SOUTHWEST MICHIGAN COMMUNITY ACTION AGENCY
(SMCAA)
JOB DESCRIPTION

JOB TITLE: Shelter – 2nd Assistant

CLASSIFICATION:	02					EXEMPT (Y/N): N
SUPERVISOR: Homeless and Housing Supervisor	DATE PREPARED: 04-09-26 

SUMMARY: The function of the Shelter 2nd Assistant is to ensure that the Emergency Shelter is maintained in a safe and clean manner and that the environment is nurturing to the residents of the Shelter.  The 2nd Assistant insures that the clients adhere to the rules of the Shelter, and that the assets of the Shelter are protected.  Must be able to work weekends and holidays.  


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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Enforce all shelter guidelines and rules including curfew, room cleaning, kitchen duties, etc.
· Answer any incoming phone calls, taking messages or providing information as necessary.
· Provide basic intake on any clients who come in during the shift and prepare files for incoming cases.
· Lock up the facility after curfew hours.
· May be responsible for cleaning common areas, monitoring client rooms for cleanliness, and maintaining fax and copy machine, and data entry in computer.
· Perform other related assignments as specified by the supervisor and/or other management staff as necessary.

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.

REQUIRED SKILLS: Computer and routine office equipment a plus but not required.  Strong interpersonal skills with people from all socio-economic backgrounds.

CERTIFICATES, LICENSES, REGISTRATIONS: None

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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job the employee is regularly required to talk or hear.  The employee frequently is required to sit.  The employee is occasionally required to stand, walk, use hands to finger, handle or feel objects, tools, or controls, reach with hands and arms, and stoop, kneel, or crouch.  The employee may be required to lift 25 pounds.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderately quiet.
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