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ABIP  
40 HOUR FACILITATOR VIRTUAL  


TRAINING VIA ZOOM 
 


FRIDAY, NOV 6   
Domestic Violence 101 – Part 1 


Shelter Based Training 


Lynda Campbell & Cecelia Walker 


SATURDAY, NOV 7 
Domestic Violence 101 – Part 2 


 FRIDAY, NOV 13 
Batterer Dynamics, Assessment & Intervention – Part 1 


Alyce LaViolette 


SATURDAY, NOV 14 
Batterer Dynamics, Assessment & Intervention – Part 2 


Alyce LaViolette 


FRIDAY, NOV 20 
Group Process – How we Teach  


Dan Chinn 


SATURDAY, NOV 21 
Group Process – What we Teach  


Michael Cochrane 


FRIDAY, DEC 4 
Hispanic Culture and DV 


TBA 


Black Cultural Experience in America and DV 


Michael Cochrane 


SATURDAY, DEC 5 
Asian Culture and DV 


Isabella Goeders 


Cultural Diversity – LGBTQ Issues and DV 


Alyce LaViolette 


FRIDAY, DEC 11 
Facilitator Concerns (self care) and Law and Ethics 


Tom Bellows 


SATURDAY, DEC 12 
Alcohol and Other Drugs and DV 


Steve Lasicka 


 


SAVE 


THE 


DATE 
 


MORE  


INFORMATION 


AND  


REGISTRTION  


COMING 


SOON!! 
 
 


5 CONSECUTIVE  
FRIDAYS &  


SATURDAYS 
8:30AM –
12:45PM 


STARTING NOV 6-
DEC 12, 2020 


 


TRAINING FEES 
ABIP MEMBERS 


40 HRS—$400 


($40/DAY) 


NON MEMBERS 


40 HRS—$450 


($45/DAY) 


STUDENT/INTERN/
SCOLORSHIPS 


40 HRS—$300 


($30/DAY) 
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Position Number 1-A-018      
 


 
 POSITION DESCRIPTION 


 
POSITION: Human Resources Specialist 
BENEFITS: Prorated Vacation/Sick/PTO Accrual 
PAY RATE: $25-30/ hour, DOE 
DEPARTMENT: Administration 
REPORTS TO: Executive Director 
DESIGNATION: Full Time, Non-Exempt 
HOURS: Flexible 32 to 40 hours per week, Monday to Friday 
TO APPLY: Send resume and cover letter to Jenniferh@sucasadv.org 


 
POSITION SUMMARY 
Under the direction of the Executive Director, the HR Specialist will serve as the primary point of contact 
for internal and external constituents on all personnel matters. The Human Resource Coordinator oversees 
and assists with human resources, safety functions, operational activities, departmental compliance with 
policies and procedures, and administrative functions. In a secondary role, they will provide executive 
support to the Executive Director, including completion of assigned tasks, scheduling, logistics, and project 
management.  
 
DUTIES AND RESPONSIBILITIES 
 Oversees and serves as the primary liaison for all personnel related efforts, and personnel projects. 
 Must be creative and enjoy working within non-profit environment, which is mission-and-results-driven 


and community oriented. 
 Exercise sound judgment in variety of situations, have strong written and verbal communication, 


administrative, and organizational skills and maintain a realistic balance among multiple priorities. 
 Work independently on projects, from conception to completion, and must work effectively under 


pressure to handle a wide variety of activities and confidential matters with discretion and 
professionalism. 


 Assist Executive Director with project management tasks, preparation of corporate and private 
foundation grants/funding requests, scheduling, logistics, board of director’s communications and 
drafting board packets, drafting documents, event planning, and other tasks as needed. 


 Perform quality work within the deadlines, with our without direct supervision.  
 Work effectively as a team contributor and independently on various assignments. 
 Communicate and coordinate work efforts with others, and accept constructive feedback. 


 
Human Resources and Management 
 Oversee compliant lifecycle management, from hiring through separation. This includes drafting job 


postings and current job descriptions, reviewing résumés, screening, coordinating and scheduling 
interviews with applicants and interview panel, conducting reference checks and verifications of 
employment, preparing conditional offers of employment, processing Live Scan background checks, 
orienting new staff, assigning and collecting keys and passwords, conducting exit interviews, sending 
benefit information, and retaining appropriate records. 


 Evaluate and implement all human resource department policies and procedures, including Employee 
Handbook, Safety Guidelines, and Procedures.  


