
 

 

 

 

Job Title:  Volunteer Engagement and Retention Specialist  

Date:   July 2022 

Reports to:  Director of Volunteer Recruitment and Retention 

FLSA Status:  Full Time, Exempt. Starting salary $50,000 

About CASA 
CASA (Court Appointed Special Advocates) of Travis County speaks up for children who’ve been abused 
or neglected by empowering our community to volunteer as advocates for them in the court system. 
When the state steps in to protect a child’s safety, a judge appoints a trained volunteer advocate to 
make independent and informed recommendations in the child’s best interest. Created in 1985, CASA of 
Travis County is one of the top ten CASA programs in the nation. 
 
We operate with…  
Integrity: we are committed to the best interest of the people we serve and of the organization we 
represent. We approach people and challenges with honesty, trustworthiness and openness. Excellence: 
We strive for continuous improvement, to be the best we can be, individually and collectively. We are 
accountable. Action: We get things done. We are determined, creative, strategic and goal–oriented. We 
persevere. Empowerment: We build resilience in each other to succeed in this rigorous work. We are 
empowered when we demonstrate the courage of our convictions. We empower others when we listen 
and respect their thoughts, opinions and feelings. Inclusion: We are stronger as a group when diversity 
and uniqueness are valued. We strive for equity. Generosity: We assume the best about each other’s 
intentions. We speak of others with kindness and treat one another with care and compassion. Hope: 
We remember that good can arise from difficulty and we look for optimism. We believe in the power of 
one person to change another’s life for the better.  
 
              
 
General Summary 
The Volunteer Engagement and Retention Specialist (VERS) ensures ongoing engagement for CASA 
volunteers throughout their tenure as advocates and promotes volunteer retention through outreach, 
solicitation of feedback, and volunteer recognition and appreciation activities. The VERS reports to the 
Director of Volunteer Recruitment and Retention (DVRR) and assists the DVRR with the case matching 
process for volunteers returning from leave, screening of returning volunteers, and analysis of volunteer 
retention and reassignment data. The VERS tracks volunteer milestones, supports Advocacy staff in 
ensuring recognition at these milestones and throughout the volunteer experience, and facilitates the 
process of both volunteer performance evaluations and volunteer feedback surveys. Additionally, the 
VERS supports Child Advocacy Specialists in implementing best practices to promote increased volunteer 
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engagement and retention and collaborates with the DVRR to provide training to Advocacy staff in 
volunteer engagement as needed. 
 
Essential Duties and Responsibilities 
1. Volunteer Engagement  

• Working in collaboration with the Director of Volunteer Recruitment and Retention, supports 
program-wide volunteer engagement efforts and drives a culture of volunteer engagement for 
CASA of Travis County. Maintains a commitment to continuous improvement of CASA’s volunteer 
engagement practices, with a focus on improving engagement of volunteers of diverse 
backgrounds and identities.  

• Monitors volunteer satisfaction through data collection and analysis including regular surveys, 
interviews, and quality assurance calls as needed and utilizes data to develop retention strategies 
and then implement those strategies. 

• Coordinates ongoing volunteer recognition efforts and ensures they are conducive to volunteers’ 
needs. 

• In collaboration with the Director of Volunteer Recruitment and Retention, plans and executes 
innovative engagement efforts, including volunteer meet-ups, Toy Drive, targeted meet-ups, etc., 
and ensures that they meet the needs of current volunteers. Monitors effectiveness of 
engagement efforts and adjusts plans accordingly. 

• Participates in planning and execution of the annual Volunteer Appreciation Party, in 
collaboration with Communications and other staff as available.  

• Collaborates with Communications and other staff to maintain the Volunteer Resource Library to 
assist with connection and case work, ensuring content is relevant, current, and comprehensive. 

 
2. Volunteer Management 

• Provides direct, ongoing training and support to Child Advocacy Specialists as it pertains to 
volunteer management, engagement, and retention. In collaboration with the Director of 
Volunteer Recruitment and Retention, identifies comprehensive and innovative strategies for 
ongoing training and support and leads execution of those strategies. 

• Tracks and monitors the list of volunteers closing cases in order to recognize volunteer 
achievement and collaborate with Advocacy staff to ensure timely reassignment whenever 
possible and appropriate.  

• Tracks and monitors the list of “On Leave” volunteers and collaborates with Advocacy staff to 
ensure that advocates remain engaged and are reassigned to new cases whenever possible and 
appropriate. Leads and manages reassignment efforts. 

• Assists Advocacy staff by facilitating the process of regular volunteer performance evaluations.  
• Collaborates with Program Managers and the Director of Diversity, Equity, and Inclusion to 

conduct regular quality assurance calls to volunteers. 
• Engages in open and ongoing dialogue with members of the Program team about ways to 

recognize and acknowledge volunteer advocates on an ongoing basis. Works with Director of 
Volunteer Recruitment and Retention to develop and implement recognition strategies.  
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• In collaboration with Director of Volunteer Recruitment and Retention, monitors and evaluates 
trends in retention and reassignment and implements strategies aimed at increasing the diversity 
of the volunteer pool. 

 
3. Screening and Case Matching 

• Ensures that all volunteers returning from leave have completed all necessary background 
checks, interviews, and case matching forms in adherence to best practice for child safety. 

• Conducts preliminary matches of volunteers returning from leave with cases/children in need of 
volunteer advocates, using a lens of child safety and best interest. 

• Conducts Pre-Training Interviews with volunteer applicants and interviews as needed with 
volunteers returning from leave, ensuring quality screening practices with a focus on both child 
safety and volunteer engagement.  

 
4. Administrative  

• Participate in regular supervision with the Director of Volunteer Recruitment and Retention. 
• Works with the Director of Volunteer Recruitment and Retention to collect and analyze volunteer 

retention and reassignment data for CASA of Travis County. 
• Maintains timely, accurate documentation for volunteer advocate files. 
• Attends and participates in continuing education opportunities per policy. 
• Attends and participates in required CASA meetings.  
• Participates in committees as needed. 

 
5. Other Responsibilities  

• Contributes to a positive morale and work environment and serves as a positive role model for 
others. 

• Facilitates and contributes to a culture of volunteer engagement and supports/encourages 
colleagues to do the same. 

• Maintains a professional, organized environment. 
• Assists with fundraising events as needed. 
• Assists with other duties as assigned. 

 
Knowledge, Skills and Experience 
Required:   

• A minimum of a Bachelor’s degree required.  CASA of Travis County welcomes employees from 
diverse educational backgrounds and degree programs. 

• In lieu of a degree, significant professional experience may be considered. 
• Demonstrated ability to work under time constraints, be goal-oriented, and maintain productive 

and effective performance and interaction with other Program staff and volunteers.  
• Demonstrated organizational skills and the ability to manage multiple projects independently and 

efficiently. 
• Demonstrated excellence in communication, both written and oral. 
• Demonstrated commitment to the values of diversity, equity, and inclusion. 
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• Demonstrated integrity, honesty, and ethical conduct. 
• Demonstrated passion for CASA’s mission. 

 
Preferred: 

• Experience in supervising, coaching, and motivating staff and/or volunteers. 
• Experience with CASA of Travis County and knowledge of CASA mission and standards. 
• Experience with customer service. 
• Experience utilizing data collection and analysis to drive decision-making. 
• Knowledge and understanding of best practices related to child safety and the prevention of 

abuse. 
• Understanding of child and family advocacy issues as related to the child welfare system. 

 
Physical Requirements and Work Environment 
The Volunteer Engagement and Retention Specialist will be expected to have daily transportation to 
attend offsite meetings, retention events, etc.  Occasional out-of-town overnight travel. They will spend 
some time in the office that could involve intermittent physical activities including bending, reaching, 
sitting and walking during working hours.  Additionally, it is anticipated that the person may spend several 
hours of each day seated at a PC.  Reasonable accommodations may be made to enable a person with 
physical disabilities to perform the job. 


