
Job Title: Residential Program Manager

Supervised By: Director of Housing

Hours & Status: Full-time, exempt; Primarily 8AM-5PM, M-F, with occasional non-traditional
and weekend hours; rotating on-call responsibilities during weekdays (approx. 2 weeks/month,
Monday morning - Friday afternoon);

Salary & Benefits: $55,000 - $60,000; generous PTO; 11 paid holidays; cell phone stipend,
health, dental benefits, vision and HSA with employee match; Simple IRA with employee
contribution

POSITION OVERVIEW

Join our team of skilled and ambitious professionals who share a dedication to serving and
enhancing the voices of survivors of relationship abuse and human trafficking. Under general
supervision, the Residential Program Manager oversees the operations, health and safety, and
supervision of 7-9 full-and part-time shelter assistant staff for Safe Haven’s emergency safe
shelter.

In this role, you will have an opportunity to grow and develop a team of Shelter Assistants that
help to ensure trauma-informed care is provided to those accessing the agency’s 24/7 crisis
support and emergency safe shelter. Working at Safe Haven provides a fast-paced,
independent work environment where curiosity and a willingness to dream big are valued. You
will be empowered to continue to develop the team of Shelter Assistants and drive innovative
approaches to how we serve victims and survivors in our community.

ORGANIZATIONAL OVERVIEW

Safe Haven Ministries - a nonprofit organization located in Grand Rapids, Michigan - —believes
in a multi-faceted approach to serving victims/survivors of domestic violence, human trafficking
and exploitation, while also working to prevent these types of violence in our community. Safe
Haven offers comprehensive intervention services, including: confidential emergency shelter;
transitional and rapid re-housing; psycho-educational support groups; individual case
management and advocacy; children and youth support services; crisis services; and mobile
advocacy; and primary prevention training and outreach for the entire community.

SUMMARY OF DUTIES (Essential Functions)

● Strive to create a caring and safe environment marked by empathy, understanding,
acceptance and knowledge of community resources and systems. The RPM will

1



frequently communicate with both staff and community members and must be able to
share accurate information in both situations.

● Lead the interviewing, hiring, scheduling, disciplinary actions, performance evaluations,
coaching and salary adjustments for full- and part-time shelter assistants

● Develop and maintain a positive and supportive onboarding process for all shelter
assistants, ensuring that shelter assistants are well equipped and confident in their roles

● Help to foster connection and support between advocate staff and shelter assistant roles
● Provide supervision for full- and part-time shelter assistants, including providing support

to shelter assistants during their normal working hours. This includes spending
occasional time in the shelter during evenings and weekends to maintain a collegial
environment for shelter assistants

● Provide occasional crisis intervention, information, and referral to individuals calling the
hotline and/or walk-in services

● Oversee the daily operations of the shelter, including coordination of room assignments,
intakes, and room flips. This may include performing any combination of light cleaning
duties such as making beds, replenishing linens, cleaning and vacuuming rooms, halls,
the kitchen and and other areas observed to require attention.

● Support the lead shelter assistants in ensuring daily and weekly health and safety
shelter responsibilities are met

● Oversee the development and maintenance of the residential resource board, helping to
equip residential staff with the knowledge and information to provide relevant support
and referrals for residential clients

● In collaboration with the residential staff and Director of Housing, ensure Residential
Program Guidelines related to the health and safety of the shelter are developed and
maintained; assist in the coordination and communication of repair and maintenance
needs

● In coordination with volunteers and other key staff, coordinate ordering, pick up, storage,
and preparation of residential program’s meal and food inventory; maintain an inventory
of current perishable foods, and regularly rotate and dispose of old perishable/frozen
food.

● Ensure that all necessary client records, activities and actions are maintained and
accurately recorded

● Provide oversight to shelter budget related to this role and the job responsibilities of lead
shelter assistants

● Attend and actively participate in weekly and monthly staff meetings and committees as
assigned

● Share in weekday on-call responsibilities with the Director of Housing
● Observe professional confidentiality; protect the rights of clients and their families and

observe the Safe Haven Ministries Code of Ethics at all times
● Create and strengthen working relationships internally and with relevant community

organizations

KNOWLEDGE, SKILLS & ABILITIES REQUIRED OR PREFERRED
● Bachelor’s degree in social work, human services, or related field required; Master’s

degree preferred.
● Bilingual candidates strongly preferred
● Proven leadership and supervisory skills
● 2-3 years’ experience successfully supervising staff, particularly in a residential setting

and/or staff that work nontraditional hours
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● Strong administrative and time management skills required
● Experience working with victims/survivors of domestic abuse and/or human trafficking,

strongly preferred
● Ability to lift bags or boxes weighing approximately 20-30 pounds
● Demonstrated success with conflict management and crisis intervention
● Ability to work independently and as a team player
● Experience working in a residential program or setting strongly preferred
● Strong written and oral communication skills
● Knowledge of the dynamics of domestic violence and trauma informed programming
● Ability to handle stressful situations and competing priorities
● Ability to work effectively with individuals from diverse cultures and backgrounds
● Valid Michigan Driver’s License

The above statements are intended to describe the general nature and level of work performed by
employees in this position. They are not intended to be an exhaustive list of all duties, responsibilities,
and/or qualifications of employees assigned to this job. Employees are required to perform other duties as
requested, directed, or assigned.

Safe Haven is an equal opportunity employer and dedicated to a policy and culture of non-discrimination,
equal opportunity, and creating an inclusive workplace for all employees and qualified applicants.. Safe
Haven Ministries is committed to creating a diverse and inclusive company culture and encourages all to
apply regardless of disability, sex, race, gender identity, sexual orientation, religion, national origin, age, or
veteran status. People with disabilities, people of color, indigenous people and LGBTQIA+ candidates are
strongly encouraged to apply.
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