





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.

· Be sympathetic when clients need to talk to someone. Trauma Informed.
· Help supervise or arrange for the supervision of children when mothers are at court, doctors office, job interview, etc. 
· Ensure client and shelter statistics are given to the office in a timely manner.
· Assist with monthly reports.
· Arrange for classes in conjunction with case managers for clients: Yoga, support groups, nutrition, parenting, budget, etc.
· Arrange special activities for children.
· Prepare client intake when case manager unavailable.
· Refer clients to appropriate agencies or programs (legal), housing, counseling, etc.
· Review clients daily with case managers and notify office of any special concerns.
· Occasionally conduct house meeting for residents.
· Be aware of residents' goals and needs. 
· Assist residents with any sudden illness or emergency.
· Procure or provide transportation to meet client’s needs.
· Keep track of residents Birthdays and arrange special activities.
· Assist in filling a vacancy if employee calls in sick or requests vacation time.
· Assist with employee appraisals on staff members.
· Assist with training any new employee’s.
· Write up any questionable actions by staff and bring to the Housing Director.
· Keep lines of communication open with entire team, seek assistance as necessary.
· Work closely with case managers to assist clients.
· Repair or arrange to repair things that break in the shelter. 
· Clean or arrange to clean the building, rooms, floors, dishes, bedding, etc. 
· Assist with food shopping and ordering.
· Food Bank - order, attend meetings, and pick up in Tyler. Keep daily and monthly Stats. 
· Wal-Mart - shop for non-food bank items. Shop weekly and watch for sales.
· Inventory - Keep list of items used and items needed.
· Answer phones - log hotline information and route other calls.
· Keep files on food bank, pest inspections and send copies to office, etc.
· Relay information to office regarding any change in client's status, etc.
· Supervise shelter volunteers.

· Assist with training or recruiting of volunteers.
· Keep records of volunteer hours to give to Program Director.
· Make recommendations for changes or improvements as necessary.
· Ability to organize workload, set priorities and follow through tasks to their completion.
· Maintain attention to detail in required paperwork.
· Forthright and discerning in communications with staff and clients.
· 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.
· Ability to work closely with other staff in the shelter.

Applicant Requirements

· Bachelor’s Degree in Social Work, Counseling, Psychology or related field. 
· At least 3 years’ experience with managing staff.
· Be able to use Word, Excel, Power Point and Outlook.
· Understanding of domestic violence and sexual assault and ability to handle crisis situations. 
· Ability to walk, bend, stoop, twist at waist, reach, climb stairs, lift and carry at least 25 pounds.
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