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VOLUNTEER ADVOCATE COORDINATOR 
JOB DESCRIPTION 

  

 
Status:    Full Time / Non-Exempt  

Hours:   Monday - Friday – varies 

   (monthly on-call availability required) 

Reports to:    Director of Advocacy Services 

 

POSITION SUMMARY:  Volunteers are an integral part of serving our community. The 

Volunteer Advocate Coordinator will be responsible for the recruitment, coordination, and 

training of advocacy services volunteers for Family Support Services of Amarillo (FSS). The 

Volunteer Advocate Coordinator will also provide advocacy, education, and emotional support 

to survivors of sexual assault, family violence, and trafficking as well as support group 

facilitation.     

 

DUTIES AND RESPONSIBILITIES: 

 

1. Responsible for implementing all programmatic and agency protocols as directed. 

 

2. Recruit volunteers for the FSS Volunteer Advocate Program.  Utilize community 

resources, community groups, online resources, and other resources in seeking out and 

retaining volunteers for direct service programs as well as an emergency response to 

Northwest Texas Healthcare System (NWTHS), The Bridge Children’s Advocacy 

Center, and various other locations. 

 

3. Respond to calls for NWTHS, The Bridge, and other medical facilities for sexual assault 

and domestic violence intervention, on a schedule basis or as needed. 

 

4. Coordinate with Helpline, team members, and volunteers to ensure adequate shift 

coverage for hospital response and oversee the coordination of these teams with a 

solution-focused approach.  

 

5. Engage in community education events, presenting to area groups, colleges, community 

partners, and other groups requesting information on domestic violence and sexual 

assault, as assigned by the Director of Advocacy Services. 
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6. Maintain accurate client and volunteer records, compile monthly statistical data in a 

timely manner.  

 

 

7. Collaborates with other Case Managers to develop, implement, and monitor case plans 

with all clients.  

 

8. Responsible for holding client meetings to help achieve survivor desired outcomes. 

  

9. Responsible for ensuring clients successfully navigate the child protective and legal 

systems in order to get the services they are requesting and helping remove any barriers.  

 

10. Assists clients in understanding the court proceedings and helps them prepare for what to 

expect.  

 

11. Provides support and guidance to clients to ensure orders of protection are obtained and 

facilitates access to additional legal support when necessary.  

 

12. Provides referrals and resources to clients 

 

13. Facilitates educational and support groups under the direction of the Director of 

Advocacy Services.  

 

14. Upholds all laws, policies, and procedures of FSS, the State of Texas, City, County, and 

Federal regulations.   

 

15. Attend all required meetings. 

 

16. Maintains confidentiality of clients.  

 

17. Other related duties as assigned by the Director of Advocacy or the Chief Executive 

Officer.  

 

 

OTHER SKILLS: 

1. Excellent written and oral communication skills 

2. Highly organized and able to multitask. 

3. Excellent critical thinking. 

4. Capable of working well under pressure and/or deadlines. 

5. Work effectively as a team member. 

6. Effective time management skills.  

 

QUALIFICATIONS: 
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1. A minimum of a bachelor’s degree in human services field (counseling, social work, 

psychology, sociology, or other behavioral health science) equivalent combination of 

experience and education may substitute for education.  

2. Valid Texas Driver’s License and proof of auto liability insurance. 

3. Clean criminal background check. 

4. Proficient computer skills using MS Programs. Database knowledge helpful. 

 

 

PHYSICAL REQUIREMENTS: 

 

● Ability to sit at a desk and perform routine paperwork 

● Ability to communicate by telephone 

● Ability to travel between assigned work sites by automobile 

● Ability to lift 25 pounds 

 

 

 

I have received a copy and have read the position description for this position. 

 

 

 

_______________________________ 
Print Name 

 

 

 

________________________________________________________________________________________________________ 

Signature         Date 


