


Shelter Manager


Position: Shelter Manager Reports to: Housing Director Status: Exempt

Purpose of Position: To supervise the operation of the shelter, including client services, staff schedules and volunteers.

[bookmark: _GoBack]Shelter Staff

1. Collect and check signed time sheets before sending to the office.
2. Assist in filling a vacancy if employee calls in sick or requests vacation time
3. Assist with employee appraisals on staff members
4. Assist with training any new employee
5. Write up any questionable actions by staff and bring to director
6. Keep lines of communication open with entire team, seek assistance as necessary.
7. Work closely with casemanagers to assist clients
8. Make logical decisions in communications with staff and clients

Building Maintenance

1. Repair or arrange to repair things that break in the shelter. 
2. Clean or arrange to clean the building, rooms, floors, dishes, bedding, ect. 

Food Preparation

1. Assist with food shopping and ordering.
a. Food Bank - order, attend meetings, and pick up in Tyler. Keep daily and monthly Stats. ( I do this now and will continue)
b. Wal-Mart - shop for non-food bank items. Shop weekly and watch for sales
2. Inventory - Keep list of items and needed items
3. Plan menu s - with the assistance of other staff members and clients
4. Keep current shoppinglist and pantry inventory
5. Clean up kitchen or supervise clean up. Keep food areas orderly
6. Empty trash daily
7. Maintain log on food purchases

Clients

1. Be caring and concerned when clients need to talk to someone
2. Help supervise children when mothers are at court, doctors office, job interview, etc. or any valid appointment
3. Ensure client and shelter statistics are given to the office in a timely manner
4. Assist with monthly reports
5. Arrange for classes in conjunction with casemanagers for clients: nutrition, parenting, budget, etc.
6. Arrange special activities for children
7. Do client intake when casemanager unavailable
8. Refer clients to appropriate agencies or programs (legal), housing, counseling, etc..
9. Review clients daily with casemanagers and notify office of any special concerns
10. Conduct house meeting for residents who are there during the day and maintain notes on all meetings. This is now in the evening.
11. Be aware of residents' goals and needs. Record any observations 12.Assist residents with any sudden illness or emergency
13. Procure or provide transportation to meet clients needs-Limited on only essentials .
14. Keep track of residents Birthdays and arrange special activity

General Office

1. Answer phones - log hotline information and route other calls.
2. Keep files on food bank, pest inspections and send copies to office, etc.
3. Relay information to office regarding any change in client's status, etc.

Volunteers

1. Supervise shelter volunteers
2. Assist with training of volunteers
3. Keep records of volunteer hours to give to Volunteer Coordinator (Mary)

Management

1. Confer with the Housing Director regarding staff questions.
2. Assure the proper interaction between staff members for the client benefit.
3. Make recommendations for changes or improvements as necessary.

Personal skills

1. Direct service experience
2. Able to organize work load, set priorities and follow through tasks to their completion.
3. Maintain attention to detail
4. Forthright and discerning in communications with staff and clients.
5. Gain knowledge of all aspects of operations of the shelter so there is a good understanding of the agency, its philosophy, and its position in the community.
6. Able to work closely with the staff in the shelter responsible for the various programs
7. Must appear neat in appropriate dress for work duties.
