The Children’s Inn at NIH

Job Description

Title:
Weekend and Relief Manager

Reports to:
Resident Manager

FLSA Status:
Non-exempt

Overview:

The Weekend and Relief Manager is primarily responsible for managing the weekend and on-call activities at The Children’s Inn at NIH. Weekend & Relief Managers work closely with other members of the Resident Services team providing services to Inn residents in accordance with the procedures outlined in the Manager on Duty (MOD) manual.

Guest Relations:

· Promote a homelike environment of support and understanding for residents of The Inn

· Become familiar with all Inn rules, policies and services as they relate to the families residing at The Children’s Inn

· Act in proactive manner to identify special family situations and take appropriate actions to promote resolution of conflicts  

· Ensure proper enforcement of Inn rules and manage conflicts when necessary

· Maintain flexibility and acknowledge stress of communal living 

· Meet reasonable needs of Inn residents

Administration:

· Update MOD notebook in a timely basis

· Admit families following admission procedures; make and adjust room assignments to ensure effective operation of The Inn and optimal services for families

· Explain and clarify policies and procedures to families

· Work collaboratively with volunteers

· Conduct orientation tours for first visit families

· Assist families with hotel reservations when The Inn is overbooked

· Direct Inn activities on an as-needed basis

· Assure timely communication with residents regarding changes in schedules and/or activities

· Process referrals for first visit families and reservations for return visit families

· Communicate with social workers at the Clinical Center regarding patient reservations and referrals

· Communicate with Facilities Manager regarding facility issues and repairs

· Complete special projects as assigned by the Director of Facilities and Resident Services or a full time Manager

· Attend monthly and quarterly team and staff meetings

· Attend staff trainings 

· Complete MOD weekend reports

· Provide back-up coverage to other resident service managers

· Ensure the upkeep and cleanliness of The Inn while on duty

· Facilitate evacuation and emergency procedures

Qualifications:

Education:

High school diploma required.  Preference will be given to a candidate with a college degree.  Ability to speak, understand and write in Spanish is preferred. 

Skills/Traits:

Must have strong communication skills and be computer proficient.  Should be friendly and tactful with a compassionate personality. Must be flexible and, when necessary, demonstrate good decision-making ability in order to protect the safety and security of Inn residents.  The Weekend and Relief Manager must be able to cope with and offer comfort to people in acute personal crisis.  Should have a positive attitude and work well in a team-oriented environment.  Must be open to all and comfortable with a variety of lifestyles. 

Health:

Must be in good general health with no history of chronic diseases that could be hazardous to the residents of The Children’s Inn.

Schedule:

Hours of work are Saturdays 7:00 a.m to 7:30 p.m or 7:00 p.m. to 7:30 a.m. (early Sunday)and/or relief for day, evening and holiday coverage due to illness, emergency or vacation coverage. Approximately 3-4 shifts per month.  Rotating on-call coverage equaling about eight weeks per year. 

I have read and understand this job description.
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