MID-PENINSULA HOUSING
JOB DESCRIPTION

Job Title: SERVICES MANAGER
Department: MID-PENNINSULA HOUSING SERVICES CORPORATION (MPHSC)
ReportsTo: DISTRICT SERVICES MANAGER

FLSA Status: EXEMPT

SUMMARY

Under the supervision of the District Services Mggrathe Services Manager will develop and leagaantthat consists of
MPHSC staff at specified properties, will ensurattMPHSC staff is working as a team with Propertgnslgement staff,
will identify and obtain additional resources, wikkvelop partnerships and ensure exemplary seraieesnplemented. The
Services Manager will design services based om#wesls of the residents and other circumstanceacat groperty, will
oversee the implementation of services at assignegerties, and will provide specialized directvees to residents. The
position requires a person who is knowledgeableragram development, management and evaluatioriehdsrship, team
building, and supervisory skills; and experiencééweloping partnerships and obtaining resources.

Supervision Responsibilities

The Services Manager supervises the Program Catadihand volunteers who are assigned to the SsrNtanager's
assigned properties. The Services Manager mugirpesupervisory responsibilities in accordancehvtite organization's
policies and applicable laws.

Working Relationships

Internal:

e Work collaboratively with all MPHSC, Mid-Peninsuttousing Management Corporation (MPHMC) and Mid-Renia
Housing Corporation (MPHC) staff

»  Work closely with District Services Manager anddel MPHSC team members

e Communicate regularly with appropriate Property Bigament staff working at Services Manager’s assigmeperties

e Lead and support MPHSC staff in maximizing resosiianad services provided at assigned properties

External:

» Cultivate strong relationships and partnershipdviéaders of community-based organizations, goventragencies,
and collaborative groups that address the neetteqgfopulations at assigned properties

* Meet regularly with representatives of organizaditimt provide services at assigned properties

» Participate as a MPHSC representative in relevaa | regional, state and/or national organizatmmassigned

Essential Job Functions

e Conduct needs assessment of the residents and cotyrand develop property services’ goals and pfansassigned
properties

« Develop, implement, manage and evaluate the effautiss of services

« Develop and support exemplary services that incleflear standards and guidelines and ensure apptepri
implementation of services

» Establish and provide on-going support to sustasident community associations and ensure othemeoity building
activities are implemented

* Research, identify, and obtain the most appropr&geurces and relevant service providers to nesé&dents’ needs

» Develop, maintain, and evaluate partnerships witareal organizations

e Assist in and/or provide crisis intervention antlda-up (including but not limited to child and eldy abuse reporting);
appropriately implement mandated reporting polieied procedures

» Provide short term care support and coordinatiomesidents; provide internal and external servéterrals

» Participate in the hiring process of MPHSC staf€liding but not limited to recruitment and seleuaji

» Delegate appropriate responsibilities to staff eoldinteers

« Develop and regularly provide staff development smgervision to staff and volunteers

» Lead, support, and build staff teams and regulashduct staff evaluations

* Regularly visit and conduct evaluations of servidetivered at assigned properties, provide follgw swpport and
feedback to MPHSC staff assigned to those propertie




» Ensure historical information related to Servicemaintained in written form at every property

» Appropriately develop and manage MPHSC budgetssitjaed properties

e Monitor and manage all assigned internal and eatecontracts and memorandum of understandings asdre
compliance with all funding requirements

* Complete and manage all reports and timelines atelyrand appropriately

» Maintain accurate records and files (including et limited to entering data and tracking all residcontacts)

 Promote MPHSC services internally and externalgpresent MPHSC with community groups and otherngart
organizations, participate in MPHSC and outsidgsupnetworks

» Ensure District Services Manager is regularly egmatiof activities and problems in a timely manner

» Actively participate and support working with oteers a team

e Implement and support all MPHSC and MPHC policied procedures appropriately and accurately

» Perform other duties as assigned

Qualifications

To perform this job successfully, an individual rnbe able to perform each essential duty satisfdytd he requirements
listed below are representative of the knowledg#l, sind/or ability required. Reasonable accommiimatess may be made to
enable individuals with disabilities to perform thgsential functions.

Education and Experience Required

« A Bachelor’'s degree (in a social services fieldfgmed) or equivalent experience; and Master's eegreferred

» At least two years experience working with commynifovernment and/or non-profit programs and pitsjec

e Experience in program development, management amtlaion, and developing community collaborativersd
partnerships

» At least two years of management/supervision egped

» At least one year working effectively with peopliediverse backgrounds and working with families amdividuals in
crisis situations

* Extensive knowledge and experience working with ilsimpopulations at assigned properties and sudiogn
communities

»  Willing to learn, committed to improving, stay ahst of exemplary practices in the field of Services

Communication Skills Required

e Strong written, oral, and interpersonal skills irdihg public speaking
e Strong political and impersonal judgment

e Good analytical and budgeting skills

Reasoning Ability Required
e Strong judgment, discretion, and problem solvinigjsk

Computer Skills Required
» Demonstrated computer skills, proficient in usixged, word processing software, and other needéd/ae

Other Qualifications or Requirements

« Own reliable transportation, possess a valid Gadigodriver’s license, and have a good driving rdco
» Satisfactorily pass background check and fingetpi#arance

* Commitment to the Mission and Vision of MPHSC anBINC

Work Environment

The work environment characteristics described leee representative of those an employee encounteite
performing the essential functions of this job. &e@ble accommodations may be made to enable dindilg with
disabilities to perform the essential functions.

While performing the duties of this job, the emmeyis required to work in an office environmentd déne noise
level is usually quiet to moderate.



