
   

VOLUNTEER POSITION DESCRIPTION 
 

 
 TITLE: Client Advocate Volunteer   DATE:      May 07, 2012 
 
 REPORTS TO: Residential Operations Manager 
 
 SUPERVISES: n/a  

 
POSITION SUMMARY: 
 
Assist residential staff with the activities involved in assisting clients.  Provide coverage of crisis lines and 
maintain the safety and security of location shift is being worked.   
 

Importance Essential Job Functions: % of 
Time 

 
 

1 

Client Activity: 
 Assist WCA clients according to established criteria. 
 Effectively implement de-escalation techniques 
 Document in client files according to established guidelines during each shift 
 Ensure residential adherence to the House Rules, provide support within 

established guidelines. 

 Additional tasks as assigned 
 

 
 

85% 

 
 

2 
 
 

Residential Operations: 
 Ensure safe, secure operation of WCA shelter facilities. 

 Upkeep of staff living and office area and files. 
 Additional tasks as assigned. 
 

 
 

15% 

 
MINIMUM QUALIFICATIONS: 
1. Ability to manage responsibly and demonstrate good judgment under pressure 
2. Ability to adhere to confidentiality requirements 
3. Ability to multi task with limited supervision 
4. Ability to maintain professional boundaries with clients at all times 
5. Ability to communicate clearly and concisely in a solution-oriented manner with co-workers, 

residents and supervisor 
6. Ability to receive feedback constructively 
7. Knowledge of House Rules and WCA policies and procedures 
8. Training for Basic level Advocate as established by the Idaho Council on Domestic Violence and 

Victim Assistance 
9. Should possess a valid driver’s license necessary to attend off-site meetings/conferences/events as 

well as visiting various WCA properties.   
10. Pass criminal background check as required by Health & Welfare 
 
 PHYSICAL REQUIREMENTS: 
1. Approximately 55% of time spent sitting at workstation, 



   

2. Approximately 45% of time spent standing, walking, negotiating stairs, bending, kneeling, carrying, 
and lifting 

 
WORKING CONDITIONS / ENVIRONMENT: 
Ninety percent of time is spent indoors in temperature-controlled environment. Ten percent spent 
traveling to out-of-office activities.  
 
TOOLS AND EQUIPMENT: 
Equipment used includes computer software such as e-mail, creating documents/spreadsheets; fax and 
copy machines, multi-line phone system, and other general office equipment.   
 
ORGANIZATIONAL STRUCTURE:   
(See current organizational chart)  


