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Job Description

	JOB TITLE:
	Shelter Aid - Residence

	CLASSIFICATION:
	02
	EXEMPT (Y/N):
	N

	SUPERVISOR:
	Homeless and Housing Manager
	DATE PREPARED:
	5-13-26

	
	

	SUMMARY:

	The Shelter Aide helps maintain a clean, safe, and respectful shelter environment for residents. This is an on-call position that may include evenings, weekends, and holidays. Shelter Aides may assist with resident check-ins, room assignments, responding to emergencies, and ensuring shelter rules are followed. This part-time position includes housing at the Shelter; resident has their own living quarters.

	
ESSENTIAL DUTIES AND RESPONSIBILITIES: To perform this job successfully, an individual must be able to perform each essential function satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability required:

	· Respond to calls from shelter residents, staff, or emergency personnel
· Check in residents and assign rooms when needed
· Help respond to emergencies or resident concerns
· Conduct routine room and safety checks
· Help keep the shelter clean and organized
· Encourage residents to complete chores and clean up after themselves
· Support a respectful and nurturing environment for everyone
· Be available for weekends and holidays as needed
· Perform other duties assigned by management
The above statements are intended to describe the general nature of the work being performed by a person in this position. They are not to be construed as an exhaustive list of all duties that may be performed by such a person.


	SUPERVISORY RESPONSIBILITIES:

	None

	EDUCATION AND/OR EXPERIENCE:

	· High school diploma or GED preferred
· Strong communication and interpersonal skills
· Ability to work respectfully with people from all backgrounds
· Basic computer skills helpful
· Reliable and able to respond when called

	

	REQUIRED SCREENINGS:

	· Satisfactorily pass a review of criminal history check including Michigan’s Internet Criminal History Access Tool (ICHAT), National Sex Offender Registry, Michigan Public Sex Offender Registry, Central Registry (DHHS Clearance), and others as appropriate. 
· Satisfactorily pass a Motor Vehicle Record (MVR) search.


	PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job:

	· Ability to work with various cleaning supplies and regularly stand, walk, use hands-to-fingers, handle or feel tools or controls, transverse staircases, reach with hands and arms, and stoop, kneel, or crouch. The employee may be required to lift 25 pounds.
· While performing the duties of this job the employee is regularly required to talk or hear.  


	WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job:

	· The work environment is in an emergency shelter setting. Noise level in this environment is usually moderate. 

	
GRANT OR EXTERNALLY FUNDED POSITION:

	This position will continue only if sufficient grant or external funds are provided.

	

	Reasonable accommodations may be made to enable individuals with disabilities to perform all the essential functions described above for this particular job position.
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Southwest Michigan Community Action Agency (SMCAA) is dedicated to empowering
Individuals and families in need and supporting their journey towards economic security.
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