
 

CASA of Hill County Texas 
66 W. Elm St.  Hillsboro, TX 76645 

Office (254)283-5082 
Email: info@casaofhillcountytexas.org 

Visit us: casaofhillcountytexas.org 
 
 

Job Title: Advocate Supervisor/CFE (Col laborat ive Family Engagement) Lead  
Classification: Full T ime/Exempt   
Reports to: Executive Director  

 
Position Summary: The Advocate Supervisor/CFE lead will coordinate Collaborative Family Engagement 
efforts ensuring the process is part of the agency’s daily advocacy.  In addition to CFE responsibilities this 
position will also motivate, empower, guide and Supervise CASA Volunteers as they advocate in the best 
interest of children who are victims of abuse and/or neglect and are placed in protective care.   
 
Responsibilities include, but are not limited to: Identifying cases, supervising and coaching volunteers, training 
staff and volunteers, facilitating family finding efforts, facilitating CFE conferences, facilitating team meetings, 
documentation of CFE efforts, maintaining relationships with stakeholders, managing statistical data and grant 
reporting, and developing goals for this program and ensure goals are met.  Additionally, they will ensure that 
the mission of CASA of Hill County is carried out.   
 
This position is intended to be funded 100% (37.5 hours per week) by a FY2026 Other Victims Assistance Grant 
(OVAG) administered through the Office of the Texas Attorney General.    

 
Responsibilities:  
Adovcate Supervisor 

• Supervise Advocates in their ro le as “Court  Appointed Special Advocates” (CASA) for the 
chi ldren whom CASA of Hil l  County is appointed.    

• Supervise a maximum of 15 cases/family groups. 
• Attends and part ic ipates in staff  and case related meet ings including but not l imited 

to, Permanency Conferences, Treatment Meet ings, Family Group Conferences, Staff  
Meet ings 

• Attends and part ic ipates in all related court  hear ings, providing assistance and 
supervis ion of Advocate court  reports, court  attendance and test imony 

• Prov ides Advocate information and professional contacts regarding community 
resources and placements 

• Part ic ipates in placement select ions by reading home studies consult ing as decis ions 
are made.   

• Ass ist the Advocate in ident ify ing permanency planning issues for  chi ldren whi le 
steadi ly moving the case forward toward the goal of  a safe and permanent placement 

• Adv ises the Advocate in prov iding information to v ict ims regarding Cr ime Vict ims 
Compensat ion and Texas SAVNS.   

• When an Advocate is unavai lable to work on a case, step in and fulf i l l  the role of  the 
CASA.    

• Prov ide informed and consistent guidance to Advocates as wel l as encouragement and praise.  
• Prov ides t imely not if icat ion of staf f ing, meet ings, and court  hear ings to Advocate.  
• Prov ides guidance, assistance and review of  Advocate reports to the court  
• Part ic ipates in and assists with new Advocate train ing and Advocate cont inuing 

educat ion, as needed.  
• Prov ides consistent contact in the process of maintaining and foster ing relat ionships 

with Advocates, c l ients,  and other profess ionals in legal,  social welfare, educat ional, 
and therapeut ic areas/organizat ions 

• Enhances the opportunity for  retent ion of the Advocate for  other cases, by coaching 
new skil ls and providing quality support .  

• Ensures the high standard of performance of services of CASA of Hil l  County Texas 
• Part ic ipates in regular and per iodic supervis ion with the Execut ive Director  
• Supports other Supervisors,  by providing backup for meet ings and court hear ings 

and with their  Advocates as needed.  
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• Maintains accurate and complete cl ient case records 
• Maintains accurate case and advocate stat ist ical data according to state and nat ional 

standards for CASA 
• Ass ists with of f ice and program demands as needed 
• Ass ist in planning and attending community engagement act iv it ies  with Community 

Engagement Special ist 
• Ass ists with program development and evaluat ion as needed by Execut ive Director 

 
CFE Lead 

• Fac il i tate Understanding of CFE between CASA Volunteers,  famil ies,  placements, 
DFPS/SSCC, and al l part ies, pert inent information vita l in helping engage famil ies in the foster 
care system 

• Develop and implement an init iat ive review plan, to be reviewed by the Execut ive 
Director and evaluated twice year ly to ensure that goals are being met.  

• Develop and document appropr iate processes for  evaluat ions with outcome-related 
data  

• Ensure al l advocacy standards are met focusing on CFE act iv it ies  for opt imal 
outcomes for chi ldren and famil ies  

• Prov ide ass istance to CASA volunteers, CASA staff,  and DFPS staff as needed on 
issues surrounding family engagement  

• Effect ively supervise CASA CFE cases by coordinat ing and schedul ing Family 
meet ings to meet requirements and ensur ing that the cases are progressing 

• Contacts all team members to coordinate CFE.  Contact famil ies and all part ies to 
coordinate family meet ings 

• Ensures that CFE tools are ut i l ized in all CFE cases and f indings are documented. 
These tools include but are not l imited to web-based searches, social media 
searches, child or  parent completed family f inding tools, and Seneca searches.  

