Shelter Advocate
1st Shift Weekend

2nd Shift Weekday/Weekend

3rd Shift Weekday/Weekend
Supervisor:

Executive Director
Job Description:
This position will create a positive atmosphere and provide support services to

 both in-house and community clients.  

The Advocate will:

· Answer the crisis line and offer appropriate support and referrals.

· Assist shelter clients with supportive listening, referrals and items as needed.

· Help clients through the intake process.

· Complete any necessary paperwork in client files.

· Do general clerical and housekeeping work as assigned.

· Assist Program Team partner with projects.

· Prepare new client files.

· Attend staff meetings as required.

· Attend trainings, workshops and/or conferences as required.

· Maintain order, safety, and cleanliness of shelter.

· Donation processing and carry items to storage areas including the basement.

· Other duties as assigned by the Executive Director 
Qualifications:

· Associate’s degree in human services, social work, or child development or equivalent experience and education.  
· Ability to handle crisis situations

· Good communication skills

· Knowledge of community resources 

· Understanding of the dynamics and issues of domestic abuse, effects on children, and child abuse
· Adhere to confidentiality policy

· Training/education in human service area preferred, but not required

· Ability to work objectively with diverse populations

· Ability to work independently and as part of a team
This position is required to work some holidays.  At times, position may require working additional weekday and weekend shifts, overtime hours, and working long shifts (12-16 hours). 
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