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	Job Description

	
	

	Title:
	Site Coordinator

	Business Unit/Delegate:
	ARVAC, inc.

	Department:
	Samaritan

	Reports To:
	COO- Communications, Development & Outreach

	FLSA Status:
	Exempt

	Full Time Equivalent:
	Full-Time/Part Time

	Date Approved/Revised:
	08/01/2025



Please note that this position is safety-sensitive and requires candidates to pass a pre-employment drug test. Ongoing drug testing may also be required as a condition of employment. The essential functions, physical demands and mental competencies of this job require the employee to maintain the ability to work in a constant state of alertness in a safe manner. By applying, candidates acknowledge and agree to comply with our drug testing policy.

Mission Statement:
ARVAC, Inc. promotes self-sufficiency and provides pathways out of poverty for individuals, families, and communities

Job Summary:
The Site Coordinator is responsible for the daily operations, compliance, and overall management of shelter programming. This leadership role ensures a trauma-informed, client-centered, and safe environment for survivors of domestic violence and their families. The Site Coordinator oversees shelter staff, ensures adherence to grant and regulatory requirements, and maintains alignment with agency policies, procedures, and mission.

*The following job junctions are not all-inclusive. Job duties may change as required by needs of the agency. You will assume the responsibility of assuring that you working under to understand your role in accomplishing the strategic goals and performance measures of the Agency.

Essential Duties & Responsibilities:
The Site Coordinator is responsible for the overall leadership and day-to-day management of the Samaritan Domestic Violence Shelter. This includes supervising shelter staff, maintaining facility safety and cleanliness, and ensuring high-quality, trauma-informed services are provided to clients. The Site Coordinator ensures compliance with all applicable regulations, funding requirements, and agency policies, including documentation standards and service delivery protocols. This role is responsible for staff scheduling, performance evaluations, and coordinating training to support professional development. The Site Coordinator works collaboratively with internal departments and external partners to ensure a comprehensive network of support for survivors. Additionally, the Site Coordinator serves as the primary point of contact for crisis situations at the shelter, coordinates emergency intakes, and ensures client confidentiality and safety at all times.

Primary Responsibilities: 
Job Specifications:

· Oversee day-to-day shelter operations, ensuring a safe, clean, and structured environment.

· Supervise and support the Case Manager and Shelter Advocates; conduct regular supervision, performance evaluations, and scheduling.
· Serve as primary point of contact for site-related emergencies or operational concerns.
· Coordinate building and facility needs in collaboration with maintenance or external vendors.

Compliance & Reporting
· Ensure compliance with federal, state, and local regulations, as well as funding requirements, including VOCA, ARPA, ESG, and DHS grant guidelines.
· Maintain accurate documentation and records for audits and program monitoring.
· Submit timely reports and data to leadership.
· Conduct regular internal reviews to monitor program fidelity, file compliance, and service delivery standards.

Program Management & Client Services
· Ensure the shelter provides trauma-informed and culturally responsive services.
· Support the Case Manager in coordinating individualized service plans and advocacy efforts.
· Lead coordination of emergency shelter admissions, intakes, and exits.
· Facilitate staff debriefings and multidisciplinary case reviews as needed.

Training & Staff Development
· Provide onboarding and ongoing training to shelter staff on crisis intervention, domestic violence dynamics, confidentiality, safety planning, and documentation.
· Ensure all staff are trained and certified in required areas (e.g., mandated reporting, CPR/First Aid, HIPAA).

Community & Stakeholder Relations
· Collaborate with local law enforcement, hospitals, service providers, and advocacy groups to ensure comprehensive client support.
· Participate in community coalitions, outreach events, and public education initiatives.


Skills/Knowledge/Abilities
Knowledge of:
A. ARVAC programs
B. Knowledge of client/customer privacy policies 
C. Knowledge of client/customer confidentiality policies

Ability to:
A. Ability to communicate effectively to a diverse population, both verbally and written
B. Maintain absolute confidentiality of all information pertaining to clients, families, and staff and adhere to HIPAA rules.
C. Ability to communicate with management and carry out direction from management 
D. Ability to accurately enter information into a database
E. Ability to follow directions from supervisor
F. Communicate effectively in both written and verbal form.
G. Display a positive and professional image and attitude in all relationships with patients, families, peers and in the community.
H. Establish and maintain effective working relations with management, employees, vendors, and volunteers.
I. Enter data accurately.
J. Obtain further education through professional development programs.
K. Practice excellent time management and organizational skills. 

Controls Over the Position: 
The Shelter Support Specialist will work directly under and report to the Site Director.

To perform this job successfully, an individual must be able to carry out each essential duty in a satisfactory manner. The job specifications listed below are representative of the education and experience as well as the knowledge, skill and/or ability (KSAs) required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Requirements:
High School diploma or GED required
Associate or bachelor’s degree in human services or health science. Preferred 
Must have a valid driver’s license and reliable transportation.
Experience in providing excellent customer service in an office environment is required. 

Physical Requirements: 
· Ability to sit most of the time with some bending and reaching.
· Ability to stand, walk, and bend periodically.
· Ability to engage in repetitive movement of wrists, hands, and fingers – typing and/or writing. 
· Ability to work frequently at close visual range (i.e. preparing and analyzing data and figures, accounting, transcription, computer terminal, extensive reading).
· Ability to receive and respond to oral communication.
· Ability to exert up to 10 pounds of force to lift, carry, push, pull, or otherwise move objects. 

Work Environment: 
· Work is generally performed in an office environment. 
· Noise level in the work environment is moderate to occasionally loud (examples: business office with computers and printers, light to moderate traffic, human voices). 
· Standard office equipment generally used includes:
· Telephone
· Personal Computer (monitor, keyboard, and mouse) or Tablet
· Printer/Photocopy Machine
· Calculator
· Fax Machine
· May be required to operate a motor vehicle during the course of duties.
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We are an equal opportunity employer committed to creating a diverse and healthy workplace.
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