• Keeps accurate records and documentat ion of al l CFE contacts  
• Follow up with CASA Supervisors,  Volunteers,  DFPS Caseworker/Supervisors on a 

regular and ongoing basis to ensure deadlines are met.   
• Other CFE Responsibi l i t ies  

• Run and submit reports quarter ly and part ic ipate in regular ly scheduled 
appointments with your assigned Texas CASA CFE Coach.  

• Maintain the CFE port ion of the CASA of Hil l  County Texas website and staff  
resources.  

• Develop and update a CFE manual alongside the Execut ive Director  
• Manage CFE App Administrator Dashboard 
• Responsible for  monthly newsletter  submissions 
• Ensure each child ’s PID (Personal Ident if icat ion Numbers) is in Opt ima.  
• With the Execut ive Director ’s partnership,  monitor  and assist  in sustainabi l i ty 

planning to ensure the program is on track to meet all requirements and desired 
outcomes.    

• Collaborate with stakeholders through the Faith Outreach Team within our local 
program, CCC (CASA, Clergy, and Community) , the Community Engagement 
special ist, and other partners to br ing support and resources to children and famil ies  

 
Other Responsibilities:  

• Complete 30 hours of Pre-Serv ice train ing and 2 hours of court observat ion within the f irst 6 
months 

• Become qualif ied to faci l i tate Pre-Serv ice Training within the f irst 12 months  
• Keeps accurate records and documentat ion of al l CFE contacts 
• Co-facil i tate pre-service training as assigned by the Execut ive Director  
• Complete a minimum of 12 hours of cont inuing educat ion annual ly  
• Attend meet ings and train ing with the CASA staff as requested  
• Abil i ty to always maintain emotional control and professional composure  
• Assist with any events as assigned by the Execut ive Director  
• Other dut ies, as assigned  

 
 
 
 
 



Critical Skills & Qualifications:  
• Have a passion for CASA’s mission, v is ion, and values  
• High level of emotional matur ity and responsibi l i ty   
• Exper ience in recruitment and training  
• Excel lent communicat ion skil ls: wr itten, verbal,  interpersonal,  and visual  
• Prof ic iency in MS Off ice (Word, Excel, Out look, PowerPoint,  Teams, etc.)  
• Knowledge of and abil i ty to use Canva Pro for creat ing a var iety of designs such as social  

media images, presentat ions, f lyers, inv itat ions, etc.  
• Abil i ty to create engaging curr iculum, social media posts, and presentat ions  
• Abil i ty to shift schedule to assist with events in evenings or on weekends, as needed  
• A good understanding of volunteer program management and volunteer coordinat ion  
• Abil i ty to work independent ly with minimal superv is ion  
• Abil i ty to maintain conf ident ia l i ty and discret ion regarding sensit ive informat ion of CASA 

clients, volunteers,  staff and donors; protect conf ident ia l i ty by being aware of informat ion in 
workspace and of people who can hear conf ident ia l  conversat ions  

• Knowledge of the local community and its avai lable resources and agencies  
• Abil i ty to work under t ime constraints and maintain effect ive job performance  
• Should be f lex ib le, creat ive, possess leadership qual i t ies,  present a profess ional  

appearance and be able to develop good working relationships with a wide range of people  
 

Preferred Skills & Qualifications:  
• Bachelor ’s degree in social work, psychology, or related field 
• Exper ience working in a non-prof it  organizat ion with volunteers  
• Exper ience with the court system, DFPS, social work, and/or foster care  
• Exper ience in the provis ion of case management or  advocacy services with children 
• Fac il i tat ion exper ience preferred 
• Knowledge and/or exper ience in TBRI  
• Bi l ingual ( Spanish)  

 
Other Requirements:  

• Have a valid Texas Dr iver ’ s License and Insurance 
• Submit to all necessary background checks and pass 
• Wil l ingness and abil i ty to travel 

 
Physical Requirements: The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform essential functions.   
 
While performing the duties of this job, the employee is occasionally required to stand; walk; sit; use hands to finger, handle, 
or feel objects, tools, or controls; reach with hands and arms; climb stairs; balance; stoop, kneels, crouch or crawl; talk or 
hear; taste or smell.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by 
the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.   
 
Work Environment: The work environment characteristics described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made 
to enable individuals with disabilities to perform essential functions.  The noise level in the work environment is usually 
moderate.     
 

  I have read and understand this job description.  My signature below indicates my agreement to perform the required duties     
  and to meet the organization’s goals and metrics.  
 
 
 _________________________________________    _______________________ 

         Employee Signature        Date 
 

 
 _________________________________________    _______________________ 

         Executive Director Signature       Date 
 

*Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this position 
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