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first place family center annex program manager
	JOB TITLE
	First Place Family Center Annex Program Manager

	REPORTS TO (title)
	HSS Program Director

	DEPARTMENT NAME
	First Place Family Center Annex


1.
PRIMARY PURPOSE -  

The purpose of this role is to provide support to families within the First Place Family Center Annex.  
2.
ESSENTIAL DUTIES AND RESPONSIBILITIES -  

Management:
· Lead the collaborative development and delivery of an annual and multi-year Strategic Plan for the department;
· Ensure that all department and programmatic policies and procedures are up to date, compliant with contractual standards, in-line with SVdP practices, and communicated clearly and consistently to all staff and participants; 
· Provide a social safety net by developing innovative solutions, services, and partnerships that foster social justice

· Commitment to creating an equitable and inclusive culture where everyone feels a sense of belonging, is respected, and is empowered to succeed;

· Work alongside the Supportive Housing department to ensure our core values in equity, diversity and inclusion are represented and that each employee feels acknowledged, heard, and included;

· Participate in regular community collaborative meetings; particularly those of the Poverty and Homeless Board and the Youth Homeless Solutions Workgroup and Coordinated Entry Stakeholders subcommittees, Early Learning Alliance, and Human Services Commission;
· Promote a supportive, trauma-informed work environment by encouraging best practices around self-care, debriefing incidents and confidentiality;
· Promote and model effective communication and teamwork amongst all department staff;
· Proactively insure overtly inclusive systems of feedback from families, youth, and staff in order to create a healthy and peaceful environment along with ongoing program improvement;
· Review all Incident Reports and respond appropriately;
· Review and approve all Vendor Payment Requests;
· Review and respond to all Client Complaints and/or Grievances;
· Conduct monthly audits and provide needed direction for key performance areas such as (but not limited to):
· HMIS Data Quality
· Financial performance
· Staff Evaluations and current position descriptions
· Staff Trainings
· Project Management 
· Community Outreach collaboration
· Other duties as assigned. 

Supervision:
· In coordination with SVdP Human Resources and the Supportive Housing Director, ensure that all practices are compliant with standard personnel management practices; 

· Promote a supportive, trauma-informed work environment through encouraging best practices around self-care, debriefing incidents and confidentiality;

· Conduct annual performance reviews of all staff;

· Ensure all staff have an appropriate compensation rate and corresponding position description on file that meets SVdP standards for personnel management practices;

· Review and approve all New Hires, Wage Changes, and Position Changes;

· Supervise and mentor staff using a strength-based model that creates a housing first and trauma informed culture;

· Provide daily guidance to staff around best practices for working with families in crisis;

· Ensure staff have coordinated daily schedules such that all essential duties are covered.

Operations:

· Coordinate weekly staff meetings/trainings and staff development opportunities;

· Maintain physical presence at shelter to ensure basic operation and delivery of services are running smoothly. This will include evening and occasional late-night/early morning hours;

· Oversee the tracking and coordination of all program calendars and shift coverage;

· In coordination with SVdP Volunteer Coordinator, oversee meaningful and effective Volunteer Solicitation, Volunteer Engagement, and Volunteer Appreciation;

· In coordination with SVdP Development Team, oversee meaningful and effective Donor Solicitation, Donor Engagement, and Donor Appreciation;

· Provide direction, observation and coverage to staff shifts, as needed;

· Support staff in response to incidents in a calm and respectful manner - Intercede as necessary;

· Assist staff in communicating and enforcing family agreements to maintain safety;

· Facilitate healthy boundaries and communication between staff and families;

· Effectively deescalate conflict and provide mediation between families and/or staff;

· Oversee all needed facility repairs and maintenance;

· Coordinate with partner agencies, as necessary and to manage any current or future agreements;

· Oversee and ensure the coordination with McKinney Vento Liaisons regarding children’s access to and engagement in education;

· Participate in collective impact efforts to increase visibility and access to families living in poverty;

· Regularly host tours and presentations to organizations, groups and individuals to promote public understanding and support of SVdP and Families Shelter programs;

· Ensure all program rules and requirements, including program documentation and budget monitoring, are being met;

· Work occasional weekends, evenings, and late nights, including being “on-call” for general support and direction.

Critical Outcomes:

· Decrease the community’s number of youth and families experiencing homelessness year to year;

· Increase the number of families receiving critical services year to year;

· Increase staff retention and sense of fulfillment through meaningful service.

3.
OTHER DUTIES AND RESPONSIBILITIES -  

· Maintain adherence to Company policies, safety/ergonomic standards and good housekeeping practices.

· Perform other duties and responsibilities as required.

