
 
JOB POSTING 

 

 

DEADLINE: Monday October 5, 2020 
TITLE:  House Manager, Women’s Shelter 

DEPARTMENT: Women’s Ministry 

REPORTS TO: Director of Women’s Ministry 

 

 

 

SUMMARY OF POSITION 

 

Incumbent is responsible for overall focus should be one of hospitality for the guests and visitors 

while overseeing the daily operations of the building, its furnishings, and its equipment.  

Attention should be given to preparing the weekly chores and meal preparation schedule, the 

daily upkeep of the outside of the building; cleanliness of the inside of the building; worn or 

broken equipment, as well as, ordering/ purchasing/picking up of food and house supplies on a 

weekly basis for all areas of the building.  

 

SPECIFIC DUTIES AND RESPONSIBILITIES 

 

The incumbent will oversee, monitor and maintains the following details: 

 

Areas of assignment will be- outside around the premises:  Areas around the premises: 

1. Sidewalks swept or shoveled in winter 

2. Trash periodically picked up 

3. Flower beds attended to (volunteers) 

4. Front 1st floor windows washed 

Ground Floor: 

Areas of assignment include:  Kitchen, Pantry; Dining Area; Chapel; Laundry Room; Front 

Porch;3 Classrooms-  

 

1. Kitchen (with help from 1st and 2nd floor guests and volunteer groups): 

• Equipment should be daily wiped down 

• Food in its proper place 

• Equipment in its proper place 

• Floors swept and cleaned 

• Donations stored in proper place 

• Meals prepared 

• Trash Removal 

• Grease Trap Emptied 
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2. Pantry 

• Food stored properly on shelves off of the ground 

• Area tidy with rotating cans 

3. Dining Area 

• Dishes, glassware, utensils, in proper places 

• Chairs removed for daily mopping of the floor 

• Tables and chairs wiped down  

• Holidays should reflect celebration (flowers, tablecloths; paper plates etc) 

• Chairs at table when not at use 

• Children booster chairs or high chairs cleaned as used 

• Porch should be swept- clear of debris and personal belongings 

• Daily Trash Removal 

4. Chapel 

• Basic sweeping, mopping, dusting 

5. Laundry Room 

• Guests should be assigned weekly to assure that the laundry is swept, mopped, 

machines cleaned, and generally presents as being clean.  Lint should be taken 

from the machines, and left over clothing should not be kept or left in the laundry 

area. 

• Trash removal 

6. Three Classrooms 

• Daily sweeping/mopping/dusting/trash removal 

• Periodic chairs cleaned 

7. Bathrooms 

• Clean and Sanitize Daily 

First Floor 

8. Reception Area, Elevator, and Hallway 

• Swept/mopped, decluttered, sanitized 

9. Living Room and Sun Room Areas 

• Daily cleaning, dusting 

• Removal of guest’s belongings and trash 

Bedrooms: 

• Daily- beds should be made; floors swept/mopped; areas tidied; clothes put away 

Bathrooms 

• Clean and Sanitize Daily 

 

Second Floor-  Recovery Director and Staff are responsible for the cleanliness of the floor.   

Instructions from you on ‘how’ to clean should be distributed as needed.  Recovery staff 

should inform House Manager of supplies that need ordered, and /or equipment that is in 

need of repair or replacement.  
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Third Floor- Transitional Residents are responsible for cleanliness of the floor and their 

personal areas instructions on ‘how’ to clean should be distributed as needed with 

periodic checking to assure that all areas are being cleaned adequately. Supplies for the 

floor should be ordered through you and delivered by you. 

 

YAP staff will monitor and respond to cleaning chores and assignments for their side of the 

floor.   

 

QUALIFICATIONS 

 

1. Provides a Biblically sound testimony of having accepted Jesus Christ as Lord and Savior 

and leads a life worthy of that profession.  Actively engages in private and corporate prayer, 

Bible Study, regular church attendance, and holy living. 

 

2. Agrees with and carries out responsibilities in accordance with the Mission’s policies that are 

included in the Bethesda Mission Directives, the Bethesda Mission Code of Conduct, the 

Document on Sexual Sin, the Bethesda Mission Statement of Faith, Core Values and 

Narratives, and the Mission Statement. 

 

3. Committed to serving the poor and homeless. 

 

4. Possesses at a minimum a High School diploma or GED certificate. 

 

5. Presents a history of stable and responsible employment. 

 

6. Requires ability to participate in or lead devotional times as well as ministering to and 

praying with guests, co-workers and donors with specific needs. 

 

7. Possesses the ability to work effectively with others in a positive, cooperative manner. 

 

8. Ability to handle significant levels of stress inherent in Mission operation. 

 

9. Obtain a satisfactory criminal record check from the Pennsylvania State Police.  

 

10. Certifies by the Department of Public Welfare as an individual whose name is not listed in 

the Statewide Central Register as a perpetrator of child abuse.  

