 
 

Now accepting applications for 
SAFE HOUSE COORDINATOR 
 
Poiema is looking for a mature, grace-filled, Christian woman to serve as our Safe House Coordinator for our transitional residential home. She reports to and works side by side with the Program Director and Support staff to ensure that the safe house, the live-in RA, and the residents of the home are supported and cared for. 
     
Poiema’s Mission  
The Poiema Foundation educates the public about sex trafficking and other methods of sexual exploitation in order to bring awareness. We also facilitate the restorative journey of survivors by assisting with their physical, psychological, emotional, and spiritual needs. Our goal is to provide a safe place where survivors experience the unconditional love of Jesus Christ and receive trauma-informed support on their journey to becoming healthy independent women. 
 
Responsibilities 
Household/Administrative duties include: 
· Work with Safe House staff to ensure that the home stays secure, clean, and maintained
· Purchase household supplies and maintain list of needed items for donors to contribute 
· Schedule and meet with household service providers for maintenance needs
· Perform various administrative duties as needed: (emails, spreadsheets, Volunteer Hub website, documentation, expense reporting, etc.)
· Occasionally either request or post needs on Poiema Social Media pages
 
Duties with Residents include: 
· Manage schedule for Monday-Friday programming for residents
· Hold residents accountable for Poiema Handbook compliance 
· Respond in a timely manner to the needs of our residents, primarily during business hours, but occasionally for emergencies during non-business hours
· Lead/plan weekly meetings for residents: Case Management 1-on-1’s, House meetings, and Community night with residents and volunteers 
· Document meeting notes and stories of residents’ growth and God’s provision.  Keep all resident and household records organized and digitally accessible 
· Encourage residents’ healthy habits and routines (i.e., chores, curfew, self-care) 
· Encourage good character and spiritual growth of residents 
· Implement positive incentives and strength-based consequences to overcome obstacles with residents
· Monitor and order residents’ prescription medication and keep all prescription bottles in locked cabinet 
· Assist in teaching residents’ basic life skills as needed, such as cooking, cleaning, shopping, budgeting, job decisions, etc.   
· Have healthy conversations with residents and handle conflicts with grace and love 
· Help with transportation of residents utilizing Poiema’s ministry car
 
Duties with Volunteers include: 
· Schedule volunteers to help with various programming needs and other tasks with residents and house 
· Develop rapport with volunteers and continually train them with Strength-based approach. Be a shepherd to them and be mindful of their needs
 
Qualifications 
· Good communication skills – gracious, professional, timely, and proactive 
· Organized – Ability to keep the supplies and available resources neat and organized
· Supportive and caring – Must be able to connect with residents and help them feel safe 
· Problem solver – proactively try to resolve problems as they arise
· Proficient with basic technology – computer, internet, phones, etc 
· Responsible with finances – Able to handle Poiema resources honestly and prudently 
· Godly Character – Integrity, honesty, patience, and trustworthiness are crucial for this role.  Must be able to set healthy boundaries, and have sound, strength-based discernment 
 
Spiritual and Professional Development  
We care about the development of everyone on our team, therefore we encourage the following:
· Regular church attendance and bible study 
· Participation in Poiema staff development trainings and meetings whenever possible 
· Weekly Safe House staff meeting with Program Director 
· Maintain personal counseling/therapy if needed for your own personal healing 
· Provide prayer support for residents, volunteers, and Poiema staff 
 
Transportation Requirements 
· Must have a valid Driver’s License
· Must have and maintain a good driving record
· Must own a reliable personal vehicle and carry adequate auto insurance
· Whenever possible, the Poiema ministry car will be used for ministry related transportation 
 
Required Education and Experience   
· Bachelor’s Degree or equivalent experience with survivors of trauma, addiction, domestic violence, and/or sex trafficking  
· Experience in Social work and/or working as a Resident Advisor is preferred
 
Application Process  
· Submit to a drug test and background check prior to being hired  
· Complete 4 specific Poiema trainings (HT101, Realities of Aftercare, Survivor Care and Strength-based training).  
· Sign Waver of Liability, Confidentiality Agreement, Statement of Faith, plus a NOTARIZED Nondisclosure Agreement  
· Apply on the website under volunteer application. www.poiemafoundation.org    
· Send a resume to marie@poiemafoundation.org  
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