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Job Description for:
Overnight House Assistant
Status:

Hourly position.  Core work hours are from 10 PM to 8 AM on weekends and weekdays.
Purpose:

Serves as a support line employee responsible for assisting guests during the 

overnight hours.  Accountable to inform guests of “lights out time”, secure building, 
and perform wake up calls and morning duties.  Accountable to ensure guest(s) needs
are met.  Maintaining shelter’s cleanliness and laundry needs.  Instrumental in assisting
with preparation of food and serving food as needed to the guests of the St. Francis
House.
Qualifications:  
GED, high school diploma or equivalent.
Reportability:
This position functionally reports to the Executive Director of the St. Francis House.

Scope:


Homeless population

Skills:


Must be assertive, able to proficiently read and write.

Knowledge of health and safety guidelines for food preparation.
Essential Duties and Responsibilities:

In addition to other responsibilities that may be assigned by the Executive Director, the primary responsibilities of the House Assistant include:

Primary Responsibilities:

1. Policy

A. Supports policies of the St. Francis House.

B. Attends regularly scheduled staff training, orientation/shadowing programs, and weekly meetings providing specific expertise as requested.

2. General
A.  Food preparation duties:

· Prepare morning breakfast for guests and assist with preparing meals for evening meals.
· Puts breakfast out in time for the first guests and keeps breakfast open until 7:30 a.m.
· Insures that there are enough lunches prepared.

· Cleans off all counter areas to clear clutter.

· Makes rounds inside and outside of the building throughout the night.

· Conducts wake-up calls on time.
· Conducts final wake up 6:30 a.m. (weekdays) 7:30 a.m. (weekends) for the remainder of the guests.

· Cleans kitchen and dining area.

· Check donated bread for freshness and throw away old bread.
B.  Guests & House duties:

· Reviews guest log book with outgoing staff, writes in log and gives report.

· Insures accuracy of wake-up list and lunch list.

· Informs guests that it is bed time.
· Secures building (makes certain doors are locked and no one is loitering.)

· Closes the office blinds and lock the office door.

· Makes sure Duplex doors are locked and lights are off in the hallway and basement.

· Checks beds with the names recorded in the log.

· Turns off the lights in the sleeping areas at 10 p.m. and makers certain that other lighting is set for the evening.

· Responsible for the cleanliness of the main shelter and Duplex units.

· Insures all laundry is completed
· Takes out the evening garbage.

· Breaks down boxes outside as needed.

· Hands out bus passes to guests that request them.  

· Walks the grounds to maintain security of the property throughout the night.

· Keel the shelter area clean, and if not perform necessary cleaning duties.

· Checks for messages, receipts and mail to provide them to guests.
· Performs special tasks as needed or assigned.

3.  Other Duties and Responsibilities

A. This job description should not be construed to imply these requirements are the only duties, responsibilities, and qualifications for this job.  Employees may be required to follow any additional instructions or perform any other work related task.  This job description may be revised and updated at any time.

I have read my job description and have agreed to comply with the performance expectations with it.
_____________________________________

_______________________

Employee’s Name





Date

Physical Requirements:

This position requires frequent bending/stooping, climbing, reaching above shoulder level, pushing and pulling.  Must be able to lift up to 50 pounds.  Must have average hearing and visual acuity.  Is required to operate a phone, computer, vehicle, and have average manual dexterity.
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