 

OTHER REQUIREMENTS OF THE POSITION 

 

1. Ethical Boundaries:  Incumbent has extensive contact with guests of the Women’s Shelter.  It 

is essential, therefore, that her deportment reflects a high level of integrity and moral 

behavior.  Specific requirements on the subject appear in the attached “Ethical Boundaries 

for House Supervisors”. 

 

2. Emotional Requirements:  Incumbent must demonstrate at all times the emotional maturity 

and stability necessary for compliance with the “Ethical Boundaries for House Supervisors”. 
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3. Physical Requirements:  In performance of duties and responsibilities prescribed by this 

position description, the incumbent must stand for moderate periods of time, walk a moderate 

amount and climb stairs throughout the building extensively. 

 

4.  Work Schedule Flexibility:   While every effort will be made to accommodate individual 

work preferences, incumbent may be assigned to work any shift or any day of the week, 

depending on the needs of the Women’s Center. 

 

 

ETHICAL BOUNDARIES FOR HOUSE SUPERVISORS 

 

1. Provides a strong Christian example for the guests. 

 

 Behaviors which support this objective include: 

 

• Sets aside ample time for own spiritual development and nurturing through prayer, 

reading of Scripture, Church attendance and regular fellowship with fellow believers. 

 

• Appropriately shares her faith with guests during personal contacts and in the conduct of 

Women’s Center devotions.   

 

• Avoids advocacy or discussion of controversial doctrines, which are not central to the 

Gospel of Jesus Christ.  The motto “No Law but Love – No Creed but Christ” is a good 

principle to follow in this regard.   

 

• Makes it plain by actions and speech that you respect all guests. 

 

• Maintains a loving, non-judgmental attitude in dealings with guests.  

 

• Avoids language, discussions and jokes, which are inconsistent with a strong Christian 

witness. 

 

• Maintains an attitude of support for this Ministry and its staff by guarding against the 

“Critical Spirit”. 

 

• Places a high priority on personal integrity -- including honesty of speech and action, 

reliability, moral soundness, decency and self-respect. 

 

2. Ensures that relations with guests reflect a high degree of professionalism. 

 

 Behaviors which support this objective include: 

 

• Knows job well and performs accordingly. 

 

• Knows, at least in general, what all other mission employees are responsible for – 

particularly colleagues at the Women’s Center. 
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• Keeps abreast of all Mission policies and practices that have any bearing on 

responsibilities. 

 

• Knowledgeable of help or assistance that may be available to guests from outside 

ministries and agencies. 

 

• Avoids inappropriate shows of emotion in dealings with guests – realizing that once 

emotions get out of control, you are out of control. 

 

• Be a good listener; it will provide useful information and protect you from drawing 

unwise, premature conclusions. 

 

• Refrains from loaning, giving or receiving money and other personal property in dealings 

with guests. 

 

• Avoids discussion of own personal problems with guests or in their hearing. 

 

• Avoids discussion of other staff members or guests in the presence of guests – especially 

when such discussion is negative or critical. 

 

• Avoids contact with guests outside the professional work context. Guests should not be 

permitted to contact House Supervisors by telephone or to visit a House Supervisor at her 

home.  Social contact between House Supervisor and Guest, except for those situations 

officially sponsored by the Mission, is also to be avoided. 

 

• Except in a dire emergency, a House Supervisor should never delegate her 

responsibilities to a guest. 

 

• Strives to maintain excellent working relationships with other House Supervisors and 

Women’s Center staff. 

 

3. Develops a strong reputation for compassionate impartiality in dealings with guests. 

 

Behaviors which support this objective include: 

 

• Consistently uses authorized disciplinary measures for maintaining house order and 

safety. 

 

• Enforces house rules such as taking showers and attendance requirements without bias or 

favoritism.  This includes the use of Incident Reports to record rules infractions. 

 

• Avoids showing favoritism in the granting of special privileges. 

 

• Avoids inappropriate use of humor and personal discussions that may convey the 

message that some guests are favored over others. 
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PHYSICAL DEMANDS/WORK ENVIRONMENT 

 

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.  

 

Works in office areas as well as throughout the facility and travels to other Mission facilities as 

required.  Sits, stands for moderate periods of time, bends, lifts, walks a moderate amount, and 

climbs stairs throughout the building extensively during working hours.  Interacts with guests, 

staff, visitors, etc., under all conditions/circumstances.  May be subject to hostile and 

emotionally upset guests or visitors, etc. under all conditions/circumstances.  May be exposed to 

infectious conditions including exposure to the AIDS and hepatitis B viruses.  May be required 

to work extended periods of time at a computer. 

 

 

 


