
 

The WDRC is a 501(c)3 nonprofit with a mission to provide and promote constructive and collaborative approaches to conflict through mediation, training, facilitation 
and community education. Learn more at: whatcomdrc.org. 

 
Position Open: Supervised Visitation (SV) Program Assistant 
Start Date: As soon as can be arranged  
Reports to: SV Program Manager     
Hours: 8 hours per week with the following expected schedule and possible 1.5-2 hours additional some weeks to cover visits as needed.  

 Mon Tue Wed Thurs Fri Sat Total 

Regular 
Hours 

0 0 9-10:30 am 0 0 8:30am-3:30pm 
(includes 30 min unpaid break) 

8 hours 

Possible 
Additional 
Hours 

0 Visits between  
3:15 -7:15pm 

Visits between  
2-6pm 

Visits between 
1:45-7:15pm 

0  1.5-2 hours 

   
The SV Program Assistant position is primarily responsible for supervising visits and supporting volunteers with the Supervised Visitation Program. The SV program 
provides a safe structure and welcoming environment for non-residential parents to visit their children. Working in partnership with Whatcom County Superior Court, 
Faith Lutheran Church, and active volunteers, the SV program provides a temporary means for parents and children to maintain a connection and relationship until 
the parent can successfully visit without supervision. The SV Program Assistant will understand and have compassion for the dynamics and complexities present 
within the program and families served, will understand and promote the SV program’s alignment with the WDRC’s goals, will have a belief in the mission of the 
WDRC, and will enthusiastically embrace the opportunity to work with our team. An ideal candidate will demonstrate an aptitude for sensitively and successfully 
working with families and volunteers, and setting healthy and safe boundaries. This position is well suited for a professional interested in a part-time role with the 
WDRC. It will require both consistency and flexibility to meet the ebb and flow of client schedules and program needs. This person will primarily be stationed at our 
program location at Faith Lutheran Church, with meetings at the WDRC.  
 
Essential Responsibilities: 

 Adhere to and implement program policies and procedures 

 Orient families to visit requirements 

 Set firm and compassionate boundaries with families 

 Participate in visits for families 

 Support volunteer supervisors 

 Manage risk and assess and ensure safety  

 Maintain case files 

 Contribute to appropriate program evaluation  

 Communicate as needed with program partners 

 Ensure a comfortable and welcoming environment for visits  

 Administrative duties (database, phone, e-mail, filing, word processing, data entry) 

 Provide support to the SV Program Manager and Program Coordinator  

 Other duties as assigned  
 
Essential Skills: 

 BA in psychology, sociology or related degree and experience 

 Minimum 2 years working with families  

 Ability to exercise sound judgment at all times  

 Ability to be neutral and nonjudgmental  

 Ability to set boundaries firmly and compassionately 

 Ability to implement program rules equitably and consistently 

 Ability to follow a strict schedule 

 Strong listening skills and ability to process and synthesize large amounts of information often from emotionally escalated people 

 Understanding of dynamics in situations involving domestic violence, substance abuse, and mental health concerns  

 Strong written and verbal communication skills  

 Highly organized 

 Patience, flexibility, and sense of humor 

 Ability to provide empathy and compassion 

 Ability to work successfully both  independently and in a collaborative environment 

 High proficiency with Microsoft Word and Excel 
 
Preferable Skills: 

 Case management experience 

 Experience working with families in crisis 

 Familiarity with and belief in mediation and alternative dispute resolution 

 Mediation training 

 Bilingual in Spanish 
 
 

How to apply: Submit cover letter, resume, and three professional references to our search coordinator: Devin DiBernardo, Supervised Visitation 
Program Manager, Whatcom Dispute Resolution Center, 13 Prospect St, Ste 201, Bellingham, WA 98225 or devin@whatcomdrc.org 

mailto:devin@whatcomdrc.org

