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	Job Title:
	Supportive Services Aide-1
	Reports to:
	Supportive Services Director

	Department:
	Supportive Services
	FLSA Class:
	Non-Exempt

	Position Type:
	Part-time

	Travel:
	

	Starting Salary
	$17/hr.
	
	The position includes fully paid individual health insurance and highly competitive retirement benefits.


SUMMARY: 
The Residential Shelter Aide is committed to serving those in need, who will oversee and be responsible for the care and maintenance of designated site(s) and who will show care and concern to residents and visitors.

ACCOUNTABILITY:
The Residential Shelter Aide is accountable to a designated Manager/Supervisor.

SPECIFIC RESPONSIBILITIES:
1. Willingness to work flexible hours as needed as this is an evening, weekend, and holiday position.
2. Maintain a safe, friendly, supportive and inviting environment.
3. Ability to always supervise shelter guests with dignity and respect.
4. Maintain detailed logs of daily operations, incident reports, & shift summaries.
5. Monitor those persons who are visiting the property and ensure that only residents are staying overnight.
6. Monitor facility entrances and security cameras, conduct rounds of all New Bethany properties every 3 hours.
7. Be responsible for ensuring that all areas inside and around the property are kept safe and free from hazard.
8. Be responsible for identifying any building problems and reporting them to his/her Supervisor.
9. Enforce curfews and manage building access.
10. Defuse/resolve inappropriate behavior, enforce all rules, including reporting violations and/or contacting the on-call staff person as appropriate.
11. Oversee resident cleaning and inspect resident “common areas”, reporting any persistent problems as appropriate.
12. Clean designated areas of the New Bethany Shelter, SRO, and Wyandotte Apartments as needed for room turnovers.
13. Perform other duties as assigned by his/her Supervisor.
14. Maintain cleanliness in common areas
15. Must be proficient in basic computer and technology functions
 QUALIFICATIONS:
1. New Bethany, Inc. affirms the value of a High School or General Equivalency Diploma and urges all employees to achieve this minimum educational level.  
2. Employee must be 18 years or older.
3. Employee must be of good moral character, may not have been convicted of a violent or drug related felony and must be able to perform his/her primary responsibilities with reasonable skill and safety.  Exceptions require the approval of the Personnel Committee.
4. Employee may not have an Indicated or Founded Child Abuse Offense.
5. Ability to work effectively with homeless individuals of diverse backgrounds and abilities. 
6. Must possess excellent communication and conflict-resolution skills, the ability to remain calm under pressure, and a compassionate, non-judgmental attitude.
7. Ability to develop rapport, provide information, and refer with sensitivity to cultural issues. Display a high level of initiative, effort and commitment towards completing assignments efficiently. 
8. Possess excellent time management skills and the ability to work with minimum supervision. 

If interested, please send a cover letter and resume directly to Lupita Pabon, Supportive Services Director, at lpabon@newbethany.org.
333 W. Fourth St., Bethlehem, PA 18015                          610-691-5602                           newbethany.org
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