Safe Journeys
FOR:  
 

Policy & Procedure Manual

SECTION:  

Personnel

RE:              

Job Description

POSITION: 

Bilingual Counselor/Advocate
Hourly Wage  :
$20.00 to $22.00 (based on experience and education)

BENEFITS:

Health Insurance (2 plans to choose from)

· Blue Cross Blue Shield Gold Plan (free to employee)

· Blue Cross Blue Shield Platinum Plan ($50/month)




Dental/Vision Insurance (free to employee)




Simple IRA (up to 3% employer match)




Other Benefits Include:

Paid time off, personal time, paid holidays, paid parental leave, bereavement leave, business travel expenses, worker’s compensation, COBRA coverage, unemployment insurance, FICA/social security as required by law.
REPORTS TO:
Executive Director
FSLA STATUS:
Non-Exempt
Approved By:               Board of Directors
Approved Date:
October 10, 2023

PURPOSE:  To develop and implement survivor centered Hispanic/Latinx and Spanish-language services in LaSalle and Livingston Counties. 
MISSION STATEMENT:
To empower survivors of domestic and sexual violence and work to end such violence in our communities. 
FUNCTIONS:
I. Direct Services – Counseling & Advocacy

· Provides legal and medical advocacy and case management services to Spanish-speaking survivors of domestic and sexual violence. 
· Provides supportive counseling to Hispanic/Latino and Spanish-speaking survivors of domestic and sexual violence. 
· Provides advocacy and supportive counseling to non-Hispanic/Latino and Spanish-speaking survivors of domestic and sexual violence, as needed. 
· Initiates contact with victims to provide relevant information, including that regarding Illinois Domestic Violence Act (IDVA), criminal laws, crime victims’ compensation, and crime victims’ rights. 
· Provides victims of domestic and sexual violence and others with information about the legal processes and options available to them through the civil and criminal legal systems.

· Assesses level and history of violence experienced and aids in the development of a safety plan for victims and their children.

· Assesses victims’ immediate needs and assists or refers them to those who can help them locate appropriate legal representation, housing, financial assistance, counseling and other resources.

· Provides support and advocacy to Spanish-speaking victims involved in criminal or civil court proceedings. 

· Prepares Spanish-speaking victims for court appearances and accompanies them to court hearings.

· Facilitates transportation to court related appointments. 

· Provides domestic violence education to victims and their families, professionals and community groups, in individual and group settings.

· Provides system advocacy and training. 
· Participates in local efforts to improve the community’s response to domestic violence.

· Facilitates support groups as assigned.

· Provides medical advocacy during scheduled working hours. 
· Collaboratively leads development and implementation of community awareness and coordinated delivery of Hispanic and Spanish-language services.
· Coordinates development and implementation of awareness plan in a collaborative manner with other agency leadership, consistent with agency and funder requirements. 
· Builds meaningful, strategic, lasting partnerships and collaborations to end domestic and sexual violence within LaSalle and Livingston Counties. This includes coordinating a culturally-specific steering group. 
· Other staff responsibilities:
· Utilizes expertise to provide guidance and support to staff regarding delivery of service. 
· Stays up-to-date on current developments and legislation in the fields of domestic and sexual violence. 
· Utilizes expertise to provide guidance and support to staff regarding delivery of services.
· Provides systems advocacy and training. 
· Networks with other service providers.
· Promotes the agency, as needed, through public presentations, media interviews, written materials, and special events. 
· Knowledgeable of agency and relevant grant policies and procedures. 
· Participates in staff meetings, as appropriate.
· Participates in trainings as required by agency and funders.
· Communicates with staff and the public in a manner that reflects respect and equality.
· Assures ethical conduct in business, marketing, service delivery, and professional practice. 
· Performs other duties as assigned. 
SUPERVISORY RESPONSIBILITIES:


This position does not exercise supervisory responsibilities. 
EXPERIENCE AND OTHER QUALIFICATION REQUIREMENTS:
· Bachelor’s degree in Human Services field or Bachelor’s degree with a curriculum emphasis in counseling, human behavior, and/or child development with internship/practicum experience working with children in a supervised setting or 1-year volunteer OR professional experience working with children or Bachelor's degree in another relevant field with 3 years of experience counseling children. 
· Experience in crisis intervention and staff supervision preferred. 

· Understanding and knowledge of Spanish-speaking communities in service area. 

· Ability to set limits and priorities. 

· Ability to pass a language proficiency exam, both orally and written, in Spanish. 

· Knowledge of domestic and sexual violence programs and funders. 

· Effective oral and written communication skills. 

· Ability to set limits and priorities. 

· Excellent attention to detail and timeliness. 

· Ability to maintain confidentiality. 

· Ability to serve individuals from diverse cultures and backgrounds. 
· Ability to work independently and as a cooperative team member. 

· Must have 40 hours of domestic violence and 40 hours of sexual assault trainings or complete agency training program before interacting with clients or client-related information.
· Must have, or be activity working toward, Illinois Certified Domestic Violence Certification (ICDVP).  

· Ability to pass DCFS and criminal background checks at all times.

· Reliable automobile, current license and insurance. 

· Basic computer skills.
· Commitment to Safe Journeys’ mission and values, including intersectional equity and ending domestic and sexual violence.  

PHYSICAL REQUIREMENTS:

Unless exempted by the Americans with Disabilities Act, all persons hired for this position are required to perform the following essential functions:  

1. Lift up to 50 lbs. on an as-needed basis;
2. Perform the basic life operational functions of talking, hearing, vision on a frequent basis;
3. Perform repetitive motions (i.e. computer keying and/or dialing phone) on a frequent basis;
4. Stand, walk, sit, climb stairs, reach with hands and arms, stoop, kneel, and crouch on an frequent basis; 
5. Ability to drive a car or access to other transportation.
This position requires exposure to the following environmental factors:

1.  Normal office conditions; 

2.  Exposure to variable noise levels; 

3.  Environment may include possible exposure to communicable illnesses; and 
4.  Traveling in an automobile in various weather conditions. 
I have received, reviewed and understand this job description.

___________________________________________      _______________

Employee signature                                                               Date

