JOB DESCRIPTION

TITLE: Program Support Specialist
FLSA STATUS: Full-time, Non-EXEMPT
9)
Reports to: Reports to Shelter Program Manager, or in this person’s absence, the Family Violence Director

JOB SUMMARY:

Ensures the Family Violence Shelter Program is maintained and ensures that the residents / facility meet the health regulations and welfare standards in accordance with state mandates, guidelines and regulations.
ESSENTIAL JOB DUTIES AND ACCOUNTABILITIES:

· Provides case management to residents of the shelter program, working with them on goals and providing resources to meet the individual needs of residents and their children. 

· Ensures and monitors that Residents and Shelter Advocates /monitor and maintain cleanliness of emergency shelter to ensure housing facilities are ready for inspection.
· Answer crisis hotline and TTY calls. Provide information and referral to callers on a variety of issues. Assess calls for imminent danger and potential admission into domestic violence shelter. Maintain real time statistics on hotline calls and client services. Complete initial entry paperwork and client documentation as needed. Provide support and guidance within the shelter setting to increase independence of the families.
· Conducts daily /weekly walk through of the emergency shelter program and takes corrective action to meet compliance of CJCC, CACFP / Funder standards, regulations and healthy living arrangements.
· Conducts routine inventories of supplies to include food items, shelter supplies, etc. and develops monthly menus; Monitors storage areas for all shelter supplies, cleaning materials, etc. Purchase food and shelter supplies and complete monthly food reports. 
· Monitors furnishing needs and/or general maintenance of emergency shelter.
· Attend staff meetings, training sessions, professional workshops and special events, as requested.
· Lock and unlock assigned areas; secure building at appropriate times, checking for unlocked doors and windows turn on and off lights and heating systems and alarms.
· Assist the Shelter Program Manager with general maintenance issues and upkeep of emergency shelter.
· Ensure residence security and safety including compliance with applicable codes and proper functioning of security and fire safety systems.
· Coordinate Post Office mail pick up for all emergency clients.
Guest Records:
· Document all pertinent information while maintaining confidentiality within the agency guidelines. 
· Completes mandatory documentation within timelines established by the supervisor.   
Staff Duties:
· Shelter/Crisis Line / On Call Coverage
· Attend staff meetings, training sessions, professional workshops and special events, as requested.
· Provide welcoming and supportive environment for residents
· Assist with transportation of clients to appointments etc with use of agency vehicle. 
· Crisis intervention and case management with clients
MINIMUM CREDENTIALS AND EXPERIENCE:

Bachelors Degree in Human Services field preferred. Candidate should possess good decision making, and telephone skills, able to handle complex situations and must be a team player. Strong computer and written communication skills are necessary for maintaining inventory and quality documentation; Must have knowledge of and sensitivity to issues of domestic violence and sexual assault; Ability to deal with crisis situations effectively and calmly.
Must have valid Driver’s license in State of Georgia and driving record must comply with insurance requirements. Must complete and pass CPR First Aid Course. Employment is contingent upon satisfactory results of background, fingerprint, drug and motor vehicle record checks.  
DISCLAIMER

This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

I have reviewed this position description and hereby acknowledge my understanding of my duties. I hereby acknowledge receipt of a true copy of this document. 

I have reviewed this position description and the evaluation process with my supervisor and hereby acknowledge my understanding of my duties, reporting system, chain of supervision, evaluation system. I hereby acknowledge receipt of a true copy of this document. 
_________________________​​​​​​​​​​​​______   _______________________________   
Employee Signature   
 Date      Supervisor                 Date
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