
 

Job Title:   Supportive Housing Manager – Full Time  
Reports to:   Director of Programs 
FLSA Status:   Exempt  
  
POSITION SUMMARY: The Supportive Housing Manager is responsible for leading and supporting St. 
Vincent’s supportive housing and programmatic efforts in service to clients, and in support of the 
organizational mission, vision and strategy. The housing programmatic areas for this role consist of St. 
Vincent’s Emergency Shelter (ES) and Transitional Living Program (TLP).  This position drives 
evidence informed approaches, leads change efforts in support of St. Vincent's continuous 
improvement of housing and programmatic efforts and ensuring safety to residents while empowering 
them in achieving their goals. 

The Supportive Housing Manager will continually support in the assessment, and evaluation of ES and 
TLP to ensure best practices in serving youth within the programs, as well as strategic planning for 
future programming opportunities. Provides supervision to Youth Leaders (Leads), Youth Development 
Specials (YDS), Youth Education Specialist (YES) and Youth Recreation Specialists (YRS) well as 
other designated residential staff.  

QUALIFICATIONS:  Graduate from an accredited college/university with a Bachelor’s Degree in 
human services, or closely related field. Must be adaptable, flexible, and a strong leader with excellent 
interpersonal relationship, communication, change management, and administrative/supervisory skills. 
The ideal candidate should have at least five years of supervision and progressively responsible 
experience in with managing supportive housing program, residential treatment, youth services and/or 
administration and direct supervision of employees. Additionally, experience, knowledge of adolescent 
development, child welfare, trauma informed clinical approaches, and working with highly vulnerable 
youth (homeless or at risk of homelessness, backgrounds of abuse/neglect) is preferred. Must have an 
acceptable background check and no record of child abuse. First aid and CPR and Medication 
Administration within 45 days of hire. 

RESPONSIBILITIES:   
Supervisory 

1. Hire, supervise, coach, evaluate and schedule and provide guidance on personnel management 
of all residential staff. 

2. Assist in conducting staff meetings and training. 

3. Provide positive role modeling for residents and staff in areas of communication, decision-
making, and problem solving. 

4. Work with referral partners, parents, unit staff, and other providers as needed to ensure client 
needs are met. 

5. Collaborate with the Leaders to ensure all units are adequately staffed on a shift-by-shift basis. 

6. Conduct portions of New Employee Orientation. 

7. Perform crisis intervention; be available to de-escalate crisis situations and conduct conflict 
resolutions for residents and staff.  



8. Facilitate discussions utilizing a trauma-informed approach with youth regarding program 
expectations, protocols and policies and address issues when they arise. 

 Management 
1. Complete performance reviews in compliance with HR expectations, as well all necessary 

paperwork in a timely manner. 

2. Collaborate with Counseling and support staff to ensure client needs are met. 

3. Review incident reports regularly and report any potentially harmful or suspicious behaviors 
immediately including all Critical Incidents to Director of Programs immediately to ensure client 
safety while conducting internal investigations as needed in a timely manner. 

4. Develop and maintain positive internal and external relationships. 

5. Assure maintenance and upkept of residential units, develop, and maintain systems to insure 
smooth operation of the program. 

6. Maintain adequate inventory of food items, shower supplies, cleaning supplies and re-order 
items on a timely basis. 

7. Connect residents to supportive services such as mental health, health, substance abuse, 
employment, and education. 

8. Investigate and conduct internal investigations on all hotline calls 

9. Coordinate youth development programming; ensure youth are engage in programming; 
coordinate events and activities and encourage youth involvement; provide safe and structured 
opportunities for all youth 

10. Observes behavior and interactions involving youth and reports a through the incident reporting 
process 

11. Ensuring that supervisory checklists and shift meeting minutes are submitted in a timely manner 

12. Processing any clothing or supply donations and storing appropriate articles of items 
accordingly while disposing of unusable items 

Knowledge/Skills             

Reasoning Ability: Must have the ability to make independent decisions, manage multiple functions 
under stress and with changing priorities. Compile service-related data and prepare month end reports 
and other administrative duties as required to meet program and funder needs on time. 



Language Skills: Ability to effectively present information to staff, executive team, public groups and or 
board of directors. Ability to respond to common inquiries or complaints from customers, regulatory 
agencies, or members of the business community.  

Computer Skills: Strong proficiency using Microsoft Office.  

Physical Demands: While performing the duties of this job, the employee is regularly required to 
communicate effectively. The physical requirements of this job include sitting, standing, walking and 
climbing stairs on a regular basis, lifting to 25lbs, pulling and/or pushing on occasion. 

Work Environment: Most of the work for this position is performed under normal office 
conditions.                      

Other: Must be 21 years of age or older. Must possess a valid driver's license, personal vehicle and 
insurance. 

To perform this job successfully, an individual must be able to perform each essential duty and 
responsibility satisfactorily, as well as possess the skills and meet the demands outlined in this job 
description.  

Employee acknowledges and understands that St. Vincent reserves the right to modify the contents of 
this job description or to assign alternate and additional duties and responsibilities. Nothing in this job 
description is intended to alter or alters the at-will nature of employees' employment at St. Vincent 
Home for Children 

To Apply: Send your cover letter and resume to Michelle Dawson. MDawson@saintvincenthousing.org 

mailto:MDawson@saintvincenthousing.org

