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Bilingual Ongoing Client Coordinator 
 
Description 
This position reports to the Program Director at the Family Tree Parenting Time Program. 
Responsible for scheduling visits with families to include oversight of the schedule for staff, relief, 
volunteers and interns.  The Ongoing Client Coordinator works with families on an ongoing basis 
to ensure that court orders regarding visitations are followed.  This position will also provide intakes 
and supervised visitations for Spanish speaking families as needed. 
 
This is a full-time, non-exempt position with a hiring salary range of $21.96 to $26.06 per hour.  The 
schedule for this position is Monday through Friday 12:30-8:30pm and occasional weekends 
required. Benefits information can be found on Family Tree’s career page at  
 https://www.thefamilytree.org/careers. 
 
Essential Duties/Responsibilities 
Schedule parenting time for parents and children efficiently to maximize use of available visit space 
as well as available staff, volunteers, interns and relief. Provide communication with other 
professionals involved with clients as requested and as authorized. Ensure quality program 
services through monitoring client files, assisting with collecting program data and measuring 
program outcomes. Communicate daily with other staff members on the status of client visitations 
and exchanges. Return phone calls within 48 hours to other professionals involved on cases, such 
as CFIs, guardian ad litems and therapists, maintaining proper professional etiquette concerning 
ex parte communication guidelines, and confirming client release of information practices. Assist 
with other parenting time duties such as billing, scheduling, and supervising visits/exchanges as 
requested. Provide intakes and supervised visitations as the primary provider for Spanish speaking 
families. 
 
Other Duties 
Works with other Family Tree Programs to coordinate and provide a continuum of services that are 
trauma informed, culturally sensitive, focused on safety and empowerment of victims of domestic 
violence, as well as providing opportunities to address multi-generational service needs. Return 
phone calls and emails to clients within 48 hours. Promply document all services. Provide support 
for staff, volunteers and interns as needed, and acting as contact person for problem-solving in 
Director’s absence. Communicate frequently with the Program Director regarding client, program, 
and administrative issues. Complete other duties as requested. Make referrals to other Family Tree 
Programs. 
 
Knowledge, Skills and Abilities 
Knowledgeable about community resources, dynamics of domestic violence, high-conflict divorce, 
child abuse and neglect, and developmental needs of children. Skilled in de-escalation techniques. 
Supervised parenting time experience strongly preferred . Knowledge of mental health and 
substance abuse issues and the dynamics of high conflict divorce upon children and parents 
necessary. Excellent verbal and written communication skills required. Must have a high level of 
computer competency. Bilingual fluency (English/Spanish) required 
 
Education and Formal Training 
Bachelor’s Degree in Social Work or related field is preferred with at least one-year experience 
working with families involved in child custody disputes, domestic violence, mental health issues, 
substance abuse issues or equivalent combination of training and work experience. 
  



 

EMPOWERING CHANGE.  TRANSFORMING LIVES. 

 
Working Environment 
This position works with challenging situations and family dynamics and one must be prepared and 
willing to have difficult conversations with all populations, including persons in crisis. The schedule 
includes some required weekends.  
 
Physical Activities 
Physical demands associated with essential functions include, walking, sitting, reaching, fingering 
and/or feeling, talking, hearing (ordinary conversation), seeing (read paperwork, computer work), 
and physically exerting force of 10-15 pounds. Ability to speak and hear in ordinary conversations 
and groups. Normal vision is required with or without corrective lenses.This position requires 
extensive computer use, phone use, and likely sitting for long periods of time. 
 
 
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 
Note: Job descriptions are not intended to be an exhaustive list of all duties, responsibilities, or 
qualifications associated. 
 
 


