individuals.

	· All other duties and responsibilities as requested by Community, Family and Victim Services Director and/or Executive Director.


Supervisory Responsibilities:
The Domestic Violence/CPS Advocate does not have direct supervisory responsibilities.  
Qualification Standards:
The Domestic Violence/CPS Advocate must have the following minimum qualifications:
· Bachelor’s degree in social work, psychology, sociology, or related field 
required.
· Family Development Credential is desired.

· One year experience working in human services or with victims of domestic violence is preferred.
· Knowledge and understanding the dynamics of domestic violence, and the barriers and needs of victims.

· Must be organized, able to budget time efficiently, and possess excellent communication skills, both written and oral.

· Ability to function responsibly and efficiently in a crisis situation.

· Ability to recognize and understand the causes and effects of poverty.

· Ability to relate to all socio-economical segments of the community and work well with both professional and non-professional individuals.

· Must have reliable transportation and a clean and valid NYS driver’s license.

Equipment, Machines and Software Used:  

·    Ability to operate a computer, printer, photocopier, telephone, fax machine and 
   calculator. 
·    Basic personal computer skills that include the ability to send/receive email message, post information to a database or spreadsheet, and perform basic word processing, bookkeeping, and/or data entry. Ability to create spreadsheets, graphics, and reports using standard software applications. 
Physical and Mental Requirements:  

·    Ability to exert up to 100 pounds of force occasionally, and/or up to 20 pounds of force frequently to move objects.

·    Close mental and visual attention required to perform work dealing primarily with preparing and analyzing data and figures, performing accounting work, using a computer terminal, and/or extensive reading.

·    While performing the duties of this position, the employee is regularly required to sit for extended periods of time, stand, walk, talk, hear, reach, use hands grasp, handle, or feel, push and pull with arms, and perform repetitive motions of hands and/or wrists.

Environmental Conditions:
There is no exposure to adverse environmental conditions.  Work is performed in a typical office work environment with frequent outside travel to client/service locations.

Employer’s Disclaimer:  

· All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.

· This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.  Furthermore, the company reserves the right to add to or revise an employee's job duties at any time at its sole discretion.

· This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.
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