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first place family center 
AND NIGHT ANNEX site manager
	JOB TITLE
	First Place Family Center and Night Annex Site Manager

	REPORTS TO (title)
	Youth and Family Services Program Manager

	DEPARTMENT NAME
	First Place Family Center and Night Annex


1.
PRIMARY PURPOSE -  

This position is responsible for all aspects of the assigned First Place Family Center and Night Annex Site with the HSS Department.  This includes managing all operational aspects of the site, supervising Site Support Staff, ensuring that the necessary resources are available and maintained at the site, and providing support to families within the First Place Family Center Annex.  
2.
ESSENTIAL DUTIES AND RESPONSIBILITIES -  

Coordination:
· Develop relationships with participants for the purpose of fostering a safe and stable environment, providing support and crisis intervention when needed. 

· Provide a social safety net by developing innovative solutions, services, and partnerships that foster social justice.

· Create an equitable and inclusive culture where everyone feels a sense of belonging, is respected, and is empowered to succeed.

· Ensure that equity, diversity, and inclusion are acknowledged through engagement within the framework of SVdP’s directives and overall mission.
· Facilitate healthy boundaries and communication between staff and participants.

· Effectively deescalate conflict and provide mediation between families and/or staff.
· Assist staff in communicating and enforcing family agreements to maintain safety.
· Promote a supportive, trauma-informed work environment by modeling and encouraging best practices around self-care, debriefing incidents, and practicing confidentiality.

· Model and promote effective communication and teamwork.

· Proactively and overtly provide inclusive systems of feedback from participants and program staff to promote a peaceful environment and ongoing program improvement.

· Work closely with the Youth & Family Services Program Manager, Homeless & Shelter Services Operations Manager, and Homeless & Shelter Services Director to ensure timely rollout and completion of ongoing training, staff recognition, and positive behavioral support for staff, volunteers, and interns. 
· Work closely with the Youth & Family Services Program Manager to ensure adequate staffing and volunteer levels by creating, posting, and revising staff, volunteer, and intern schedules.
· In coordination with SVdP’s Volunteer Coordinator and Development Team, oversee solicitation, engagement, and appreciation of both volunteers and donors.
· Be available to staff call-off shifts (including overnight) when other staffing does not meet scheduling needs.
· Participate in ongoing community collaborative meetings.

· Coordinate with partner agencies to manage any current or future agreements.

· Support 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.

· Host tours and presentations to organizations, groups, and individuals to promote public understanding and support of SVdP and FPFCA.
Operations:
· Responsible for the day-to-day operations of the assigned First Place Family Center and Night Annex.
· Ensure services are consistent with regulatory and organizational standards.
· Ensure development and delivery of programmatic policies and procedures. Ensure that all 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. 

· Manage program activities and ensure that staff perform in accordance with program expectations and company policies and procedures.  
· Participate in the hiring, training, and corrective action process with assigned staff. 
· Mentor and coach individual employees and team, providing guidance and structure to achieve best practice and work to develop strong skills and optimal performance.  

· Prepare agendas and conduct engaging monthly staff meetings, training opportunities, and support professional development for program staff.

· Support staff in response to incidents in a calm and respectful manner, interceding when necessary.

· To maintain operations and ensure service delivery, this position’s schedule will include early morning, evening, late-night, and on-call hours. 

· Support the tracking and coordination of all calendars and shift coverage. Provide shift coverage to program staff as needed.
· Maintain case notes, other data entry, and reports using various software applications including Homeless Management Information System (HMIS) database, MS Office 365, WellSky, and Cognito forms.
· Provide input into budget development.

· Attend required meetings and training.  

· Respond to operational issues in a timely manner, reporting all facility repairs and/or maintenance needs.
3.
OTHER DUTIES AND RESPONSIBILITIES -  

· Maintain adherence to Company policies, safety/ergonomic standards and good housekeeping practices.
· Experience maintaining client confidentiality and a professional code of ethics.
· Computer proficiency and ability to use smartphone, email, Microsoft Office Suite, and other necessary programs.
· Understand how trauma, systems, systemic oppression, race, ethnicity, gender, and sexuality impact people experiencing homelessness and poverty. Knowledge of the mental, emotional, and physical impacts of trauma and the daily realities and stressors facing unhoused people.
· Active listening skills and ability to acquire information in healthy ways to help problem solve sensitive issues using a non-judgment approach.

· Demonstrated experience in motivating others and coaching teams. 
· Skills to create and maintain healthy professional boundaries. 
· Strong verbal, written, and interpersonal communication skills.  

· Ability to understand complex written and oral instructions/rules/procedures.

· Ability to articulate program guidelines and requirements to those with a variety of abilities and backgrounds.
· Perform other duties and responsibilities as required.

4.
MINIMUM QUALIFICATIONS AND EXPERIENCE -  
· Minimum of five years’ experience supervising staff that serve low-income families. 
· Alignment with organization values, vision and mission.  
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 the 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 – Salaried Exempt
11. 

SIGNATURES & DATES -   

	Employee Signature                        Date:

	Supervisor Signature               Date:




