FAMILIES MOVING FORWARD
EMERGENCY HOUSING PROGRAM
JOB DESCRIPTION

Position Title:		Director of Programs & Residential Services
Supervisor Title:		Executive Director
Position Designation:	Exempt, full-time
The Director of Programs & Residential Services (DPRS) is a critical member of the leadership team. The DPRS is responsible for overseeing and managing the day-to-day operations of the shelter and programs offered to guests. In addition to addressing the overall programmatic needs of families served by the agency, the DPRS oversees all aspects of the emergency shelter, including case management. The DPRS will supervise and support two different teams, with both full and part time staff members, assuring they work collaboratively to create a safe and supportive environment for shelter guests. Another key responsibility of the DPRS is their role as a community liaison for both homeless services and other local/state providers supporting families experiencing homelessness, maintaining strong partnerships and engagement.  
This work requires being onsite, in-person and working directly with families and children residing at the shelter, volunteers and staff. Safety precautions are being enforced to minimize the risk of COVID-19 exposure. As part of our continued efforts to maintain a safe workplace for employees and clients, FMF requires all employees to be fully vaccinated with an approved COVID-19 vaccination upon hire. 
Specific Duties Include: 
Departmental Staffing Oversight and Management
· Provide oversight and management of the Programs Team 
· Direct supervision of Enrichment Programs Manager, Workforce Development & Financial Empowerment Coordinator, and other staff as needed
· Provide oversight and management of the Residential Services Team 
· Direct supervision of Lead Team Associate, Intake Specialist, and other staff as needed
· Provide consistent 1:1 supervision and team meetings 
· Review, sign and submit time sheets bi-weekly 
· Approve and manage paid time off requests and staff schedules
· Approve expenditure requests
· Complete 90-day and annual evaluations of direct reports, ensure evaluations are completed for other team members supervised by managers
· Facilitate the hiring of new team members, ensure proper screening and training is provided
· Provide ongoing training as needed 


HMIS Agency Administrator and Compliance
· Update Housing Guidelines per HUD requirements annually 
· Maintain compliance with all regulatory/funding requirements associated with housing services
· Review all case files at entry and exit 
· Ensure case managers using HMIS are completing required training 
· Attend monthly NC Coalition to End Homelessness trainings for agency administrators
· Attend required Emergency Solutions Grant trainings held by the Department of Health and Human Services 
Shelter Oversight and Management
· Monitor the overall operations of the shelter, serving 20 households at a time, ensuring the safety and security of all guests
· Handle all grievances from guests and initiate the appeals process for guests receiving dismissals 
· Serve as FMF representative for City of Durham’s appeals process 
· Manage White Flag program, seasonally
· Update Guest Guidelines annually 
· Ensure staff review Guest Guidelines with each adult guest at intake and as needed
· Ensure compliance to guidelines by guests and staff 
· Attend monthly FSC meetings (as needed) and quarterly All-Family Meetings
· Oversee intake and discharge of all shelter guests within expected timelines 
· Work with Coordinated Entry Program (CE) to receive all referrals to shelter 
· Ensure a clear line of communication is maintained with CE and Community Development regarding concerns, new regulations, and policies 
Reporting & Federal Grants Administrator 
· Complete quarterly Board Dashboard to present to the Executive Director and Program Committee 
· Ensure program managers and other staff are updating databases accurately and in a timely manner
· Serve as the Community Development Block Grant’s (CBDG) Administrator 
· Participate in the execution of the contract 
· Follow all expectations stated in the contract
· Prepare and submit monthly, quarterly and annual reports
· Submit billing monthly
· Ensure case managers are entering and exiting all shelter guests in HMIS in a timely manner, and submitting case notes 
· SAMSHA (READY project) 
· Ensure early childhood interventions are being provided to shelter guests 
· Work with the READY project manager as needed 
· Prepare and submit quarterly reports 
· Submit monthly invoices 

· ARPA (Early Childcare) 
· Ensure temporary childcare is being provided for eligible children being referred to the program in a timely manner
· Verify/approve all purchase requests
· Submit quarterly reports 
· Submit billing quarterly 
· Maintain Memorandum of Understanding agreements with community providers participating in the project
· Other grants, as awarded
Collaboration with Internal and External Stakeholders 
· Ensure Programs and Residential Services team members work closely with the Volunteer Engagement Coordinator to support the ongoing needs of the guests
· Build and maintain collaborative partnerships and establish with community providers
· Participate in the READY Project’s funded partners meetings and Young Child Wellness Council meetings 
· Attend and participate in Community Development’s Homeless Services meetings 
· Maintain an open line of communication with local homeless services providers helping to re-house families referred to their program to address concerns or new protocols
Leadership Team & Board Engagement 
· Support the Program Committee Chair with facilitating monthly Program Committee meetings 
· Attend Board meetings, quarterly at minimum, to present quarterly Dashboard 
· Work with Development Director for new funding opportunities
· Work with Finance Manager and Executive Director on program budget and reviewing monthly financials
· Attend scheduled Leadership Team meetings
· Assist with active Strategic Imperative goals, reporting updates as requested 
· Develop departmental budget annually 

Education & Preferred Qualifications
To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The requirements listed below are representative of the education, knowledge, skill, and/or ability required.

The Director of Programs & Residential Services must have a strong understanding of the diverse needs of families experiencing homelessness. Past experience working directly with families experiencing homelessness or at risk of experiencing homelessness is highly valued, including formal and/or paid volunteering experience. In addition, past budgetary and supervisory experience is preferred.

· Bachelor’s degree required, MSW or other human services related field, strongly preferred
· Minimum 3 years of supervisory and administrative experience overseeing shelter and/or programmatic operations
· Minimum 7 years of human service experience
· Experience in shelter and/or housing management and operations required
· Able to supervise and create strong and positive team relationships with staff and volunteers
· Strong interpersonal skills for management of staff, volunteers, vendors/contractors, and interface with the public
· Experience with and excellence in customer service and the ability to set an example for the staff on positive interactions and engagement
· Experience with Homeless Management Information Systems (HMIS) 
· Experience forming and working collaboratively with community partners
· Extensive staff management experience and ability to positively motivate others.
· Demonstrated proficiency using Microsoft Office Suite.
· Proven ability to maintain poise in a chaotic environment.
· Strong problem-solving skills
· Excellent verbal and written communication skills.
· Skilled in organizational development, personnel management, budget and resource development, and strategic planning 
· Comfortable and skilled in working with a culturally diverse organization
· Multilingual or bilingual skills a plus
· Adaptable in the face of a changing and demanding environment
· Capable of balancing multiple demands concurrently

Benefits
Salary is commensurate with the position requirements and experience. Families Moving Forward offers fully paid medical, vision, and dental insurance, after a 90-day review; 403(b) retirement plan; and flexible Paid Time Off (30 days annually).  
This is a full-time, 40 hours per week position, with periodic evenings and weekends required.

To apply: Please send a resume and cover letter to Tasha Melvin at employment@fmfnc.org. No calls please. 

Families Moving Forward is an Equal Opportunity Employer.



