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WOMEN'S ADVOCACY PROJECT




Volunteer Job Descriptions
To become a volunteer, please contact Dana at volunteer@women-law.org. 
Legal Hotlines
Volunteer Intake Screener: The Volunteer Intake Screener's role is to assist the hotline attorneys in determining which calls are appropriate for our services. The Screener refers the call to a hotline attorney to review or may decline a call if it does not meet our hotline criteria.
A caller's first impression of the Legal Hotlines and The Women's Advocacy Project will often depend on the handling of this initial telephone call. Callers are anxious to get their legal questions answered and may feel frustrated when asked personal questions. The information requested is necessary to determine if the call is appropriate for our service. It also allows us to meet our grant reporting requirements so we can continue to obtain funding to provide this free state-wide service.
Specifically, the Volunteer Screener will take calls in the hotline queue and collect and enter information for each call into an "Applicant Screening Form" that is saved into our client database. The volunteer will explain the nature of the service the hotline provides, make an initial determination regarding the callers safety or current attorney status, and conduct a conflict check to determine if they or the opposing party has already received services from any of the Project's programs. The screener will then determine whether the call must be declined and make referrals if appropriate or refer the call to a Project attorney for call back.
Volunteers receive a 9 hour training that covers the basics of the screening process as well as information regarding the dynamics of domestic violence and the role of the legal system in responding to domestic violence victims. 
Skills necessary for this job are familiarity and comfort entering data into a computer; familiarity and comfort using a multi-line phone; excellent listening skills; excellent oral and written communication skills; commitment to the delivery of service and empathy for disadvantaged women and children; flexibility during challenging situations.

Volunteer Hotline Attorney: Volunteer Hotline attorneys return calls to pre-screened hotline callers. They provide family law and domestic violence legal advice and make referrals when appropriate to local attorneys (available by agreement with the Project for free consultations), other Project programs or local area resources.
Volunteer attorneys are required to complete a 9 hour training covering the foundations of domestic violence and sexual assault, one-on-one observation of staff attorneys returning hotline calls, and training on the technical aspects of receiving calls. Volunteers will have the opportunity to have a staff attorney nearby when they begin taking calls immediately following one-on-one training. 
Requirements for the job are a license to practice law in the State of Texas, familiarity with the Texas Family Code and a background in Family Law. 
Hotline Referral Attorney:  You can sign up to accept referrals from The Women's Advocacy Project Hotline. Individuals referred to you will be seeking legal advice. Individuals referred will not be obligated to engage your professional services, nor are you obligated to take their case. However, you may make private arrangements with these individuals regarding the engagement of your professional services beyond the free half-hour consultation.
Hotline Support Volunteer:  The Legal Hotline is looking for volunteers to help manage the day to day activities that keep our hotline up and running.  There is a lot of external work involved in keeping the hotlines working at an optimal level.  These tasks include managing databases, updating our Referral Lists, and other general support tasks.   If you’re interested in helping out with this crucial service, but are not comfortable on the phones, this may be the volunteer position for you.  Volunteer hours are during the normal business hours.
Assisted Pro Se Cases

The APS Program expands legal services to pro se litigants by providing customized court documents as well as ongoing legal advice throughout the litigation process.  More often than not, as the victim gains control over her life by separating or divorcing her abuser, the likelihood of future violence increases.  With this scenario in mind, the APS Program prepares applications for the Protective Orders and for Temporary Ex Parte Protective Orders to be filed in the civil courts conjunction with the divorce, modification, enforcement action, or other family law related matter.  Victims who are unable to secure a protective order through the district or county attorney may apply for a protective order through the civil courts as an APS Participant.

Currently, this division is looking for attorneys, law school interns, or paralegals to help draft pleadings and perform case management.  Prior legal experience or education is preferred.  For legal pleadings, volunteer proficiency in Pro.Doc is preferred, but not required. We are looking for volunteers who are highly motivated, work well with limited supervision, and can give 4 or more hours a week on a consistent basis during the normal work hours of 8:30am-5:30 pm.
Family Violence Civil Program
The Civil Division of the Women's Advocacy Project represents battered women free of charge in family law legal matters (e.g., divorce, custody, support, and protective orders). We handle cases in Travis and Williamson Counties only. Our staff currently includes five attorneys and two social work interns.
Our Civil Division attorneys meet with prospective clients, assess their legal needs, provide extensive safety planning, and gather information to be used to decide whether we can assist those applicants. 
The Civil Division is looking for paralegal volunteers to help with the day to day activities that help us provide excellent personal service to our clients. These tasks include managing databases, case file management, delivering documents, paralegal assistance, and other important support tasks.  If you’re interested in obtaining familiarity and experience in a legal setting or just to help out, this is a great volunteer position for you. 
Teen Justice Initiative

The Teen Justice Initiative works to prevent teen dating violence through outreach and legal education and by providing free and confidential legal advice to survivors of dating violence in Austin and legal representation to minors seeking protective orders in Travis County.  This is a brand new program and the only one of its kind in Texas.
Interns and volunteers assist the Director with outreach and marketing, with some opportunity to aid in direct services to teens.  Time commitment is flexible, minimum 5 hours per week.  Opportunity may be especially appropriate for those interested in law, business, counseling, or education.
Some preference for individuals who…

· Attended high school in Austin, 

· Have their own transportation, 

· Have basic understanding of Excel, 

· Are fluent in Spanish, 

· AND/OR have domestic violence or sexual assault background.

Texas Advocacy Project: LGBTQ Outreach

The Texas Advocacy Project is our newest program at the Women’s Advocacy Project. TAP addresses domestic violence and sexual assault within same sex partner relationships or in stranger on stranger same sex assault. Volunteer opportunities include article research, brochure mail out, grant research, updating stats, and new outreach opportunities. Minimum of 2 hours a week required.
Fundraising and Development

In order to better serve our clients, our Development Department raises funds to support the many critical programs which the Women’s Advocacy Project provides.  There are numerous opportunities for volunteers to be involved in this exciting project.  Volunteers can donate their time in the following ways:

Donor Database Management:  The agency needs a detailed oriented person to enter donor information into our donor database.  This is a perfect position for anyone with an eye for detail.  We will be more than happy to provide training on our current database system.  
Special Events Committee: Do you like to party or like to plan events?  Well, we have a project for you!  The development department needs people to assist with planning special events and help make things run smoothly.  If you’re great with details and logistics, the agency can definitely use your skills in this manner.  

Newsletter Committee:  Are you interested in honing your publishing and writing skills?  The agency is looking for creative people to help write articles about the exciting things happening at the agency.  

Hosting Events:  Do you like to throw shindigs?  The agency is looking for gracious community members to host social events as a fundraiser. 
General Administrative Support
Clerical Aide:   Our office needs enthusiastic volunteers with an eye for detail to assist with various administrative projects on a regular basis.   If you’re comfortable in an office environment and work well with others, this may be the right position for you.  The agency is looking for a quality volunteer who can contribute a couple of hours a week during the normal business hours of 9:00-5:00, M-F.
On Call Volunteers:  Do you want to volunteer, but do not want to be restrained to a set volunteer schedule?  Then sign up and be an on call volunteer!  On-call volunteers will be placed on a list for one-time projects. These projects range from assisting with mass mail outs to participating in special events. If you want a super flexible volunteer position, this is the one for you!
