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Position Information 
 

Position Title: 
Child Forensic Interviewer/Family Advocate 
 

Position Number/Status/Funding: 
#103   / Exempt Salaried FTE  /  Grant Funded 

Employee Name: 
 
 

Agency: 
Pueblo Child Advocacy Center 

Address Where Position is Located: 
301 W. 13th Street Pueblo, CO 81003 

Work Schedule:   
� Part Time    þFull Time 

Supervisor’s Name, Title, & Phone: 
Keith Madkins, Director of Services 
 

Overtime Eligible: 
�  Yes     þ  No 

 
Organizational Structure 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Position Objective 
The Child Forensic Interviewer/ Family Advocate position has a dual role of Forensic 
Interviewer and Family Advocate. The Forensic Interviewer responsibility is to interview 
child victims of abuse using a Forensic Interviewing model approved through the 
National Children’s Alliance and in a manner that is developmentally and culturally 
appropriate. The Family Advocate responsibility is to provide victim advocacy, referrals, 
assessments, and case management services to children and their caregivers through 
the investigative process. 
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Key Responsibilities and Functions of the Forensic Interviewer 
 

1. Conduct forensic interviews with children to obtain information from a child about 
abuse allegations in a developmentally and culturally sensitive, unbiased, legally, 
and fact-finding manner. 

2. The Child Forensic Interviewer must be emotionally prepared, on a daily basis, to 
interact with child abuse victims and their families.   

3. Consult with investigative team members before, during and after child abuse 
interviews to ensure the integrity of the interviews. 

4. Participate in the case review process with the multidisciplinary team 
5. Testify in criminal and/or juvenile court when appropriate to clarify information 

obtained during the interview with the child. 
6. Maintain professional relationships with multidisciplinary team members. 
7. Maintains documentation in NCAtrak, the database in which all documentation of 

the case is located. 
8. Provides training to new team members, professionals and the community-at-

large regarding interview protocols and child abuse, family violence and 
prevention information. 

9. Participate in a structured peer review process for quality assurance. 
10. Employee must be non-judgmental and non-reactive to issues of abuse during 

client and family interactions. 
11. Maintain knowledge of the National Children’s Alliance (NCA) Accreditation 

Standards and the PCAC Best Practices. 
12. Participate in reflective supervision 
13. Maintain professional development and continuing education. 
14. Keep current with research related to issues of abuse to support the legal 

defensibility of child interviews and abuse disclosures. 
15. Educate PCAC Employees and Multidisciplinary Team Members on the most 

current research. 
16. Communicates and cooperates with administration to implement services. 
17. Assist with grant reporting 
18. Other duties as assigned by the Director of Services and Executive Director 

 
Key Responsibilities of a Family Advocate 

 
1. Meet with children and their caregivers during their initial visit to Center. 
2. Provide ongoing follow-up case management with caregivers for the life of the 

case. 
3. Participate as a member of the Multidisciplinary Team that includes law 

enforcement, medical providers, social services, mental health providers, and the 
District Attorney 

4. Attend community meetings directly related to family services, such as the 
weekly Child Protection Team, Sex Offender Task Force, and other meetings for 
coordination among organizations that serve children and families. 

5. Participate in training on an ongoing basis. 
6.  Facilitate interagency communication and collaboration 
7. Maintains documentation in NCAtrak Database. 
8. Provide coordination of all Outcomes Measurement System (OMS) 
9. Other duties as assigned by the Director of Services and the Executive Director 
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Human Relations/Communication Responsibilities and Functions: 
 

1. Must be optimistic, enthusiastic, and communicate effectively at all levels. Must 
have good organizational and writing skills and possess confidence in speaking 
before large groups. 

2. Must work constructively and cooperatively in a team environment, reflecting 
concern for client, employee and team member well being.   

3. Must be able to communicate effectively and interact with team members 
reflecting diverse backgrounds and disciplines. 

