ST. ELIZABETH CATHOLIC CHARITIES

JOB DESCRIPTION

I. IDENTIFYING INFORMATION

POSITION TITLE:  
Shelter Manager
 
STATUS:
  

Full-Time, Non-exempt


 
SECRETARIAT:  
Catholic Charities and Family Ministries

REPORTS TO:  

Residential Director

 
SUPERVISES:

House Staff 
II. PRIMARY FUNCTION
Maintain Residential programs and enforce guidelines of the programs. Act as liaison between House Staff and Residential Director. 
III. POSITION CONTENT

MAJOR RESPONSIBILITIES AND REGULAR ACTIVITIES

1. Ensure residents’ needs are being met 
2. Enforcing guidelines of the program as needed

3. Maintain cleanliness and appearance of residential homes
4. Encourage residents and act as a positive role model for residents
5. Responsible for safety including daily inspections and monthly fire drills
6. Work with facility maintenance staff to maintain shelter

7. Responsible for training needs and supervising of House Staff
8. Schedule shifts for House Staff for shelter coverage 24/7
9. Set chore sheet for House Staff
10. Communicate with Residential Director as needed with House Staff issues and concerns

11. Responsible for reviewing hours worked of House Staff for payroll
12. Other duties as assigned

IV. POSITION SPECIFICATIONS/REQUIREMENTS

SKILLS, KNOWLEDGE, AND/OR ABILITIES

1. Knowledgeable about women and children’s issues, homelessness causes and prevention. 
2. Ability to multi-task and prioritize. 
3. Reasonable computer and communication skills.
4. Must have a good driving record.



EDUCATION, TRAINING AND/OR EXPERIENCE

1. High School diploma or GED. 
2. Experience working in a social service field with single mothers, the homeless or residential facility. 
V. WORKING ENVIRONMENT

1. May need to work some evenings and weekends
2. Need to be available to be on-call
3. May on occasion need to drive agency vehicles. 

4. Need to work with a variety of organizations, including the media, community organizations, etc.

3. Travel generally not required

4. There is access to confidential information that must be safeguarded 
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