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CASA of Missoula
Work Study Position
Qualifications:

— Must be a student at the University of Montana
Strong written and verbal communications skills
Strong organization skills

N
N
— Experience navigating google drive, making spreadsheets, and sending professional emails
— Curiosity about social welfare and community action

s

Steps:
e Complete online CASA Volunteer Application
e Submit Resume, Cover Letter, and three professional references to Maya maya@casamissoula.org
e Complete interview
e Pass a fingerprint criminal history and child abuse registry check

Job Description:
Work-Study students at CASA of Missoula play an important role in supporting our program staft and

helping ensure the organization has the resources needed to carry out its mission. CASA of Missoula seeks
motivated students who are passionate about making a difference and helping us expand our impact on the
lives of abused and neglected children in our community.

This position offers valuable experience in the nonprofit sector, including communications, marketing,
volunteer engagement, community outreach, and organizational operations. Students will work closely with
the Volunteer Coordinator/Retention Specialist, and other CASA staff to support daily operations.
Responsibilities include contacting CASA volunteers with court reminders, distributing weekly updates,
assisting with content creation projects, and participating in community outreach efforts.

In addition, students will help manage case information within our online platform by opening new court
cases, organizing case documents, and ensuring volunteers have access to the background information and
resources needed to effectively advocate for the children they serve.

Hours:

Time commitment is flexible and varies by responsibilities. Students typically commit to 8-10 hours per
week for the semester. This can vary based on events, tasks, and projects, and the student’s individual needs
and schedule. This position is primarily remote, but can be done in the CASA office if requested.
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Compensation:

Students can earn $15/hour through Work Study at the University of Montana. They must qualify for Work
Study and are paid directly by the University

*Maximum amount of work study will be based on your financial aid package as allowed by the University.

Key Responsibilities:

1. General Duties- 8-10 hours per week:
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Process court documents through CASA’s document email - help open new cases, upload
documents to appropriate folders and notify CASAs and supervisors of new documents.
Help maintain an updated and organized google drive.

Track in-service training offered for CASAs.

Send out weekly court reminders to CASAs and their supervisors.

Aid in creating graphics for weekly updates, create the content for updates, and track
information for archived updates.

Help with tabling as needed.

Sending out quarterly surveys and reminders as needed.

Write and mail anniversary cards for CASAs.

Other program duties as assigned.
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