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Job Title: Shelter Desk Manager                                                                                         Position Non- Exempt 

Department: Shelter
Reports To: Shelter Manager
Job Summary:

The Shelter Desk Manager must have experience relevant to Rescue or Shelter Ministry and must have a valid Florida Driver License. This employee will work under the direct supervision of the Shelter Manager. This individual must be a born-again Christian of proven testimony and evidence of spiritual growth including: leadership, discipleship, maturity, discernment, patience, objectivity, and stewardship effectiveness. This person must be able to share his or her testimony with program clients with Christ-centered behavior, i.e., treating people with dignity, respect, compassion, and integrity at all times. Position may require work beyond the normal hours and on weekends/holidays, as typical operations run 24/7. Work at the Shelter requires continual attention to details in overseeing clients, holding to policy program guidelines, establishing priorities and meeting deadlines. This employee must be able to work in a fast-paced environment with demonstrated flexibility and an ability to juggle multiple competing tasks and demands. The Shelter Desk Manager must have a valid Florida Driver License.

Qualifications:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skills, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
Christian Commitment: 

Must exemplify and model Christian behaviors and values and possess high levels of ethics, honesty, and character. Must be able to share with business associates, customers, staff, and clients his or her experience of having a personal relationship with Jesus Christ.
Education and/or Experience:

· Bachelor’s Degree or equivalent education and experience in a related field such as in a social work/counseling environment or within a ministry setting. 
· Work experience with a non-profit, rescue ministry is a plus but not required

Knowledge, Skills & Abilities:
· Christ-centered behavior, i.e., treating people with dignity, respect, compassion, and integrity at all times.

· Supervisory experience with the ability to hold clients accountable for their individual program goals.
· Knowledge and experience working with men, women and children in crisis.

· Ability to teach Bible and client curriculum

· A pleasant personality to people you are speaking to on the telephone, visitors, and company personnel.

· The ability to act and think promptly and professionally.
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· Good verbal and written communication skills including good organizational and administrative skills.

· Self-motivated and flexible.

· Ability to recognize and maintain confidentiality of information.

· Ability to work as a member of a team.

· Hands-on computer knowledge, understanding and skill with proficiency in Microsoft Office (Word, Excel, Outlook, PowerPoint) and Internet Explorer.

· Maintain First Aid, CPR, and AED certification.

· Maintain an acceptable driving record (in accordance with our insurance carrier, less than 2 DMV points on driving record).

· Maintain membership in good standing status at a local Bible-believing church.

· Regular timely attendance.

· Ability to write routine reports and correspondence.
· Excellent interpersonal, creative problem solving, organizational and time management skills.

Supervisory Responsibilities:
Supervisory responsibilities include the supervision of volunteers, clients, and community service workers in accordance with Jericho’s policies and procedures, while maintaining appropriate boundaries. This may include interviewing, orienting and training, planning, assigning, and directing work, appraising performance, addressing complaints and resolving problems. Responsibilities also include orientation and coaching of clients in order that they attain employee and retail skills. As a supervisor, employee will also be required to form effective working relationships with other supervisors, subordinates, ministry staff and the public. Supervisors will be expected to demonstrate aptitude for both personal and professional development as related to future goals and needs of the Shelter and its contribution to the overall ministry of Jericho Road Ministries, Inc.
Physical Demands: 
While performing the duties of this job, the employee is regularly required to stand, walk, sit, use hands to manipulate, reach with hands and arms, lift, and to speak and listen.  Occasionally this position may be required to climb or balance and stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus. Must be able to operate a motorized vehicle; a valid Florida driver license is a necessity. 
Benefits:
· Paid time off for all full-time employees

· Paid time off for ministry recognized public holidays for all full-time employees 

· Employee Merchandise Discounts 
· Sam’s Club Membership for salaried employees

· Employee contributed 403(b) Retirement Plan (optional enrollment)

· Employee contributed AFLAC supplemental insurance (optional enrollment)

Employee’s Initials:   ______________                            Date: ______________
Job Duties Include, but are not limited to: 
· Administer and adhere to policy manuals, memos and procedures related to this job and remain updated on updates and changes or memos related to policy, maintaining correct procedures in your work

· Assist clients through biblical counsel, listening, prayer and in completing their individualized program which may include resolving scheduling, relational, and programmatic conflicts, family reunification and parenting programs

· Able to hold clients accountable to policy manuals and program requirements.
· Complete client intakes and exits, ensuring that all required documentation and information are collected.  
· Assist clients with appointments for medical, dental, probation and other issues. Providing transport as needed and allowed according to policy guidelines.

