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Assistant Residential Director 

Position reports directly to: Director of Residential Services 
 

Positions reporting directly to this position: 
 

All Residential Advocates, Interns and Volunteers 

Primary location:  
 

Residential Campus, specifically Shelter 

Schedule and Overtime eligibility status: Full Time, flexible hours throughout entire week, all 
shifts; Not overtime-eligible, Not remote eligible 
 

Pay rate range: $21-24/hour, salaried 

Recommended Qualifications and Skills 
Previous experience working with individuals in a residential setting with a focus on social services and trauma informed 
approach. Competency in personnel development and management. Professional communication, problem solving, and 
organizational skills. Proficiency in computer usage, data entry, and multi-line phone systems. Must be able to work a 
flexible schedule, provide on-call residential program support including shelter coverage, and manage personnel 
scheduling for a 24-hr emergency shelter. Must pass a level 2 background screening and provide a valid driver’s license 
with a safe driving record.    
 
Physical Requirements 
Ability to: 

• Move about the Outreach and Residential properties 
• Help maintain and monitor residential campus facilities 
• Drive agency vehicles and transport participants as assigned, MVR history check required 
• Sit at a desk or work station for up to 6 hours 
• Participate in light lifting and maintenance/cleaning 
• Operate (including basic troubleshooting) computers, printers and other agency technology 

 
Principal Job Duties 
1. Provide operations and program training to shelter staff in conjunction with the Director of Residential Programs. 
2. Prepare and update the shelter staffing schedule, and provide staffing coverage support as needed. 
3. Manage facility operations with the Director of Residential Services and Maintenance staff. Including coordination of 

routine inspections, service calls, maintenance needs, project management and supply inventory. 
4. Manage distribution of shelter supplies and donations and support staff in resource management. 
5. Provide services to residents, including advocacy, conflict mediation and grievance resolution as needed.   
6. Assist with data and records management; including but not limited to providing staff training, direct file input and 

completing quality assurance checks as necessary. 
7. Review policies and program services to ensure requirements of all funding sources, laws and designated state 

standards are met. 
8. Provide instruction, guidance and mentoring to shelter staff and volunteers. 
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Secondary Job Duties 
1. Serve on the backup rotation schedule for residential program on-call support. 
2. Assist with creating, reviewing and updating program manuals, policies, and practices. 
3. Act as an agency representative within the community as assigned/needed. 
4. Attend and/or facilitate staff meetings and trainings as designated. 
5. Complete other tasks as assigned by the Director of Residential Services. 

 
Agency Requirements 
All Employees of Peaceful Paths are expected to demonstrate a commitment to: 

• upholding the Employee Guiding Principles for the Workplace 
• promoting diversity, equity, inclusion and belonging 
• professional ethics and standards 
• flexibility and teamwork 
• protection of confidentiality 

 
 


