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Job Description for:
 House Assistant
Agency Overview: The St. Francis House is an ecumenical transitional home shelter for the homeless offering hospitality, fellowship, and support to those who have nowhere to sleep. Our ministry is a “hands up” approach rather than a “hand out”. We provide a warm bed, showers, laundry, food, referrals to community resources and offer special services for reaching long term goals including employment, independent housing, and addiction recovery.

Position Summary:
Provides supervision of guests to ensure guest(s) needs are met.  Maintaining the agencies building for cleanliness, security and laundry needs.  Instrumental in assisting volunteers giving their time to the agency.    
Reports To:

House Manager
Qualifications:  
Education – High School graduation or GED preferred.
Experience - Minimum of two years experience in implementing and coordinating a variety of programs serving culturally homeless populations required. Previous supervisory experience preferred. 

Skills – Position requires frequent bending/stooping, climbing, reaching above shoulder level, pushing and pulling.  Must be able to lift up to 50 pounds.  Must have average hearing and visual acuity.  Are required to operate a phone, computer, vehicle and have average manual dexterity.
Primary Duties:
1. Greet, welcome and be attentive to the needs of the guests in our program.
2. Maintains the cleanliness of the house and outside property of the St. Francis House.

3. Supervise guests to make sure chores are done in a timely manner and correctly.

4. Read and document issues in the communication book accurately and factually. 
5. Addresses the needs of guests and families in a timely, thorough and courteous manner.

6. Assist donors with bringing in donations and processing them in a timely manner.
7. Complete pick up of food or other items in the community for the agency as well as providing rides to guests as scheduled.
8. Greet and work directly with volunteers giving of their time to the agency.
9. Communicate professionally with guests, employees, volunteers and donors.
10. Performs other duties as assigned.
Schedule:
Full-time position requiring flexibility in schedule with the majority of hours between 7:00 am and 10:00 pm – day, evenings, holidays and weekends. 
I have read my job description and have agreed to comply with the performance expectations with it.
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Physical Requirements:

This position requires frequent bending/stooping, climbing, reaching above shoulder level, pushing and pulling.  Must be able to lift up to 50 pounds.  Must have average hearing and visual acuity.  Is required to operate a phone, computer, vehicle, and have average manual dexterity.
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