· Conduct screening and referral evaluation interviews with residential candidates including performing orientation appointments with new students.

· Perform drug and/or alcohol tests on clients. Review House Rules with Transients 

· Oversees all program and transient clients in order to maintain program guidelines and house rules for all residents.

· Monitor and correct the residents’ activities as needed related to program rules. 

· Maintain client files, administrative and other office files in order and complete 
· Maintain a clean, safe, and unobstructed workplace
· Maintain shelter office supplies and orders through Stewardship Department

· Transports clients as needed safely and in a timely manner. Maintain driver schedule for pick-up of food, client appointments, etc. 

· Complete month-end reports, Missions Operations Summary Report and FEMA, and other reports as may be requested by Shelter Manager.

· Report client discipline problems and other shelter incidents to Shelter Manager daily.

· Receive donations dropped off at the shelter. Give a receipt to the donor and forward donor names and addresses to the Programs Director. 
· Effectively interact and communicate with individuals at all levels of the organization.

· Answer phones, take messages and provide referrals as needed. Complete initial client interview questionnaire on the phone with perspective clients.

· Keep office areas and out buildings locked when not in use.

· Ensures that program clients are working their programs, are diligent in completing chores and are ready for class, chapel and other activities.

· Greet chapel speakers, oversee chapel service, and be prepared to conduct chapel if the speaker does not show up. Complete the Chapel Speaker’s Report.

· Keeps the Shelter Manager fully informed on the conditions and operations of the Mission during their time of service, and on all important factors influencing them.

· Promotes spontaneous Bible and Spiritual discussions.

· Ensures that the shelter premises, both inside and outside, are clean and kept in a neat and orderly manner.

· Closes and locks up the Mission when leaving for church or other outings.

· Contacts the Shelter Manager and/or Programs Director in the event of an emergency. Reports any serious client disturbances immediately to the other staff and Chief Operating Officer.

· Maintain Chore Chart and Chore List.

· Documents and dispenses medication given to clients.

· Carries out other responsibilities as may be delegated by the Shelter Manager in a timely manner.

· Dial 911 in the event of an accident or medical emergency. Contact your superiors in the event of a medical emergency.  Dial 911 first

· Report any client wishing to harm himself, wishing to harm another person, wishing to destroy anyone’s personal or mission property to the authorities by dialing 911. Then report this immediately to your superiors and get assistance from another staff person on site, and then notify the Programs Director and Chief Operating Officer.

· Report any serious client disturbances immediately to the Programs Director or the Chief Operating Officer. Make an incident report for such a disturbance and review with Programs Director and/or Chief Operating Officer.

· Staff’s actions, behaviors and language must be in accord with the overall goal of this Mission.  Any behavior or activity that undermines the program will not be tolerated and may be grounds for immediate termination of position. 

I have reviewed this job description and do not have any reservations about my ability to perform all duties of the position. The duties listed above are intended only as illustrations of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position. The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change. I further understand that additional duties may be added or deleted from those listed above as the Ministry grows. I have read the above descriptions and certify that I am able to carry out these duties. I am also willing to comply with all the policies and procedures of Jericho Road Ministries, Inc. in order that their Mission purposes might be achieved in the community.
Jericho Road Ministries, Inc. is a 501(c)(3) nonprofit, evangelical Christian Ministry; employees must continuously adhere to the Statement of Faith and Lifestyle, and adhere to the employee policy manual and guidelines as set forth by the CEO and Board of Directors.
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