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Job Title: Substitute Program Staff - PADS Overnight Emergency Shelter  

Ministry: PADS Overnight Emergency Shelter 

Reports to: Director of the PADS Overnight Emergency Shelter  

FLSA Status: Non-Exempt - Hourly 

 Availibility: Must be able to work any shift, on any day, per the following hours: 

Day 8 a.m. – 4 p.m. Evening 4 p.m. to midnight  

Evening Secondary: 6 – 11 p.m. Overnight: Midnight to 8 a.m.  

 

 

SUMMARY: PADS operates a 24/7 overnight emergency shelter (OES). PADS staff support the efforts of 

a large corps of volunteers who provide meals and essential operating functions for up to 200 guests 

daily.   

 Staff functions include, but are not limited to, welcoming guests, maintaining order in the shelter, 

ensuring that necessary supplies are at hand, maintaining an acceptable level of sanitation and 

cleanliness, and tracking attendance of both volunteers and guests. These are hands-on functions, and 

staff members must be willing and able to meet the physical requirements of the position. Constant 

movement, stair climbing, cleaning and the like are integral aspects of this position. In addition, staff 

may be called upon to cook simple meals and recognize medical emergencies and take appropriate 

action, sometimes including basic first aid. Staff members also serve guests by directing them to 

resources available within Hesed House as well as the surrounding community.  

 Staff members work in support of the PADS volunteers, exercising good judgment and tact at all times 

to ensure that the mission of PADS to the homeless and very poor is met. Volunteers come from over 90 

different churches and groups, and PADS staff assists them in organizing their efforts. Depending upon 

the number and prior experience of the volunteers, this will entail providing tactful guidance and 

physical assistance on an as-needed basis. In all things, staff members are highly visible ambassadors for 

Hesed House and its mission.   The PADS shelter is a low-threshold shelter, and as such, it is open to all 

segments of the community, including individuals who are struggling with complex issues, at times 

including mental illness, addictions to alcohol and/or drugs, ex-offenders, etc. Staff members work to 

ensure that all guests are made to feel welcome, while skillfully balancing this need with that of 

adherence to some basic rules. By maintaining a fair and firm approach to problems that arise, the staff 

meets the Hesed House mission of dignity for all.   
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QUALIFICATIONS:  

 Prior supervisory experience Street smarts 

 An empathetic understanding of the issues of the very poor, and those at the margins of society 

 Ability to function in a multi-cultural environment  

 A knack for juggling competing priorities and for handling emergencies in a decisive manner 

 Excellent communication skills, both oral and written  

 Tact and maturity An appreciation of the need for sound sanitation procedures and the 

willingness to use them  

 Competent user of Microsoft Word, Excel and Outlook, plus the ability to learn our online 

database system for looking up or entering data  

  

 

PREFERRED QUALIFICATIONS: 

 Bi-lingual ability (English/Spanish)   

 Training in first aid Management experience and/or training  

 Familiarity with non-profit/social service organizations  

  

If interested, please send cover letter and resume to careers2015@hesedhouse.org. 