 Oversee recruitment, onboarding, and ensure all employee records are maintained and updated with 
new hire information or changes in employment status. 







Position Number 1-A-018      
 Assess and update employee job descriptions, interview questionnaires, processes, and procedures.  
 Oversee open enrollment, health benefits, staff training plans and performance evaluations. 
 Maintain confidential personnel files with proper certification and documentation. 
 Respond to handle employee inquiries and resolve issues in a timely and professional manner. 
 Maintain and distribute staff phone lists. 
 Oversee, develop and train management on documentation, disciplinary action, termination 


procedures, and other HR functions.   
 Serve as agency Safety Specialist (and ensure IIPP is in place); enforce bi-annual workplace safety 


meetings for all sites; present in-service training for staff on safety issues; ensure appropriate 
emergency response procedures and teams are in place. 


 Responsible for overseeing and ensuring compliance and tracking of all contract related requirements 
for personnel such as 40-hour domestic violence training, CPR & First Aid certification, Civil Rights 
Training, current insurance coverage, HR trainings, and more.  


 Responsible to address all compliance related issues with management and report concerns to 
Executive Director. 


 Follow and maintain OSHA recordkeeping of all occupational injuries and illnesses  
 Attend monthly Director’s and Leadership Meetings, as requested.  
 Ensure all staff certification and training. 
 Other duties as assigned. 


  
Daily Operations 
 Provide executive assistance to Executive Director with project management tasks, scheduling, drafting 


documents, event planning, securing locations, board of director’s communication and board packet 
preparation. 


 Serve as the lead for all tasks and matters that need be brought to the Executive Director’s attention 
 Manage daily correspondences for Executive Director, as requested. 
 Maintain agency master calendar. 
 Handle and analyze office worksite protocols 
 Maintain agency’s personnel files. Direct agency’s recordkeeping, including retention policies, 


protection, retrieval, transfer, and disposal of records. 
 Reserve facilities for Su Casa training events for staff. 
 Represent agency and attend meetings as necessary 
 Responsible for working in conjunction with the Administrative Coordinator to open and close the 


Administration Office, 
 Assist in answering telephone calls, handle crisis and inquiry calls, and make appropriate referrals 


when back up is needed 
 Assist “walk-in” clients and maintain the walk-in log when back up is needed 
 Additional duties and special projects as assigned. 
 
MINIMUM QUALIFICATIONS 
 A minimum of three years of human resources experience, or equivalent combination of education 


and experience and certification in Human Resources. Bachelor’s degree in Human Resources or a 
related field is highly preferred. 


 Bilingual in English and Spanish preferred, but not required. 
 Ability to assist with emergency situations as needed. 
 Certification in the 40-hour DV victim services training required by the state to be completed within 90 


days of employment. 







Position Number 1-A-018      
 Excellent organizational and project planning/management skills, including the ability to implement 


and prioritize multiple tasks and/or projects with excellent detail-orientation. 
 Excellent verbal and written communication skills and telephone etiquette. 
 Must be able to work under pressure at times, handle a wide variety of tasks and matters with 


discretion and confidentiality. 
 Advanced Computer Skills– Windows Operating System, Microsoft Office Suite, and Outlook required. 
 Ability to work independently and cooperatively as a team member. 
 Ability to be flexible with work settings, schedules, responsibilities, clients and colleagues. 
 Demonstrated leadership and administrative skills to maintain working relationships with all managers, 


staff and volunteers. 
 Valid CA driver’s license; own automobile, and auto liability insurance required. 
 Able to clear state and FBI criminal background check. 
 Has not been a resident of a domestic violence shelter or in a domestic violent relationship for five 


years. 
 
This job description describes the general nature and minimum level of work; this is not all-inclusive, and does not include 
all position duties, responsibilities, and required skills. Su Casa ~ Ending Domestic Violence reserves the right to modify 
job duties in its sole discretion. This job description does not constitute a written or implied contract of employment or 
otherwise alter any employee’s at-will status. 
 
