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POSITION DESCRIPTION

Position:

Program Manager                            

   Status:  Exempt

Reports to:

Executive Director         

                Date Updated:  April 17, 2017
POSITION SUMMARY: The Program Manager’s major areas of responsibility include: Shelter operations and facilities oversight; personnel management; guest life programming and classes; program budget management; and community relations. The Program Manager has overall responsibility for Hospitality House’s emergency shelter daily workflow and for the supervision, development and motivation of staff. The Program Manager also supports the enhancement of volunteer opportunities, and fosters collaborative relationships with other service providers. When assigned, the Program Manager will also serve as the acting Executive Director.
ESSENTIAL DUTIES AND RESPONSIBLITIES:

A. Operations and Facilities Management: 
1. Oversee daily operations through the supervision of case management, monitor, and facilities and kitchen staff. 
2. Ensure all goals, operations and activities comply with Board policies and Hospitality House’s Mission, Purpose and Core Values. 

3. Ensure that Hospitality House’s programs are available to eligible people regardless of religious belief or affiliation, race, color, national origin, handicap or sexual orientation.  

4. Directly or by delegation, ensure that staff’s daily, weekly and monthly schedules and workloads achieve program objectives within established budgets and without unnecessary overtime.

5. Maintain regular communication with guests, service providers and external program representatives to ensure employees’ performance is in line with guests’ needs and the program’s goals and objectives. 
6. Oversee the management of all property, maintenance, security, and safety concerns at the Hospitality House facility and of Hospitality House’s equipment, including vehicles. 

7. Aid the Executive Director in maintaining and updating approved operations forms and manuals as needed. 

8. Oversee the development, maintenance and confidentiality of the program’s databases, coordinating with the Executive Director on the public dissemination of data.
9. Direct available resources as needed.
10. Develop and coordinate guest life management classes. Facilitate classes and coordinate with other services providers to facilitate classes. 

11. Review and approve or deny shelter guest terminations as stated in the Disciplinary Action Procedures. Refer appeals to Executive Director as appropriate.  
B. Personnel Management:            
1. Using an interview panel, interview and hire all shelter monitor employees, subject to approval by the Executive Director. Communicate interview outcomes; write offer letters and formalize start dates.
2. Ensure employees receive and sign all required documents and forms, including the Employee Handbook, Health and Safety Regulations, and Position Description. 

3. Ensure information is disseminated to staff on existing or new procedures.

4. Provide orientation and training for new employees to assure quality work and identify and arrange for appropriate ongoing training for staff.

5. Provide progressive disciplinary action for employee performance improvement, when necessary.  Document disciplinary actions in employee personnel file. 

6. Complete employee evaluations as outline in the Employee Handbook. 

7. Understand and ensure all shelter staff maintains guest confidentiality and data privacy standards.  

8. Keep updated resource information on local and regional human services, and make these available for all shelter staff. 
9. Understand status as a mandated reporter of child or vulnerable adult maltreatment and ensure all shelter staff has this training.  
10. Maintain knowledge of fire, safety, health and work standards to ensure a safe and positive environment for all.

11. Incorporate volunteer staff, as appropriate.

12. Ensure timely data collection and reporting by staff for quarterly financial and regulatory compliance. 

13. In partnership with the Executive Director and Finance and Administration Officer, stay abreast of reporting deadlines and grant requirements to safeguard funding.

C. Community Relations:
1. In coordination with the Executive Director, act as liaison to government agencies, participating churches & organizations, developing healthy community relations and maintaining a positive image of the program. 

2. In coordination with the Executive Director, respond to and resolve complaints from shelter neighbors, government officials and all other program-related affiliates. 

3. Ensure compliance with all agreements with other organizational entities, such as the Use Permit Conditions with the City of Grass Valley.

4. In coordination with the Executive Director, participate in public forums to educate and raise awareness about homelessness and support for the Hospitality House Program.
5. Facilitate use of volunteers, where appropriate, in all areas of Hospitality House.
COMPETENCIES:

To perform the job successfully, an individual should demonstrate the following competencies:

· Analytical - Synthesizes complex or diverse information; Collects and researches data.

