Part-time Program Support Specialist
Pay: $15–$17 per hour, depending on experience 
Schedule: Afternoon, evenings, and occasional weekend hours
Position Overview
The CASA Family Center is seeking a dependable, detail‑oriented individual to serve as a Part‑Time Program Support Specialist. This role ensures that the Family Center remains a safe, clean, and welcoming environment while supervised visitations are taking place.
This position does not supervise or facilitate visits. Instead, the Monitor is responsible for being present in the facility during scheduled visits, maintaining the environment, and supporting the smooth operation of the center. The role also provides assistance to other CASA programs, including the Youth Prevention Program and Family Early Intervention Program.
Primary Responsibilities
Family Center Monitoring
· Be present in the CASA Family Center during scheduled supervised visitations to ensure the facility remains safe, calm, and operational.
· Clean and reset visitation rooms between families, ensuring each space is sanitary, organized, and welcoming.
· Monitor common areas, entrances, and overall facility conditions throughout each shift.
· Identify and report facility concerns, maintenance needs, or incidents to program staff promptly.
· Maintain confidentiality and uphold trauma‑informed, child‑centered practices at all times.
Program Support
· Assist with activities, workshops, and events within the Youth Prevention Program.
· Support the Family Early Intervention Program through administrative tasks, resource preparation, and family engagement activities.
· Help maintain program materials, supplies, and records.
· Provide general support to CASA staff to ensure smooth program operations across departments.
Qualifications
· Experience working with children and families preferred; experience in human services, facility support is a plus.
· Strong attention to detail, especially regarding cleanliness, safety, and environmental readiness.
· Ability to remain calm, neutral, and professional.
· Reliable, self‑directed, and able to follow established protocols.
· Must be available for some evening and weekend shifts.
· Must pass background checks and required training.
Ideal Candidate
The ideal candidate is dependable, observant, and committed to creating a safe, supportive environment for children and families. They take pride in maintaining a clean, organized space and enjoy contributing to a mission‑driven team.
How to Apply
Please submit your resume and a brief statement of interest to casa@hcwvcasa.org. 
