
 

 

Job Description: 

Shelter Manager (Part time) 
Approximately 24-32 hours 

Overnight Availability Required 

 

POSITION SUMMARY:  

The Shelter Manager works closely with King’s Daughters Ministry staff to provide 
supervision, support, and guidance to participants of the Emerald House residential program 
during assigned day, evening, overnight, and/or weekend shifts (including holidays). The 
overnight shift is not required to remain awake.  

The Shelter Manager maintains an appropriate on-site staff presence, reinforces program 
expectations, and responds to behavioral concerns and emergencies according to KDM 
policies and procedures.  

This position also provides Christian encouragement and emotional support 
while maintaining professional boundaries and promoting participants’ independence, 
spiritual growth, health, and safety.  

Reports to: the Director 

DUTIES AND RESPONSIBILITIES:  

 Supervise participants and monitor the safety and orderly operation of the residence 
during assigned shifts.  

 Reinforce Ministry policies, schedules, behavioral expectations, and program 
requirements consistently and respectfully.  

 Maintain accurate shift records, activity logs, incident reports, and other required 
documentation.  

 Communicate concerns, behavioral issues, emergencies, and maintenance needs to 
the appropriate staff member.  

 Transport participants to approved appointments, errands, and program activities 
using a Ministry vehicle.  

 Accompany and supervise participants during approved program and community 
activities.  

 Instruct and supervise participants in independent-living skills, including household 
chores, meal planning, grocery shopping, organization, time management, parenting, 
etc.  

 Conduct inspections and scheduled family meetings/devotions for participants.  

 Provide appropriate emotional support, encouragement, redirection, crisis support, 
and positive role modeling.  

 Maintain participant confidentiality and comply with all Ministry safety, reporting, 
transportation, and emergency procedures.  

 Perform other related duties assigned by the Director. 

 

REQUIRED QUALIFICATIONS:  

 Demonstrated commitment to Jesus Christ and support for the Ministry’s mission, 
values, and statement of faith.  

 Willingness and ability to provide appropriate Christian encouragement, prayer, 
biblical guidance, and spiritual support to participants. 
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  High school diploma or equivalent.  

 Valid driver’s license and acceptable driving record.  

 Ability to work independently and as part of a cohesive team.  

 Ability to remain calm, exercise sound judgment, and respond appropriately during 
stressful or emotionally charged situations.  

 Strong interpersonal, communication, organizational, conflict-resolution, and 
documentation skills.  

 Ability to establish and maintain appropriate professional boundaries.  

 Ability to work cooperatively and communicate respectfully with participants, staff, 
volunteers, and community partners.  

 

PREFERRED QUALIFICATIONS:  

 Two or more years of relevant education or experience in social work, psychology, 
counseling, human services, ministry, residential services, or related fields.  

 Previous experience in a shelter, group home, residential program, ministry, case-
management setting, or supervisory role.  

 Experience supporting women or families affected by trauma, homelessness, 
domestic violence, substance-abuse recovery, or other significant life barriers.3 

 Strong Christian leader with an active and dynamic spiritual life. 

 Ability and willingness to share faith with individuals who interface with the ministry. 

 Associate degree or higher in a related field.  

 

CONDITIONS OF EMPLOYMENT:  

Employment is contingent upon:  

 Successful completion of a criminal background check.  

 Acceptable driving record review.  

 Successful completion of required drug screening.  

 Completion of required Ministry orientation and training.  

 Availability to work assigned day, evening, overnight (5pm-9am next day), and/or 
weekend shifts (including holidays). 

 At least 35 years of age and a non-Smoker/vaper. 
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