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CASA Senior Peer Coordinator 

JOB DESCRIPTION 
 

Job Title:        CASA Senior Peer Coordinator  Department:   CASA 

FLSA Status:  Exempt Location:         St Mary’s 

Reports to:      CASA Program Director Date:                 February 20, 2015 
 

 

Job Summary: The Senior Peer Coordinator supervises and supports Peer Coordinators and Advocates to 

oversee and implement the direct service of the CASA Program.  

Responsibilities to the Advocates 

 

• Introduce case to assigned Advocate and notify Program Manager of case acceptance  

•  Provide coaching, support and motivation as necessary to maintain and enhance advocacy  

•  Review cases with Advocates monthly and utilize coaching techniques when appropriate  

•  Review all case meetings with the Advocate and consult with Program Manager if needed  

•  Review and submit Advocate court reports and distribute appropriately  

•  Attend court hearings and Family Involvement Meetings (FIMs) as needed  

•  Conduct and debrief End of Case Review with Advocates at case closing  

 

Responsibilities to the Peer Coordinator 

 

• Provide coaching and support to assigned Peer Coordinators and oversee their work on their ongoing 

Advocate cases  

• Meet with Peer Coordinators to review cases for Advocates  

• Notify the Peer Coordinator when a new case file and working file are available to pick up  

• Provide coaching, support and motivation as necessary to maintain and enhance the support Advocates 

receive.  

• Meet with Peer Coordinator to determine and discuss any problems or plans involving the Advocate  

• Conduct quarterly reviews of Peer Coordinators  

• Notify Peer Coordinators of conferences, seminars and meetings as appropriate  

• Review Advocate cases with Peer Coordinator quarterly, or as needed  

 

Responsibilities to the Program 
 

• Assist Volunteer Coordinator with interviewing potential Advocate volunteers  

• Meet with Program Manager for case assignments given to Peer Coordinators 

• Participate in CASA pre-service trainings and Peer Coordinator training 

• Submit all court documents including petitions, addendums and rescission letters  

• Sort initial discovery on a new case and set up a “working file” for the Peer Coordinator 

• Sort subsequent discovery and distribute “working file” documents to the Peer Coordinator 

• Finalize and distribute CASA Court Reports  

• Provide coverage for Peer Coordinators as needed 



• Familiarization with CASA Policies and Procedures including: Order of Appointment, Confidentiality 

Agreement, CASA Contract, Maryland State Statute, Juvenile Court Etiquette, DSS MOU, Juvenile 

Court MOU  

• Review Advocates’ discovery summaries/case updates for coaching opportunities  

• Document monthly case reviews and other contacts as reported by Advocate or Peer Coordinator 

Volunteers  

• Review cases with Program Manager on a quarterly basis, or more often if needed  

• Notify Program Manager of critical events in the case  

• Distribute and Track court hearings and FIM dates and confirm Advocate’s attendance  

• Consult with Program Manager regarding Advocate performance concerns  

• Participate in the Peer Coordinator screening process 

• Follow policies and procedures; complete administrative tasks correctly and on time; support 

organization's goals and values; benefit organization through outside activities; support affirmative 

action and respect diversity; work within approved budget; conserve organizational resources  

 
 

Education and Skill Requirement 
 

• A Bachelor’s degree is required, preferably in the social sciences. Must have previous experience 

working with volunteers and knowledge and understanding of juvenile law, child abuse and neglect, 

families in crisis, and other social services skills.  

• Able to delegate and monitor work assignments for Peer Coordinators and Advocates; match the 

responsibility to the person; gives authority to work independently; set expectations  

• Able to speak clearly and persuasively in positive or negative situations; listen and get clarification; 

respond well to questions; \demonstrate group presentation skills; participate in meetings; writes clearly 

and informatively; edits work for spelling and grammar; vary writing style to meet needs; present 

numerical data effectively; be able to read and interpret written information  

• Prioritize and plan work activities; use time efficiently; set goals and objectives; assist Peer Coordinators 

and Advocates with organizing their tasks 

• Manage difficult or emotional Peer Coordinator and Advocate situations; respond promptly to Peer 

Coordinator and Advocate needs; solicit Peer Coordinator and Advocate feedback to improve service; 

facilitates communication  

• Identify and resolve problems in a timely manner; focus on solving conflict, not blaming; gather and 

analyze information skillfully; develop alternative solutions; work well in group problem solving 

situations; use reason even when dealing with emotional topics  

• Maintain confidentiality; listen to others without interrupting; keep emotions under control; remain open 

to others' ideas and try new things  

• Balance team and individual responsibilities; exhibits objectivity and openness to others' views; give and 

welcome feedback; contribute to building a positive team spirit; put success of team above own 

interests; be able to build morale and group commitments to goals and objectives; support everyone's 

efforts to succeed  

• Approach others in a tactful manner; react well under pressure; treat others with respect and 

consideration regardless of their status or position; accept responsibility for own actions; follow through 

on commitments  

• Follow instructions, respond to management direction; take responsibility for own actions; keep 

commitments; commit to long hours of work when necessary to reach goals; complete tasks on time or 

notify appropriate person with an alternate plan  

• To perform this job successfully, an individual should have knowledge of: Google mail and documents; 

internet software; spreadsheet software and word processing  

• Display willingness to make decisions; exhibit sound and accurate judgment; support and explain 

reasoning for decisions; include appropriate people in decision-making process; make timely decisions  



• Volunteer readily; undertake self-development activities; seek increased responsibilities; take 

independent actions and calculated risks; look for and take advantage of opportunities; ask for and offer 

help when needed.  

 

Working Conditions  

 

Working conditions are normal for an office environment. Work may require weekend and or evening and 

occasional overnight travel. Work will also require frequent travel to client homes and other office locations.  

 

This job description in no way states or implies that these are the only duties to be performed by the 

employee(s) incumbent in this position.  Employee(s) will be required to follow any other job related 

instructions and to perform any other job related duties requested by any person authorized to give instructions 

or assignments. 

A review of this position has excluded the marginal functions of the position that are incidental to the 

performance of the fundamental job duties.  All duties and responsibilities are essential job functions and 

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

To perform this job successfully, the incumbent(s) will possess the skills, aptitudes, and abilities to perform 

each duty proficiently.  Some requirements may exclude individuals who pose a direct threat or significant risk 

to the health or safety of themselves or others.  The requirements listed in this document are the minimum levels 

of knowledge, skills, or abilities. 

 

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

relationship. 