· Design - Generates creative solutions; demonstrates attention to detail.

· Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes information skillfully; develops alternative solutions; works well in group problem solving situations; uses reason even when dealing with emotional topics.

· Project Management - Coordinates projects; Communicates changes and progress; Completes projects on time and budget.

· Customer Service - Responds to requests for service and assistance; Meets commitments.

· Interpersonal Skills - Focuses on solving conflict, not blaming; maintains confidentiality; listens to others without interrupting; keeps emotions under control; remains open to others' ideas and tries new things.

· Oral Communication - Speaks clearly and persuasively in positive or negative situations; listens and gets clarification; responds well to questions.

· Written Communication - Writes clearly and informatively; edits work for spelling and grammar; presents numerical data effectively; able to read and interpret written information.

· Teamwork - Contributes to building a positive team spirit; supports everyone's efforts to succeed.

· Change Management - Communicates changes effectively; builds commitment and overcomes resistance; prepares and supports those affected by change.

· Leadership - Exhibits confidence in self and others; inspires and motivates others to perform well; effectively influences actions and opinions of others; accepts feedback from others.

· Quality Management - Looks for ways to improve and promote quality; demonstrates accuracy and thoroughness.

· Business Acumen - Understands business implications of decisions; demonstrates knowledge of market and competition; aligns work with strategic goals.

· Cost Consciousness - Works within approved budget; conserves organizational resources.

· Ethics - Treats people with respect; keeps commitments; inspires the trust of others; works with integrity and ethically.

· Organizational Support - Follows policies and procedures; completes administrative tasks correctly and on time.

· Judgment - Displays willingness to make decisions; exhibits sound and accurate judgment; Supports and explains reasoning for decisions; includes appropriate people in decision-making process; makes timely decisions.

· Motivation - Sets and achieves challenging goals; demonstrates persistence and overcomes obstacles.

· Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; plans for additional resources; sets goals and objectives.

· Professionalism - Approaches others in a tactful manner; reacts well under pressure; treats others with respect and consideration regardless of their status or position; accepts responsibility for own actions; follows through on commitments.

· Quality - Demonstrates accuracy and thoroughness; looks for ways to improve and promote quality; applies feedback to improve performance.

· Quantity - Completes work in timely manner.

· Adaptability - Adapts to changes in the work environment; manages competing demands; changes approach or method to best fit the situation; able to deal with frequent change, delays, or unexpected events.

· Dependability - Follows instructions, responds to management direction; takes responsibility for own actions; keeps commitments; commits to long hours of work when necessary to reach goals; completes tasks on time or notifies appropriate person with an alternate plan.

· Initiative - Volunteers readily; takes independent actions and calculated risks.

· Innovation - Displays original thinking and creativity; meets challenges with resourcefulness; generates suggestions for improving work; develops innovative approaches and ideas; presents ideas and information in a manner that gets others' attention.

LANGUAGE SKILLS: Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of volunteers, donors, members of the general public and employees of the organization. 
EQUIVALENT EDUCATION AND EXPERIENCE:  Five years of experience is required in the human services field dealing with issues unique to homelessness, substance abuse, mental health, and physical disabilities. Specific knowledge and experience with Twelve Step philosophy, addiction and recovery is preferred. Must have a valid California Driver’s License.

PHYSICAL REQUIREMENTS

Lift and move up to 10 pounds; Stand, walk and sit frequently; bend and stoop occasionally. Walk up stairs.
NATURE OF SUPERVISION RECEIVED:  Must be able to work independently toward attainment of operational goals and contract compliance. 
This job description does not constitute a written or implied contract and may be changed as business needs arise.

Indicate anything that would keep you from meeting the job duties as outlined above.

___________________________________________________________________________________________
___________________________________________________________________________________________
Employee Printed Name: _______________________________________________________ Date ___________

Signed:_____________________________________________________________________________________
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