4.
MINIMUM QUALIFICATIONS AND EXPERIENCE -  
· Possesses a valid driver’s license and drives participants in a company vehicle;

· Possesses a BS/BA in a social services field or commensurate, related social services and case management experience;

· Must be able to pass a drug screen (including marijuana), a background check, and other St. Vincent de Paul hiring requirements.

· Able to proficiently use PC or Apple computer devices and software programs including databases, word processing, spreadsheets, internet browser, email, tablets and smartphones (Apple or Android), office equipment including fax machines and copiers;

· Understands and follows complex written and oral instructions, rules, and procedures.

Required qualifications:

· Experience working with unhoused population(s); 

· Has an understanding of the causes of being unhoused as well as systems and processes used to help individuals secure and retain affordable housing, and obtain needed community services;

· Demonstrated management and leadership history;

· Established history of collaboration within a dynamic environment;

· Experience providing supervision to 12 or more employees;

· Exhibits excellent negotiation, de-escalation, and mediation skills;

· Proficiency in accounting and budgeting principles;

· Proven ability to successfully problem solve;

· Exhibits excellent time management skills;

· Adept at public speaking/presenting to the community;

· HMIS proficiency;

· Demonstrated ability of diplomatically navigating complex situations;

· Creative, driven, outgoing;

· Attends work as scheduled.

Preferred qualifications:

· Has experience working with individuals and families with mental health issues, physical disabilities, chemical dependency, and/or domestic violence or other abuse history and may currently be in crisis;

· Has experience working with the HMIS (Homeless Management Information System), and local community social service resources and partners.
5.
PHYSICAL DEMAND - 

A. The physical effort typically applied in this job includes:

	X
	Lifting
	X
	Pulling
	X
	Reaching

	X
	Carrying
	X
	Pushing
	
	Shoveling

	
	Other (specify)
	
	
	X
	Keying/typing


B. Check the box that best reflects the amount of effort typically applied and the frequency of application:
	Amount of 
	                                    % of Time Effort is Applied

	Effort Applied 
	Less than 15%
	15% to 40%
	40% to 70%
	More than 70%

	Less than 1lb.
	
	
	
	X

	Between 1 & 5 lbs. 
	
	
	
	X

	Between 5 & 25 lbs. 
	
	
	
	X

	Between 25 & 60 lbs.
	
	
	
	X

	More than 60 lbs.
	
	X
	
	



C. The effort reflected in the above chart is typically applied in the following work positions: 

	X
	Sitting
	X
	Standing
	X
	Walking

	X
	Stooping
	X
	Bending
	
	Confined

	
	Other (specify)
	
	
	
	


6.
MENTAL OR VISUAL DEMAND -  
	
	Occasional mental and/or visual attention; the operation performed is either close to being automatic or the duties require attention only at long intervals.

	

	
	Frequent mental and/or visual attention; the flow of work is either intermittent or the operation involves waiting for a machine or process to complete a cycle with intermittent checking or inspection involved.

	

	
	Continuous mental and/or visual attention; the work is either repetitive or diversified requiring constant alertness to monitor the production process and/or identify defects.

	

	
	Concentrated mental and/or visual attention; the work involves performing complex tasks to very close accuracy and quality specifications; or a high degree of hand and eye coordination for sustained periods.

	

	X
	Intense and/or exacting mental and/or visual attention; the work involves visualizing, planning, laying out, or otherwise performing very involved and complex work.


7.
WORKING CONDITIONS -


A. Identify the kinds of disagreeable elements incumbent would typically be exposed to in the work area:

	X
	Dust
	X
	Dirt
	X
	Heat
	X
	Cold

	X
	Fumes
	X
	Noise
	X
	Vibration
	
	Water

	
	Other (specify)
	
	
	
	
	
	


B.  Check the statement below that best describes the physical surroundings or conditions under which the job is typically 
performed and the extent of exposure to the disagreeable elements noted above:

	
	The job is typically performed under very comfortable working conditions; any disagreeable elements are generally absent during normal performance of job.


	
	Work is typically performed under reasonably good working conditions; while exposure to any or all of the above elements may occur, such exposure is generally not present to the extent of being disagreeable.

	

	X
	The job is often performed under somewhat disagreeable working conditions; exposure to any or all of the above elements is likely, with at least one present to the extent of being disagreeable.

	

	
	The job is continuously performed under disagreeable working conditions; exposure to any or all of the above elements is probable, with several being present to the extent of being objectionable.

	

	
	Work is continuously performed under extremely disagreeable working conditions; exposure to many objectionable elements is both continuous and intensive.


8.  ATTENDANCE - Compliance with general company standards is acceptable.

9.  SAFETY - Compliance with general company standards is acceptable.

10.  FLSA STATUS - Hourly
11.
SIGNATURES & DATES -   

	Employee Signature                        Date:

	Supervisor Signature               Date:




