Child Advocacy Center (CAC) Coordinator – Saratoga Springs, NY
Position Summary: The Child Advocacy Center (CAC) Coordinator provides leadership, coordination, and direct services for children who are victims of severe neglect, physical and/or sexual abuse. This position ensures effective multidisciplinary collaboration among partnering agencies and oversees the administrative operations of the CAC. The Coordinator plays a key role in formalizing collaboration across investigation, prosecution, and treatment efforts in Saratoga County and serves as a central liaison to support best-practice, trauma-informed responses to child abuse.
This is a dual-role position encompassing program management, and direct client and case coordination.
Supervisory Responsibilities
· Supervise the Victim Services Coordinator 
· Coordinate staff responsibilities to align with program and grant goals
· Complete annual performance evaluations
· Review and ensure accuracy of monthly and quarterly reports
· Development and oversight of grant goals and performance measures
· Manage after-hours interviews and medicals

Multidisciplinary Team (MDT) Leadership & Facilitation
· Develop and maintain collaborative relationships with all partner agencies and service providers
· Foster active participation of required MDT members
· Prepare monthly case rosters, meeting agendas, presentations, and attendance records
· Coordinate case reviews, ensure accurate case tracking
· Oversee crisis management related to case or interagency conflicts
· Research, coordinate, track and report on MDT trainings and continuing education
· Create and revise CAC Policies, Procedures, and MOUs as needed
· Serve as liaison among agencies to ensure clear communication and case continuity
· Represent the CAC at law enforcement, public safety, and community meetings

Case Coordination & Client Services
· Accept and process referrals for CAC investigative cases
· Facilitate case coordination and information sharing among service providers
· Schedule and conduct forensic interviews, including after-hours as needed
· Coordinate medical evaluations on-site or in emergency departments
· Provide support and education to child victims and non-offending caregivers
· Guide families through the forensic interview and investigative process
· Ensure accurate and timely medical billing, track and follow-up
· Maintain accurate case information in database
· Maintain flexible availability for late, emergency, or weekend cases



Grant & Compliance Responsibilities
· Prepare and submit quarterly and annual reports 
· Provide statistical data for grant submissions
· Assist in program budgeting and resource planning
· Ensure adherence to NCA and OCFS standards
· Educate partner agencies on updated standards and requirements
· Assist with OCFS and OVS annual reviews and site visits

Program Operations & Strategic Leadership
· Oversee daily operations of the CAC program and facility
· Ensure a high-quality, trauma-informed environment of care
· Participate in long-term planning and program development
· Provide leadership for the direction and growth of the CAC
· Maintain collaborative relationship with the umbrella agency
· Participate in hiring and onboarding of new staff
· Stay current on child abuse trends, prevention strategies, and best practices
· Support technology systems (e.g., I-Record)

Community Outreach & Education
· Represent the CAC in the community
· Deliver presentations on program and agency overviews
· Coordinate outreach initiatives with agency staff 

Required Qualifications
· Master’s degree in criminal justice, social work, human services, or a related field 
· Specialized training in child abuse investigations, forensic interviewing, or victim advocacy
· 3–5 years of experience in law enforcement, child protection, or a related field
· Strong interpersonal and communication skills
· Ability to work empathetically with children and families affected by trauma
· Experience or willingness to conduct forensic interviews
· Flexible availability, including some evenings/on-call is required
· Commitment to ongoing professional development in child abuse response
· Ability to manage sensitive and confidential information with discretion
· Commitment to ongoing professional development in child abuse response

Professional Skills:
· Strong organizational and time-management skills with attention to detail
· Ability to balance administrative duties with direct service work
· Experience preparing reports, presentations, and grant documentation
· Ability to maintain professional boundaries while offering compassionate support
· Demonstrated integrity and commitment to confidentiality
· Ability to exercise sound judgment in sensitive situations
· Cultural humility and experience working with diverse populations

Please forward resume and letter of interest to Executive Director, Rebecca Abre @ Rabre@saratogacff.org
