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APPLICATION COVER SHEET 

Job Title: Child Advocate 
Wage:  $13.58 per hour 
Hours: 40 hours per week 
APPLICATION DEADLINE: 5:00PM, Tuesday, May 1st, 2018 

               

PLEASE PROVIDE  
1. COVER LETTER 
2. RESUME 
3. A COMPLETED AND SIGNED DISTRICT 4  HRDC APPLICATION INCLUDING COMPLETED 

APPLICATION COVER SHEET 
4. SIGNED DISTRICT 4 HRDC JOB DESCRIPTION 

 
POSITION SUMMARY – : Provide assistance and support, education, guidance in crisis, information, referral, 

and follow-up to primary and secondary child victims.  Increase community 
awareness of problems related to violence and potential solutions. Collaborate with 
law enforcement, tribal authorities, schools, justice system, social service agencies, 
and health care providers in response to victims (mainly children) of domestic 
violence and sexual assault. 

Special Information: This position requires being on call with some evening and weekend hours. 

MAJOR RESPONSIBILITIES: 

1. Attend child forensic interviews and monthly Multidisciplinary Team (MDT) Meetings at the 
Bullhook Child Advocacy Center. Provide support to the victim and their non-offending caregiver(s); 
and create a plan for continued contact, education, and assistance. 

2. Contact and offer supportive services to victims referred by self, Schools, Child Protective 
Services, law enforcement, and other agencies. 

3. Assist primary and secondary victims of crime by providing education, emotional support, and 
safety planning.  Teach children about domestic violence and the dynamics of their situation at an 
age appropriate level.  Educate child victims about their rights and options. 

4. Assist approximately 100-125 victims of domestic or sexual violence per year, primarily children. 

a. Following their court cases and keeping them informed of court dates and procedures. 

b. Assisting with filling out and filing victim’s compensations claims. 

c. Advocating safety for victims and their families. 

5. Manage the Supervised Visitation Center, complete custodial and non-custodial parent intakes, 
supervise and report on visitations as scheduled.  

6. Assist in filling out Orders of Protection, filing them, attending hearings, and ensuring service of the 
Orders of Protection. 

7. Collaborate when appropriate with Tribal domestic violence programs to ensure the safest and 
most effective service for Native American clients. 

8. Collaborate daily with judges, prosecuting attorneys, defense attorneys, law enforcement, tribal 
agencies, Child Protective Services, Department of Health and Human Services, and mental health 
to provide more comprehensive service to victims of crime. 

9. Testify on behalf of victims and as an expert witness. 
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10. Take evidence photos as deemed necessary and be informed about evidence gathering protocol. 

11. Respond to victims of rape and domestic violence at the hospital, emergency room, police station, 
or sheriff’s office as requested by hospital staff and law enforcement. 

12. Advocate for children by empowering them to speak for themselves. 

13. Advocate for clients with prosecutors and attorneys through one-on-one contact, written 
communication, as well as meetings or hearings regarding the client. 

14. Maintain confidentiality of all clients of the program. 

15. Be on call on the Crisis Line when needed. 

16. Be available via cell phone for 24 hour Crisis Line Services. 

17. Attend the Annual Montana Children’s Justice Conference and any other Child Advocacy Trainings 
as well. 

 
MINIMUM QUALIFICATIONS: 

1. Within 6 months must obtain Basic Advocacy Training. 

2. Within 1 year must obtain the Montana Victim Advocate Academy Training. 

3. High School Diploma or equivalent (GED/HSE) 

4. 2 years’ experience with Domestic Violence or providing social services. 

5. Must possess a valid Montana driver’s license and vehicle liability insurance, must have a good 
driving record and meet insurability requirements for agency automobile insurance policy.   

SPECIAL INFORMATION –  

1. We are an Equal Opportunity Employer/Program, and auxiliary aids and services are provided for 
individuals with disabilities. 

2. Current District 4 HRDC Early Head Start and Head Start Parents, current Clients and Volunteers, will 
receive an interview for employment vacancies for which they are qualified. (Please note on additional 
information section of application, if this pertains to you). 

3. Occasional travel for trainings may be required. EXCELLENT BENEFITS ARE PROVIDED BY HRDC.  
4.  Application will be rejected if incomplete or unsigned. 
5. Background Check required before applicant is hired. 
6. Please complete the application by typing or printing in ink.  This application is valid only for the job 

detailed above.  Future job openings will require a new application. 

 

PLEASE ANSWER THE FOLLOWING QUESTION 

1. From the Job Description for a Child Advocate please tell us what 
experience you have had that qualifies you for this position. 
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