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Intake Coordinator – Part Time  |  Position Opening 

Hannibal, MO 

 

Position Description: 

This position contributes to the mission of The Child Advocacy Center of Northeast Missouri 

(CACNEMO) by coordinating the scheduling of forensic interviews and ensuring the needs of children 

and families are met while at the center. 

 

Primary Job Duties and Responsibilities 

1. Receive referrals via email, fax, or phone from multidisciplinary (MDT) members.  

2. Enter each case’s data into the NCAtrak database.   

3. Begin the scheduling of appointments for forensic interviews of children by contacting all MDT 

members.  

4. Contact involved caregiver to provide information on our center, educate about the process of 

the forensic interview, deescalate crisis, schedule forensic interviews, and offer support.  

5. Greet and welcome children and families when they arrive at the CAC for interviews, therapy, or 

other reasons.  

6. Ensure that the correct paperwork is completed by caregiver and disseminated to assigned 

CAC staff.  

7. Answer Children’s Services phone line- direct calls appropriately, provide support for crisis calls 

made to the CAC and maintain documentation for crisis call support.  

8. Provide a trauma informed environment by ensuring that the child and families basic needs are 

met. 

9. Ensure cultural, behavior and other necessary accommodations/modifications are implemented 

in waiting room as needed.  

10. Observe all interactions in the waiting room/lobby to ensure they are appropriate in nature.  

11. After forensic interviews, this position will be responsible for completing an age appropriate 

empowerment activity with children while their involved caregiver is in the post meeting (meeting 

the involved caregiver has with the MDT and Child & Family Advocate). 

12. After the post meeting, ensure that the involved caregiver has an opportunity to complete the 

NCA Outcome Management Survey (OMS) regarding their experience at the CAC.  
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13. Enter, analyze and summarize all OMS responses.  

14. Complete monthly billing for the assigned grant.  

15. Participate in regular supervision meetings.  

16. Attend office and community meetings as well as trainings as requested by supervisor.  

17. Other duties as assigned.  

 

Qualifications 

Minimum of an associate’s degree in a human service field, criminal justice or related field. At least 

one year direct services experience working with children and families. In lieu of a degree two years 

of direct services work will be considered. Candidate should possess strong organizational skills, 

have the ability to multitask and have a strong commitment to client services. Candidate must have 

the ability to work independently as well as part of a larger team within The Child Advocacy Center 

of Northeast MO as well as the multidisciplinary team. 

 

Reports to and supervised by: Forensic Services Program Director 

Classification: Non exempt 

Submit resume and letter of interest to arobins@cacnemo.org. 

The Child Advocacy Center of Northeast Missouri is an Equal Opportunity Employer.   
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