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San Diego Rescue Mission

	Job Title:
	Walk With Me Program Manager 
   

	Reports To:
	Director of Church Partnerships

	Job Purpose:
	To develop and administer a County-wide, multi-faceted training program 
   for Walk With Me area ambassadors and volunteers 

To cultivate relationships with local service providers and homeless 
   ministries for the recruitment and resourcing of Walk with Me participants
To develop and cultivate relationships with church partners and area 
   ambassadors for the purpose of recruiting and training volunteers  
To develop and manage the registration process/database for volunteers 
   and participants and help with the pairing of these new friendships
To be a resource for WWM pairings, answering questions/providing updates                        

To assist with development of special events and communications materials

To represent our Mission, Vision and Values and continue to grow as a 
   follower of Jesus Christ and Spiritual Leader



	

	The Walk With Me Program Manager serves as a member of the Church Partnerships Team and reports to the Director of Church Partnerships. This position provides administration, development, management, and direction for the Walk With Me initiative. 

	Essential Functions

	Core Responsibilities

Help Develop and Administer a County-Wide Training Program 
· Utilizing existing framework, help develop a multi-faceted, eight-module training program for ambassadors and other volunteers for use live, online and in print
· Gain familiarity with the online training platform and work with the outside specialist to pull it all together

· Incorporate relevant video segments (such as interviews with experts) from local service agencies and other outside resources to enhance the training

· Understand the Person-Centered Plan and assist in adapting it for the homeless population and incorporating it into the training materials
· Assist in identifying, training and managing area ambassadors throughout the county

· Help ambassadors set up informational meetings in the ten County areas
· Monitor progress of ambassadors/volunteers throughout online training and provide assistance/clarification/communication as needed

· Help arrange pairings and set up initial meetings with volunteers and participants 

· Manage forum for receiving feedback from volunteers and incorporate feedback into ongoing training
· Help develop/update/manage Power Point presentations, handouts, and handbook
Cultivate Relationships with Local Service Providers and Homeless Ministries
· Research and assist in making connections with county-wide service agencies, including NAMI Clubhouse, PATH, Veterans Village, Alpha Project, Lucky Duck food distribution, Ladle Fellowship, local church homeless ministries and others  

· Participate in outreach efforts alongside these agencies/ministries to identify those desiring/needing individualized care through a long-term WWM friendship   

· Assist with arrangements for volunteers to visit one or more of these agencies/ministries before they enter Walk With Me training program
· Maintain updated information on all relevant agencies and services they offer so volunteers can steer participants to appropriate resources 

· Train agencies on how to register new participants and communicate guidelines 

Cultivate Relationships with Church Partners and Area Ambassadors 
· Create a church presentation on WWM, the Church/WWM relationship, the profile of a WWM ambassador/volunteer and the recruitment/training/pairing process 
· Work with Director of Church Partnerships to set up informational meetings with key church contacts who will champion Walk With Me and help recruit volunteers

· Communicate with churches on an ongoing basis with updates and needs

· Support the area ambassadors 

Manage Registration Process/Database for Volunteers & Participants
· Help manage registration process from all sources and automate wherever possible
· Help develop and maintain a database for tracking progress of existing and potential pairings (using SDRM’s web-based software)
· Personally visit agencies and areas on the street where the homeless gather to find people who would like to be paired with a Walk With Me volunteer  
Be a Resource for WWM Pairings, Answering Questions & Providing Updates                        

Assist with Special Events, Marketing, and Promotional Materials
· Set-up, organize and maintain a central location for all Walk With Me materials

· Help coordinate quarterly large group meetings for volunteers and participants  

· Assist with social media, web site content, display materials and fliers/brochures
· Be on the lookout for God stories that can be used to promote the program


Represent our Mission/Vision/Values and grow as a Spiritual Leader

· Spend time daily in God’s Word and Prayer

· Model servant leadership

· Pursue our values both privately and publicly

· Serve as a participant of a local church

· Sharpen skills through continued learning
· Foster a coachable, approachable, humble spirit
· Work in humility and unity with all the churches and service agencies we encounter
To perform this job successfully, the incumbent must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Requirements:  Lived experience on the streets required. Street outreach experience preferred. Understanding the root causes of homelessness, including mental illness, addiction and trauma required. Some experience in an office or admin setting (corporate, church, or non-profit) preferred. Training or facilitating experience preferred. Proficiency in Word, Outlook, Excel and Power Point. Outgoing, organized, detail-oriented, fast learner, confident communicator, creative problem solver. Church ministry, social media and basic graphic design experience a plus.
Skills and Abilities: Proficiency in Word, Outlook, Excel and Power Point. Outgoing, organized, detail-oriented, fast learner, confident communicator, creative problem solver. Church ministry, social media and basic graphic design experience a plus. coordinate and/or direct a variety of complex tasks and assignments simultaneously and successfully; exercise good judgment and make sensible decisions; attentive to detail; prioritize effectively; effective oral and written communication skills; eagerness to learn and be trained; work both independently and as part of a team; provide accurate information to public by answering questions and requests in a timely and professional manner.
Special License/Certification: n/a

Travel/Transportation: The incumbent must travel on a regular (or periodic) basis, as the job requires.  The incumbent must have reliable transportation (public transportation may be acceptable depending on the purpose of travel).  If the incumbent receives authorization to use a Mission vehicle to perform duties, he or she must present a current California driver’s license and good driving record to be placed on the Mission’s insurance policy.

MANAGERIAL ROLE AND RESPONSIBILITY

The incumbent has no supervision of paid staff.

ENVIRONMENT

The incumbent has a private office that is generally clean and comfortable.  It may include some minor annoyances such as noise, odors, drafts, etc.  The incumbent is in a non-confined office-type setting in which he or she is free to move about at will.  

The incumbent works in a residential setting, which consists of individuals who may have a mental or physical disability or illness.  

Physical resources may be limited, and in some cases, are donated.  
X

Must work evenings, overnights, weekends, and/or holidays as needed

X

Must be on-call or participate in an on-call rotation (if available)

PHYSICAL ACTIVITY

The incumbent may spend a majority of time sitting, speaking and listening.  He or she is expected to travel on a regular (or periodic) basis, as the job requires (see Qualifications above).  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the job.  Please see chart below for further physical requirements.

X

Bending

Jumping

Pushing

Squatting

X

Carrying

X

Kneeling

Reaching

Twisting

Climbing

X

Lifting

Running

X

Walking

Crawling

Picking

X

Standing

X

Typing 

Grasping

Pulling

X

Sitting

10-key 

Lift 0-10 pounds

X
Lift 10-20 pounds

Lift 20-30 pounds

Lift minimum 30 pounds

X

Sit or stand for extended periods of time

X

Operate office equipment such as, computer, printer, telephone, and fax

X
Drive vehicles, trucks, forklifts, and other equipment (current licenses required) as needed
Work around equipment and machinery

X
Walk around for extended periods of time
Exposure to excessive noise

Exposure to extremes in temperature, humidity, or wetness

Exposure to dust, gas, fumes, or chemicals

Work at heights

Operation of foot controls or repetitive foot movement

Use of special visual or auditory protective equipment

Work with biohazards such as bloodborne pathogens, sewage, waste, etc.

ACKNOWLEDGEMENT

I have been given a copy of this job description.  I understand that I may be asked to perform duties and responsibilities not listed in this description and that my leadership may change the description at any time, according to organizational needs.  It is my responsibility to achieve excellence in my job and be a successful member of the Mission family.  

Employee Signature

           Employee Printed Name


Date

Witness Signature


Witness Printed Name & Title

Date
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