
Position Description 
 
Position Title: Legal Advocate     Part-Time/Non-Exempt  
 
The Legal Advocate provides legal advocacy services for victims/survivors of domestic 
abuse in the community, in emergency housing and via internal and external referrals. 
The Legal Advocate is responsible for assisting victims/survivors of domestic abuse in 
accessing the criminal and civil justice systems through individual advocacy and 
collaboration with community partners. The Legal Advocate is a member of the Direct 
Services Team and reports to the Legal Advocacy Program Coordinator. 
 
Essential Functions: 
 Provide legal information, advocacy, support, and referrals through the hotline and to 

residents in emergency housing. 
 Provide legal information, advocacy and support through referrals from police 

departments and the State’s Attorney’s Office and meet with victim/survivors at these 
departments as needed 

 Communicate with state-based Victim Advocates for coordination of victim/survivor 
services 

 Assist with Temporary Relief from Abuse Order (RFA) requests and with other civil 
court petitions such as divorce and parentage actions 

 Prepare victim/survivors for Relief from Abuse Order hearings by providing in person 
information, support and advocacy on Thursdays at Family Court 

 Meet with victims/survivors immediately following Final Relief from Abuse Order 
hearings to safety plan, review Final Orders, and schedule follow-up services as 
needed 

 Facilitate scheduling and overall operation of the Legal Advocacy Program’s weekly 
Legal Clinic 

 Provide information and advocacy at the agency’s weekly Legal Clinic 
 As needed, and as schedule permits, accompany victims/survivors to family and 

criminal court for hearings 
 Maintain complete and accurate service user records, via paper files and through 

timely and accurate data entry into Osnium data system 
 Participate in hotline coverage during regular business hours 
 Participate in after-hours hotline coverage rotation 
 



Organizational Responsibilities: 
 Participate in direct service team meetings, all-staff meetings, and supervision 

meetings with supervisor 
 Participate in thrice annual new staff, intern and volunteer training 
 Participate in Agency wide meetings and events 

 
Supervisory Responsibilities:  
Assists in overseeing the work of volunteer court advocates during the single docket day, 
and assists in the supervision of Legal Advocacy Program volunteers as needed 
 
Education: 
A minimum of a bachelor’s degree in social services or equivalent experience 
 
Working Conditions: 
Primarily working in an office environment. Some evening and weekend hours may be 
required. 
 
Knowledge, skills, and abilities: 
 In-depth knowledge of the causes and effects of domestic abuse and related safety 

issues 
 Competency regarding serving victim/survivors and children from diverse 

backgrounds 
 Direct practice experience in victim/survivor services advocacy 
 Demonstrated knowledge of community resources 
 Assessment and case-planning skills 
 Organizational skills 
 Ability to collaborate with internal and external partners 
 Written and verbal communication skills 
 Ability to provide on the job training to volunteers and interns 
 Willingness to work flexible hours, including weekends and evenings

 


