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Friends of Children & Families, Inc. 
Job Description 

FAMILY ADVOCATE 

Job Title: Reports to: Family & Community Engagement Manager 
FLSA Category:   School Year 
PC/Board Approval: 

Family Advocate 
  Non-Exempt Grade 8 

February 23, 2017 

JOB SUMMARY 

Provides support and advocacy for Friends of Children and Families (FOCAF) and Head Start families by offering 
referrals, program information and community resource options as well as assisting families in following good 
health and nutrition practices.  

ESSENTIAL FUNCTIONS 

• Assists in the recruitment and enrollment of
eligible families.

• Supports families through phone calls, home visits,
community referrals and education, goal planning
and setting, and through follow-up with health
and nutrition practices.

• Conducts home visits with all assigned FOCAF
families at least three times per year.

• Participates in developing health plans for children
with identified needs before the child starts
school.

• Completes and maintains records of health
screenings in classroom setting and assures
appropriate health authorization forms are
completed throughout the school year.

• Collaborates with parents, families, and co-workers
to further program goals, responds to questions,
problem solves, and establishes effective working
relationships.

• Produces written reports of all family needs
identified, family contacts, referrals, resources
given, family changes, etc. in accordance with
ChildPlus.

• Collaborates with classroom teaching teams to
help provide quality services to children and
families by interacting with children, families, and
volunteers in the classroom.

• Works together with Center team to plan and
implement Family Fun Nights and PAWS once a
month.

• Research and becomes familiar with local
community programs and resources.

• Effectively responds, communicates with, and
presents information to co-workers, customers,
clients, vendors, and general public in a
courteous and timely manner.

• Accurately performs multiple tasks within time
constraints and changing priorities.

• Must have transportation to home visits, to and
from FOCAF Centers and programs, and to
various other locations as needed to perform job
duties.

• Attends meetings, conferences, workshops,
trainings, reviews audio-visual materials, and
publications to remain up to date with policies
and practices

• Ensures all USDA guidelines are in compliance.
Up to date on civil rights, mealtime, and
attendance.

• Reviews Emergency Action Plan for all drills.
• Demonstrates commitment for professional

development and continuous growth by
actively seeking out and participating in training
opportunities.

• Engages with supervisor and co-workers on
constructive and timely feedback, accepting
feedback as a growth opportunity, and is open
to continuous improvement for oneself and the
organization

ADDITIONAL FUNCTIONS 

• Complies with all safety policies, practices, and procedures in compliance with Head Start Performance
FOCAF Standards.

• Must have a valid driver’s license and current automobile insurance if there is a need to travel locally
during the course of the job duties.

• Ability to learn and put new skills/knowledge to use in a rapidly changing environment.

Term:
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• Prioritizes and adjusts to the changing demands of the position. 
• Handles and adapts to stressful situations. 
• Must be available to work evening shift and/or irregular hours if required. 
• Performs other duties as assigned. 

. 
 

QUALIFICATIONS 

• Associate’s or bachelor’s degree in Social Work, 
Human Services, Family Services, or a related field 
awarded from an accredited university or college; 
or 

• At a minimum, a credential or certification in Social 
Work, Family Development, Human Services, 
Family Services, Counseling, or a related field 
within eighteen months of hire. 

• Two years’ experience working in a community 
service organization that provides good 
background in working with diverse cultures and 
home environments preferred. 

• Completes and maintains Infant/Child CPR and 
First Aid certification. 
 

• Must pass an enhanced criminal background 
check that meets required state, federal, and 
FOCAF Head Start standards. 

• Must pass drug test and submit to random drug 
and/or alcohol testing. 

• Maintains Boise City Child Care Worker License if 
applicable. 

• Knowledge of adult and child learning principles, 
social services, resource organizations and health 
and nutrition practices. 

• Must pass a Health Physical Screen and TB test; 
must be able to lift 45 pounds in emergency 
situations. 
 
 

TYPICAL PHYSICAL REQUIREMENTS 

• Sufficient clarity of speech and hearing or other communication capabilities. 
• Sufficient vision to read and write documents on paper and on a computer screen. 
• Must have sufficient manual dexterity to perform repetitive motions and operate a computer and other 

standard office equipment.  
• Occasionally may be required to kneel, crouch, reach, push, pull, lift, and use hands to finger and grasp. 
• May be required to walk and stand throughout work shift. 

 

TYPICAL ENVIRONMENTAL CONDITIONS 

• May be exposed to moderate noise levels. 
 

DISCLAIMER 

Must perform the essential duties and responsibilities with or without reasonable accommodation efficiently and 
accurately without causing significant safety threat to self or others.  The above statements are intended to 
describe the general nature and level of work being performed by employees assigned to this classification.  They 
are not intended to be construed as an exhaustive list of all responsibilities, duties and/or skills required of all 
personnel so classified. 

When duties and responsibilities change and develop, the job description will be reviewed and subject to changes 

of business necessity. 

 
This is an accurate description of the essential functions of my position. 
 
 

     

            
Employee Date   Supervisor/Manager Date 
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