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[bookmark: _Int_pdQbWOEl]For I was hungry and you gave me food, I was thirsty and you gave me drink, I was a stranger and you welcomed me, I was naked and you clothed me, I was sick and you visited me, I was in prison and you came to me. –Matthew 25:35-36


Position Title:   		RISE Intake Coordinator
Reports to:        		RISE Program Director
Starting Wage: 		$27,000 - $37,000
Status:		  	Part Time
FLSA Status:	  	Non-Exempt
Benefits:	  	Paid Vacation, Sick & Holiday
DESCRIPTION
The RISE Program Intake Coordinator oversees a morning or evening shift at The Mission facility working closely with RISE Program residents and men seeking a short-term or crisis stay. While on shift the Intake Coordinator manages the operation of the residential portion of the facility working in conjunction with the Food Service Director.  This position routinely works either a morning 4-hour shift or evening 5–6-hour shift but could also support special events held at The Mission location. 

REQUIRED KNOWLEDGE, SKILL, ABILITY  

The Ideal candidate will:
· Have experience working with marginalized populations such as those experiencing extreme poverty, those working to recover from substance abuse or other toxic behaviors.  This could include people coming out of incarceration, gangs, and/or having experienced abuse, trauma and more
· Be welcoming and encouraging both towards those we serve and those partnering with us
· Show honor and compassion to everyone from the most desperate person experiencing homelessness to surrounding city businesses, resident’s family members and donating partners
· Work in unity with a team from diverse backgrounds
· Maintain a safe and healthy environment for those we serve
· Remains calm and level-headed while de-escalating situations
· Maintains firm boundaries with people while still exhibiting love and grace
· Fluent with basic computer systems to maintain guest records and document client needs and activities
· Able to read and write in a manner that describes human situations resulting in detailed case notes 
· MAY or may not assume some case management responsibilities at the discretion of the RISE Director

ESSENTIAL DUTIES AND RESPONSIBILITIES  
· Coordinate and supervise guests, residents and volunteers in the running of routine day-to-day operations and emergency services while The Mission is open to the public.
· Supervise and assist guests utilizing services while The Mission is open to the public
· Maintains a safe and peaceful environment while The Mission is open to the public
· Ensures that the physical spaces used by guests are clean and well stocked
· Refer and advise guests and residents to outside resources and partnering agencies
· Maintain records of guest stays and utilize services in a computerized system
· Assist donors, volunteers, teachers and other community partners inquiring about or serving at The Mission

SUPERVISORY RESPONSIBILITIES
· This is not a supervisory position


SPIRITUAL AND PHYSICAL REQUIREMENTS
Employees of Sunshine Rescue Mission choose to participate in our Grace Based environment:
· Must be a Bible-believing Christian who chooses to model Christ-like attributes and values through personal actions, words, and attitudes.
· Agreeing in principle and practice with the Statement of Vision, Mission and Values of Sunshine Rescue Mission as documented in the Employee Handbook
· Maintain a safe, transparent and healing environment that is based on Grace, Truth and Love, and encourages trust and authenticity without fear.
· Building healthy and compassionate relationships while establishing healthy and safe boundaries.
· Maintaining a personal lifestyle of integrity, honesty and responsibility.
· Praying with guests/residents, students and staff.
· This is a physically active, demanding position that could require working some weekends.  


Sunshine Rescue Mission is an equal opportunity employer.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions of this position.

image1.jpg
f W?'%m




