The Children’s Inn at NIH
Woodmont House 
Staff Position Description

Title: Assistant House Manager
Reports To: Woodmont House Manager
FLSA Status: Exempt

Overview: 
The Assistant House Manager is responsible for the day-to-day management of family services and facilities of The Woodmont House. While on duty, the Assistant House Manager is the liaison between The Children’s Inn (TCI) and the Woodmont House. The Assistant House Manager assures appropriate services are provided to families and that a home-like environment is maintained. The Assistant House Manager supports the House Manager in ensuring that TCI’s standards and operational quality are met by both staff and families at Woodmont. The Assistant House Manager is responsible for assisting with all House administrative tasks. In addition, the Assistant House Manager will perform miscellaneous job-related duties as assigned including but not limited to those outlined below. The Assistant House Manager follows the mission, goals, and objectives of The Woodmont House and, by extension, The Children’s Inn, set forth by the Board of Directors.
Resident Relations:
· Collaborates with House Manager to organize individual and group meetings with House residents
· Promote a homelike environment of support and understanding
· Explain and clarify policies and procedures to residents 
· Ensure proper enforcement of Inn rules and manage conflicts when necessary, maintaining flexibility and acknowledging stress of communal living
· Encourage family interaction and supportive behaviors
· Meet reasonable needs of House residents
· Keep House residents informed of community and Inn resources and programs
Administration:
· Assist House Manager in maintaining the accuracy of all records and databases related to program and facilities management
· Assist House Manager with keeping TCI staff informed of House status
· Oversee daily operations to ensure compliance with established policies
· Attend monthly and quarterly team and staff meetings and training, as required
· Coordinate activities of outside vendors such as security and housekeeping staff

Facilities Management: 
· Monitor physical structure through inspections of House and grounds
· Understand workings of all facility systems including heating, cooling, security, electrical, etc.
· Organize emergency preparedness supplies

Community Relations:

· Support House Manager in maintaining communication with The Inn, NIH staff, and the community at large
· Assist House Manager with overseeing partners including food banks, career and employment agencies, schools, community centers, religious institutions, embassies, childcare centers, wellness programs and language services to ensure that the needs of each family are being met appropriately
· Assist House Manager with overseeing House volunteers and collaborate with Volunteers Director on ensuring that needs related to volunteer involvement at Woodmont are being met sufficiently

Qualifications:

Education:
	Bachelor’s Degree in human services field
Experience:
At least 1 year of  human services experience, preferably with case management experience. 
Skills/ Traits:
[bookmark: _GoBack]Must be able to interact with many different types of people and to effectively manage families in crisis. Ability to communicate both verbally and in writing, good judgment, decision-making ability and flexibility are required. Familiarity with computers and working knowledge of word processing, spreadsheets, and database management are essential for overall success in this position. The Assistant House Manager must be responsible, dependable and autonomous. Preference will be give to candidates with the ability to speak and write in Spanish.
Health:
Must be in good general health with no history of chronic diseases that could be hazardous to the residents of The Woodmont House.
Schedule: 
Official schedule will be Sunday, Monday and Tuesday from 8:00 a.m. to 8:30 p.m.  including up to 5 holidays per year.  Must be accessible and able to attend meetings during some non-work hours and be willing to respond to facility emergencies. Must be willing to provide relief coverage when necessary.
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