
Job Descriptions\Current                                                                    Updated August 2022  

 
 
 
 
 
 
Position: Lead Shelter Coordinator, Koru House    

Department: Victim Services  

Supervisor:  Director, Anti- Human Trafficking Program  

Compensation Range: $45,000/annually; Excellent Benefits 

FLSA Status: Exempt; Full-Time  

Hours of Work: Monday – Friday; Typical Business Hours. Occasional evening or weekend work. 

Application: Please send resume and cover letter to hr@ywcakalamazoo.org 

 

 

 

MISSION STATEMENT:    

Eliminate racism, empower women, and promote peace, justice, freedom and dignity for all. 

 

PRIMARY FUNCTION:   

Provide leadership to Residential Services Specialists. Assure routine and ongoing functioning of the 

shelter by providing and maintaining a supportive, culturally inclusive, safe, and trauma informed 

environment.  

 

QUALIFICATIONS: 

1. High school diploma or equivalent required; Bachelor’s degree in human services or related field 

preferred OR equivalent combination of education and experience. 

2. Experience in trauma-informed services provision and crisis intervention. 

3. Commitment to respecting individual differences and serving diverse populations.  

4. Experience and knowledge of community services agencies. 

5. Ability to work flexible hours independently and as a team. 

6. Strong oral and written communication skills. 

7. Fluency in Spanish and English preferred.  

 
The following statements are intended to describe the general nature and level of work being performed. They are 

not intended to be construed as an exhaustive list of all responsibilities, duties and skills required. 

          

RESPONSIBILITIES: 

1. Provides admittance and intake of shelter residents. 

2. Provides direct services to shelter residents. 

3. Provides crisis intervention, information and referrals as needed. 

4. Monitors functioning of the crisis line. 

5. Assists in activities related to daily shelter operations. 

6. Coordinate schedules for Residential Services Staff and ensure proper shelter coverage. 

7. Provide shelter coverage. 

8. Safeguards confidential information gained as a result of the position. 

9. Complies with applicable local, state and federal licensing requirements/certification and or 

regulations. 

10. Complies with Association policy regarding required reporting of child abuse, elder abuse, 

suicide and homicide. 
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11. Works cooperatively with program participants, YWCA staff and volunteers. 

12. Performs other duties as assigned. 

WORKING CONDITIONS AND ESSENTIAL FUNCTIONS:      

    

1. YWCA location 

2. Off-site location  

3. Potential outdoor events 

4. Sitting, standing, kneeling, bending, some lifting 

5. Frequently required to stand 

6. Frequently required to walk 

7. Frequently required to sit 

8. Continually required to utilize hand and finger dexterity 

9. Occasionally required to climb, balance, bend, stoop, kneel or crawl 

10. Continually required to talk or hear 

11. Occasionally work around fumes, airborne particles, or toxic chemicals  

12. Frequently exposure to outside weather conditions  

13. The employee must occasionally lift and /or move up to 15 pounds. 

 

TRAINING REQUIREMENTS: 
1. Orientation to YWCA Personnel Policies, Mission, Purpose and One Imperative. 

2. Racial Justice Training 

3. Orientation to Domestic Violence, Sexual Assault, Confidentiality, Mandatory Reporting. 

4. Other appropriate training and in-service which will occur during employment. 

5. Health and Safety/OSHA and Emergency Procedures Orientation. 

 

 

The above is intended to describe the general content of and requirements for the performance of this job.  It 

is not to be construed as an exhaustive statement of duties, responsibilities or physical 

requirements.  Nothing in this job description restricts management’s right to assign or reassign duties and 

responsibilities to this job at any time. Reasonable accommodations may be made to enable individuals 

with disabilities to perform the essential functions. 

 

Equal Opportunity Employer 

 

ACKNOWLEDGEMENT 

I have read the foregoing job description and understand the responsibilities of the job.  I agree 

that I am able to perform the essential duties of this position. 

 

 

 
Employee Signature: ______________________________________    Date:  ____________________  
 
Supervisor Signature: _____________________________________   Date:  ____________________  
 
Vice President Signature: __________________________________   Date:  ____________________  
 
CEO Signature:   _________________________________________   Date:  ____________________  
 
HR Signature: ____________________________________________  Date:  ____________________  
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