EQUAL EMPLOYMENT OPPORTUNITY Su Casa ~ Ending Domestic Violence is proud to be an equal opportunity employer committed to 
diversity in the workplace. Su Casa prohibits discrimination and harassment of any type, and affords equal employment opportunities to 
employees and applicants, without regard to race, color, religion, sex, national origin, age, disability, genetic information, gender identity or 
expression, or veteran status. Moreover, Su Casa will conform to the spirit, as well as the letter, of applicable law. Administration will provide a 
copy of this policy upon request.  
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ZOOM ROUNDTABLE MEETING THURSDAY - 10.15.2020
Attachment: VIRTUAL FLYER FOR 10.15.2020 ROUNDTABLE.docx
BVS/CRIME SURVIVORS ZOOM ROUNDTABLE MEETING
THURSDAY, OCTOBER 15, 2020 FROM 10AM – 12PM
GUEST SPEAKER:  OFFICE OF THE ATTORNEY GENERAL – VICTIMS’
SERVICES UNIT (VSU), AND CRITTENTON SERVICES
Here are the instructions for the Zoom meeting:
Email:  https://zoom.us/j/251650179
Meeting ID:  251 650 179
Phone:  1-669-900-6833
 1.  Please add your name in the chat.  There are a number of people that are not signing
in.  As a result, their information is not appearing on the sign-in sheet.  Please add your
name, organization, title, phone number, email and the County in which you work (ex; Shari
Farmer, LA County District Attorney’s Bureau of Victim Services, Field Deputy,
213.700.2276, sfarmer@da.lacounty.gov – LA County).  This way, I will be able to create
a sign-in sheet that allows everyone to network on their own after the meeting is over.  Since
we have a number of folks from different counties, I want to be able to group them on the
sign in sheet, which will make it a little easier for you to connect to agencies in your area.

2.  The Victims' Services Unit (VSU):  They offer crime victims and their families support
and information at every stage of the criminal process. Victims have rights, and the Attorney
General is committed to ensuring that those rights are protected.  The guiding principle of the
VSU is to provide support, information, and assistance to victims at every stage of the
criminal process. It is an essential service in empowering victims.  Come here how the
Attorney General’s office works with victims.

3.  Crittenton Services for Children and Families:  They are a child advocacy and mental
health nonprofit organization with more than 50 years of experience serving the most
vulnerable system-involved children, youth and families. Our treatment philosophy is one of
being trauma responsive and is at the core of all our programming efforts in order to best
address childhood trauma in a holistic and culturally sensitive manner.
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[ABA CDSV] Upcoming Webinar: Expert Testimony in Civil Cases Part II
 

Register for a Free Webinar Today!                                        

Trouble Viewing? View online.
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Expert Testimony in Civil Cases Involving Domestic Violence
Webinar Series

 

Part II: 
Tuesday, October 20, 2020 
11:00am-12:30pm PT | 2:00pm-3:30pm ET 
Faculty: Cindene Pezzell, Legal Coordinator (NCDBW) & Tracy Shoberg,
Deputy Director of the SAFeR Project (BWJP) 

The second webinar in the series focuses on family court proceedings,
including dependency court, divorce, and custody cases. Given the reality
that many attorneys may not have the time or resources to retain experts,
this webinar provides strategies to counter problematic testimony from
adverse experts, court appointed ?neutral? experts, custody evaluators, and
other witnesses who may offer problematic evidence that fails to account for
the context of domestic violence. 

The content of this program does not meet requirements for continuing legal education (CLE)
accreditation. You will not receive CLE credit for viewing. 

Part I Recording is Now Available to View on our Website 

http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x3f4a2dx0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x373248x0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x373268x0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x3978eex0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x3bc00fx0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x3bc142x0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x3bc142x0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x3ba5c8x0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x31295aax0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x31295adx0486&
http://maestro.abanet.org/trk/click?ref=z11aidwdq5_0-41df2x31295adx0486&


 

 

Register Now

 

 

 

Watch Part I

 

 

Resources
 

 

 

 

The ABA
offers a wide

range of
membership

benefits
specifically for
public interest

attorneys.
 

  

 

The CDSV
provides
technical

assistance to
legal

professionals.
Are you in

need of
resources or

referrals?
 

  

 

We are
available to

provide
Technical

Assistance
(TA) virtual
office hours
for you to

meet with us,
one-on-one,
via Zoom.

 

  

 

Help us
continue to

develop
policy and

programming
by making a
charitable

donation to
our Program

Support
Fund.

 

 

 

Connect with us.
 

 

 

This project is supported by Grant No. 2017-TA-AX-K020 awarded by the Office on Violence
Against Women, U.S. Department of Justice. The opinions, findings, conclusions, and
recommendations expressed in this publication/program/exhibition are those of the author (s) and
do not necessarily reflect the views of the U.S. Department of Justice Office on Violence Against
Women.
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