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Shelter Night Assistant Volunteer Description

PURPOSE OF POSITION

Under the direction of the Shelter Program Coordinator, the Shelter Night Assistant will oversee the evening operations of the CAST shelter (approx 6pm-midnight 2+ nights per week- including Wednesdays). This highly responsible position must maintain the high level of security and confidentiality required for this type of program. The Shelter Night Assistant must be able to intervene effectively in resident crises and conflicts and maintain detailed records and documentation to ensure the smooth operation of the shelter. The Shelter Night Assistant will provide program and administrative support for daily operations and will work closely with the Emergency Response Coordinator, Shelter Program Coordinator and other shelter staff to create a community that is supportive of the changing needs of each individual resident. The position requires skill in conflict resolution and crisis intervention as well as office administration and management, particularly for social services organization. Candidates should possess a high level of flexibility, maturity and awareness of the dynamics of shelter living with the ability to work independently. 

ESSENTIAL DUTIES

Resident Supervision: 

Provide support for residents: be available to respond to client questions and needs. Will include ensuring that residents have access to their prescription medications that will be locked in staff office. Assist residents in getting to ER if necessary. 
Crisis Intervention: Independently assess and respond to client crises with a strengths-based, problem solving approach to sustain clients until appropriate staffs are available. Independently assess the need for external assistance, such as the on-call social worker, and provide follow-up based on that assessment. 
Conflict Resolution: Manage and diffuse resident conflicts as they occur, document all incidents in nightly log, and continue to monitor resident relations. Communicate disputes and/or issues that require further intervention to Shelter Program Coordinator
House management: 

Oversee daily operations of the shelter; keep records and daily log of shelter activity, resident issues, and questions that arise throughout the shift. Ensure that all house needs are met, including grocery and supplies shopping, interacting and supervising repair persons and utilities personnel, and similar duties as needed. Work with shelter staff to ensure maintenance, cleanliness, and safety of the house and to coordinate client feedback system, including developing and administering mechanisms to assess resident satisfaction. Work with Shelter Program Coordinator and other staff to ensure that the shelter is operating in a safe manner and complies with all relevant safety and building codes. 

Safety and Security Monitoring: 

Assess and manage emergencies according to CAST’s emergency protocol. Assess when external assistance is needed and contact appropriate party (i.e. supervisor, law enforcement, medical assistance, etc.). Monitor safety and security of house, including some operation of alarm system and participate in shelter safety trainings. Document and report system failures and needed repairs in daily and coordinate needed repairs. Manage law enforcement response if/when alarm is set off; respond to resident concerns regarding house safety and communicate these to Shelter Program Coordinator. Participate in the ongoing development and evaluation of shelter safety and emergency protocols. 

Additional Duties: Assist with planning evening events (games nights, potlucks etc in the shelter). Contribute to the professional tone and approach of the organization within the parameters of the agency mission and philosophy. Provide program support for shelter, including administrative duties, and contribute to program reports. 

REQUIREMENTS

1. Bachelor of Arts or Science degree. MSW a plus. Extensive experience and demonstrated skills and aptitude considered in lieu of education.

2. Bilingual preferred (Spanish, Arabic, or Korean).

3. Willingness and ability to learn about the complex issues of human trafficking and modern-day slavery and to abide by the mission and philosophy of CAST. Knowledge and understanding of immigrant and refugee rights and trafficking issues. Willingness to complete a CAST  or Freedom Network Institute on Human Trafficking Training.

4. Knowledge of and experience in supportive counseling, crisis intervention, and conflict resolution techniques. Ability and willingness to effectively intervene in and resolve resident disputes. Appreciation of sensitive confidentiality issues with demonstrated commitment to strengths-based, client-centered practice.

5. Ability to maintain a positive, cooperative, and professional demeanor with clients, CAST staff/board, partner organizations, donors, consultants, volunteers/interns, and members of the public.

6. Excellent communication skills with strong aptitude for building relationships. Ability and willingness to work with individuals who may have a history of traumatic experiences.
7. Sincere commitment to working independently and responsibly. Must be a self-starter, able to work in a team environment, and manage time effectively.

8. Excellent communication skills, both oral and written. Ability to operate computer systems, including internet, email, databases, and MS Office programs. 

9. CA driver’s license with access to insured car (Good driving record a must).

10. Physical demands are typical for an office environment, including sitting, reaching, lifting, speaking, hearing, and seeing. Reasonable accommodations will be made. 
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