
 

 
 

CASA of Travis County 
Job Description 

 
 
Job Title: Diversity Recruitment Specialist 
 
Date:   December 2021 
 
Reports To:  Director of Volunteer Admissions 
 
FLSA Status:  Full Time, Exempt  
 
About CASA 
Mission: CASA of Travis County exists to promote and protect the best interest of children who have been 
abused or neglected, by training volunteers to advocate for them in courts, in schools and in our 
community to help them find safe, permanent and loving homes. 
Vision: For every child who needs us, CASA of Travis County envisions a trained volunteer advocate, a safe 
home and a promising future.  
 
We operate with…  
Integrity: we are committed to the best interest of the people we serve and of the organization we 
represent. We approach people and challenges with honesty, trustworthiness and openness. Excellence: 
We strive for continuous improvement, to be the best we can be, individually and collectively. We are 
accountable. Action: We get things done. We are determined, creative, strategic and goal–oriented. We 
persevere. Empowerment: We build resilience in each other to succeed in this rigorous work. We are 
empowered when we demonstrate the courage of our convictions. We empower others when we listen 
and respect their thoughts, opinions and feelings. Inclusion: We are stronger as a group when diversity 
and uniqueness are valued. We strive for equity. Generosity: We assume the best about each other’s 
intentions. We speak of others with kindness and treat one another with care and compassion. Hope: 
We remember that good can arise from difficulty and we look for optimism. We believe in the power of 
one person to change another’s life for the better.  
              
 
General Summary 
The Diversity Recruitment Specialist (DRS) reports to the Director of Volunteer Admissions (DVA) and is a 
member of the Community Engagement team. The Diversity Recruitment Specialist helps drive CASA’s 
volunteer recruitment efforts by organizing and leading CASA information sessions, representing CASA 
at community events and conducting outreach to potential volunteers through email and phone, with 
the dual goals of increasing both the overall number of volunteers and expanding the diversity of those 
applying. The DRS will focus on creating connections with underrepresented communities and work to 
increase the diversity among CASA’s pool of volunteer advocates, including but not limited to diversity 
of race/ethnicity, sexual orientation, gender identity, differing abilities, and age. The Diversity 
Recruitment Specialist will demonstrate cultural humility in their interactions with staff, volunteers and 
community members and will demonstrate a commitment to race equity in all endeavors.  



 
Essential Responsibilities and Duties 
1. Volunteer Recruitment and Outreach 

• Builds and maintains relationships with civic minded businesses, organizations, faith groups, 
city and state employers and other entities for the purpose of creating a channel of 
potential volunteer advocates.  

• Learns about and from the diverse communities represented in Austin/Travis County and 
develops culturally-specific recruiting strategies to best support those communities in 
accessing the volunteer opportunities available at CASA. 

• Approaches the recruitment and engagement of new CASA volunteers with a diversity lens 
ensuring efforts to recruit volunteers reflect the demographics of the community and 
children and families served.  

• Seeks input from and works alongside the Director of Volunteer Admissions to develop 
strategies to recruit volunteers from underrepresented demographic groups.  

• Seeks input from current and past volunteers on CASA’s recruitment efforts and overall 
CASA experience.  

• Assists in the implementation of the Ambassador Program, including training, interviewing, 
coaching, and regularly communicating with all Ambassadors.  

• Delivers presentations to promote CASA of Travis County to groups in the community in a 
manner and format that is inclusive and appropriate to the community being addressed.  

• Assists in responding to volunteer inquiries in a timely and thorough fashion, with prompt 
answer and complete information packets.  

• Plans and leads events for recruiting volunteers, using the time and resources of current 
volunteer advocates and CASA supporters as appropriate, ensuring that adequate resources 
are directed at increasing the diversity of volunteer advocates.  

• Researches and stays well-informed about current volunteer recruitment trends and 
strategies locally and nationally. 

• Coordinates with the Development and Communications teams in recruiting volunteers and 
teams for annual special events (e.g. CASA Superhero Run, Golf Tournament, toy drive). 

