Wisconsin Rapids Family Center 
Visitation Assistant 1 & 2
Assists with the case management of victims of abuse and their children who utilize the visitation services through Wisconsin Rapids Family Center Visitation Program. Supervises on site visitations and exchanges.  Work performed under the supervision of the Visitation Coordinator.
Minimum Education/Experience Requirements:
· HS diploma 
· At least one year of college or technical school in related field or equivalent experience desired.
· 6 months working with victims or vulnerable adults.
· Understanding of domestic and sexual abuse dynamics

· Understanding of trauma-informed practices

· Good communication (oral and written) and interpersonal skills

· Ability to work independently and as a team
· Understanding of Microsoft Office

· Strong ability to be non-judgmental and flexible and ability to work with people from diverse cultural, racial, socio-economic and lifestyle backgrounds

· Dependable, strong work ethic

· Ability to maintain confidential counseling and advocacy relationship

· Good conflict resolution skills

· Ability to handle crisis situations in a fast-paced environment.

· Ability to represent Wisconsin Rapids Family Center in a professional manner

· Good active listening skills

· Strong problem solving and decision-making skills

· Strong sense of professional ethics and boundaries
· Successfully complete annual background check
Program Services
       Responsibilities include:     
· Working as a team, provide services for individuals utilizing the FCI services and visitation program.

· Assist with case management for clients of the visitation programs.
· Act as neutral 3rd party for communications between parties utilizing Visitation services.

· Provide a safe communication structure between parents 
· Share information with the Coordinator regarding progress of the visits, incidents and relevant to community partners, the courts and referral sources. 
· Maintain written visitation agreements between parents/caretakers and inform the referral source of these arrangements
· Maintain a safe, homelike environment for exchanges and visits
· Provide structured, supportive activities to enhance the parent/child relationship for families receiving supervised visitation.
· Review and evaluate client case status and ensure the appropriate services are being offered. 
General
· Maintain a professional, confidential, non-judgmental relationship with all clients
· Interact in a professional, cooperative manner with other staff and volunteers
· Attendance and participation is required at All Staff meetings
· Complete tasks as assigned by the Visitation Coordinator within the time frame established
· Document services information in client services database 
With the knowledge that Wisconsin Rapids Family Center’s mission is to empower those affected by domestic violence and sexual assault and address the root causes of abuse in the community through education and advocacy.
While this job description is meant to provide information about the typical duties of the position, it is not all encompassing.  Other duties may be assigned from time to time and other tasks related to the duties above may be required.
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