4. Must be able to maintain confidentiality. 
5. Provides coverage for non-traditional hours, as necessary. 
6. Participate in Fundraising and Special Events 

 
Critical Behavior 

 
Critical Thinking- Synthesizes a variety of information and identifies several potential 
causes of events, several consequences of actions, or multiple-part chains of events (A 
leads to B leads to C leads to D).  Anticipates obstacles and considers all relevant if-then 
scenarios when analyzing problems and deciding between multiple courses of action. 
 
Empathy- Assesses others non-verbal cues and facial expressions to determine whether 
the words and body language match.  Notices changes in behavior.  Demonstrates an 
ability to see things from others’ perspective. 
 
Flexibility- Decides what to do based on the situation. Without being asked, uses own 
judgment to determine a course of action to fit the situation or the person faced.  Readily 
changes priorities or switches gears in response to specific situations. Remains calm 
and confident in an emergency situation.  
 
Self-Control- Appropriately channels stress over time.  Keeps the mission, vision and 
values of the organization in mind when dealing with difficult situations.  Maintains focus 
and responds positively despite ongoing stress present in a work environment.  
 
Teamwork and Cooperation- Genuinely values others' input and expertise, is willing to 
learn from others (including subordinates and peers). Solicits ideas and opinions to help 
form specific decisions or plans when lacking information, knowledge, or skills. Takes 
action to promote team cooperation. 
 

Qualifications-Knowledge, Skills, and Abilities 
 

1. Bachelor’s degree preferred or equivalent experience in related field 
2. Certification and/or training in forensic interviewing through a nationally recognized 
 and accepted organization or university and approved NCA.  
3. Minimum 3 years experience working with children and families 
4. Social work, criminal justice, law enforcement or legal background are beneficial  
5. Fluency in Spanish or other foreign language preferred. 
6. Ability to engage children of all ages in an interview type setting. 
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Special Requirements 
 

1. Must become certified as a Forensic Interviewer in a model approved by the 
National Children Alliance within eight months from start date. 

2. Must Attend Victim Advocacy Training and receive a certificate within one year of 
start date. 
 

Physical Requirements 
 

  NEVER  RARELY  OCCAS.  FREQ.  CONT. 
  no time  less than 10% 11 - 35%  36 - 70%  71 - 100% 

           
SIT        X   

           
STAND        X   

           
WALK        X   

           
BEND      X     

           
PUSH/PULL    X       

           
KNEEL  X         

           
SQUAT    X       

           
REACHING      X     

           
TWISTING      x     

           
OTHER           
(list)           

 
 

          

 
LIFTING 

  
NEVER 

  
RARELY 

  
OCCAS. 

  
FREQ. 

  
CONT. 

  no time  less than 10% 11 - 35%  36 - 70%  71 - 100% 
           

0 - 10 LBS        X   
           

11 - 25 LBS      X     
           

26 - 50 LBS      X     
           

51 - 100 LBS  X         
           

 
 
CARRYING 

          

           
0 - 10 LBS      X     

           
11 - 25 LBS    X       

           
26+ LBS  X         
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SENSORY 
ABILITIES 

           
  Specifically Required  Not Specifically Required   
           

VISION   X        
           

HEARING   X        
           

TOUCH   X        
           

TASTE       X    
           

SMELL       X    
 

 
Acknowledgement of Position Description 

The Pueblo Child Advocacy Center is an Equal Opportunity Employer committed to 
inclusive hiring and dedicated to diversity in its work and staff. Employment decisions at 
the Pueblo Child Advocacy Center are made without regard to race, color, religion, 
gender, sex, national origin, disability status, age, sexual orientation, veteran status, or 
any other characteristic protected by applicable state or federal law.  
The signatures below indicate that the job duties as defined above are an accurate 
reflection of the work performed by this position. 
 
Date: 
 

Supervisor’s Signature (Required): 
 
 

Date: Executive Director’s Signature (Required): 
 
 

As the employee in this position, I have received a copy of this position description. 
Date: Employee’s Signature: 

 
 

 