• Sends targeted, monthly email communication to prospective volunteers and uses creative 
strategies to conduct outreach to various groups of prospective volunteers. 

 
2. Evaluation of Recruitment Activities 

• Assists in collecting, analyzing and reporting on volunteer recruitment data and trends 
including monitoring the timetables that include:  the application process, the training 
process, and case assignment. 

• Assists in tracking trends among volunteers of diverse identities including, but not limited 
to, race/ethnicity, age, gender identity, differing abilities, and sexual orientation. 

• Reviews and evaluates the recruitment plan at least annually and, in consultation with the 
Director of Volunteer Admissions makes revisions and modifications as needed to fulfill 
CASA's mission and meet CASA's goals. Seeks input from the Director of Training, and 
Director of Communications, Senior Director of Community Engagement and other CASA 
staff as appropriate. 

• Collaborates with Advocacy Team and Child Advocacy Specialist Mentors to ensure 
recruitment materials match the current volunteer experience and reflect CASA’s values and 
mission. 
 

3. Other Duties 
• Collaborates and communicates with the Director of Volunteer Admissions to ensure cross-

training and ability to cover tasks or assignments for other members of the Recruitment and 
Screening teams as needed. 

• Participates in pre-training interviews with prospective advocates as needed, at a frequency 
determined by the Director of Volunteer Admissions.  



• Assists with and supports advocate recruitment and retention events including, but not 
limited to volunteer retention events, Swearing In ceremonies, Volunteer Appreciation and 
in-service training.  

• Participates in efforts to promote diversity, equity, and inclusion as it relates to recruitment 
of diverse volunteers and to the CASA volunteer experience. Acts as a champion for change 
in addressing disparate outcomes and disproportionality in the child welfare system by 
fostering an inclusive and equitable environment for prospective volunteers of diverse 
backgrounds and identities. 

• Assists with other duties as assigned. 
 
Knowledge, Skills and Experience 
Required: 
1. Demonstrated passion for connecting volunteers with meaningful work. 
2. Demonstrated commitment to equity and inclusion. 
3. A minimum of a Bachelor’s degree, or in lieu of a degree, significant relevant professional 

experience. CASA of Travis County welcomes employees from diverse educational backgrounds and 
degree programs.  

4. Demonstrated ability to clearly communicate an organization’s mission and need for volunteers to 
the community. 

5. Demonstrated ability to plan and implement methods of recruitment that grow the volunteer pool 
on a steady basis to meet the needs of the growing agency. 

6. Public speaking experience.  
7. Demonstrated networking and relationship-building skills and ability to work in a team environment. 
8. Demonstrated ability to establish strong working relationships with small to large scale businesses, 

community groups, and other entities that represent various demographic groups needed in CASA’s 
volunteer pool.  

9. Demonstrated experience and comfort working in multicultural environments and with people from 
diverse backgrounds. 

10. Demonstrated self-awareness, cultural humility, and desire to learn from individuals with diverse 
identities. 

 
Preferred:  
1. Public speaking experiences in varied settings (small and large groups, grassroots, corporate, non-

profit, faith communities).  
2. Two years of experience in volunteer recruitment.  
3. Experience within a CASA program as a staff member or volunteer 
4. Experience with developing relationships to enhance diversity and inclusiveness of volunteer pool. 
5. Experience with or knowledge of CRM database use to track progress and outcomes related to 

volunteer recruitment. 
6. Demonstrated knowledge about issues of racial/ethnic disproportionality and disparities in social 

service systems. 
7. Experience in diversity, equity, and inclusion work, as it relates to race/ethnicity, sexual orientation, 

gender identity, or other identities. 
 

 
Physical Requirements and Work Environment 
The Diversity Recruitment Specialist will spend the majority of the time in the office and that could involve 
intermittent physical activities including bending, reaching, sitting and walking during working hours.  
Must be able to lift at least 20 pounds.  Additionally, it is anticipated that the person will spend several 
hours of each day seated at a PC.  The Diversity Recruitment Specialist may be expected to attend certain 
meetings, including those that may occur in the evenings. 
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