
Family Promise of Spokane

Family Services Programs Director
Last Updated: 8/19/2021

REPORTS TO: Executive Director
SCHEDULE: Full-Time (40 hours/week); exact schedule TBD
FLSA STATUS: Exempt
SALARY: $45,000 - $60,000
BENEFITS: Health Stipend: $250 per month

Business Phone
Two weeks paid vacation
Mileage Reimbursement
Paid Holidays: Thanksgiving, Christmas, New Year’s Day, Independence Day,
Labor Day, Memorial Day

Position Summary:
Family Promise is searching for an energetic professional who doesn’t mind wearing multiple
hats. This person has management experience in overseeing a wide range of functions and is
able to work independently with little or no supervision. The ideal candidate for the Family
Services Director position is a person with at least three years experience in homeless
services. This includes management experience in shelter operations and knowledge of
systems and resources to support families experiencing homelessness.

This person will be responsible for overseeing the program managers in our prevention,
provision, and preparation programs and will work to provide clear consistent communication
to their team. It is the Family Services Director’s responsibility to ensure the daily operations
of Family Promise’s programs are happening in the most effective and efficient way possible
to meet the needs of the most families.

Key Functions
To perform this job successfully, an individual must be able to satisfactorily perform each of
the essential duties/responsibilities listed below. Reasonable accommodations may be made
to enable individuals with disabilities to perform the essential duties/responsibilities of this
job.  The essential functions of the position include but are not limited to the following:

● Understand and embrace the mission of Family Promise to equip families and
communities to end the cycle of homelessness



● Oversee Program staff in the areas of Homelessness Prevention, Provision of
Shelter, and Preparation/After Care.

● Create new processes, implement existing processes, and procedures to ensure
smooth, safe, and efficient program operations

● Assist in the planning and execution of program expansion, including the design
and launch of new shelter locations

● Implement and oversee clear communication channels across the organization
● Ensure proper adherence to Human Resources processes and procedures.
● Motivate team members and volunteers to execute their daily tasks with

excellence
● Maintain active involvement in the Continuum of Care

Other Duties as Assigned
● From time to time other job duties may be assigned based on personal interest

or organizational need

Qualifications
To perform this job successfully, an individual must meet the minimum qualifications listed
below. These qualifications are representative of the knowledge, skill and/or ability required
to perform this job.

Family Promise is searching for an energetic professional who doesn’t mind wearing multiple
hats. This person has management experience in overseeing a wide range of functions and is
able to work independently with little or no supervision.

● Experience:
- At least three years of  experience in managing a homeless shelter.
- Five years or more experience managing, training, and coaching others
- Experience in implementing and managing a budget over $500,000

● Education:
1. Bachelor’s degree in Social Services, Social Work or Related field

Must have training or be willing to complete training within 30 days of hire.
1. Deescalation Training
2. Trauma Informed Care Training
3. CMIS/HMIS training
4. Diversion training

● Qualities
- Shows deep concern for families with children experiencing homelessness
- Self-Starter & Self-Sufficient
- Strong Interpersonal & Written Communication Skills
- Organized
- Process Focused
- Problem-Solver
- Relational
- Motivational
- Collaborative



- Active Listening, Negotiation, and Presentation Skills
- Stays Calm in Stressful Situations

Mental/ Other Skills Abilities:
For an employee to succeed in this position they must have:

● Adaptability: ability to adapt to changes, delays or unexpected events in the work
environment; ability to manage competing demands and prioritize tasks; ability to
change approach or method to best fit the situation.

● Motivation Ability: ability to motivate staff and volunteers and make them feel valued
in the organization and help them make the connection of their work to the mission of
Family Promise

● Analytical Ability:  ability to use intuition and experience to complement existing
information to make wise and rapid decisions.

● Attendance: ability to consistently arrive and be on time to all meetings
● Computer/Technical Ability: working knowledge of:

▪ Google Suite
▪ Payroll and HR Software

● Dependability: ability to follow instructions, both in written and verbal format; ability
to respond to Executive direction; ability to complete tasks on time or notify the
appropriate person with an alternate plan when necessary.

● Interpersonal Skills: ability to maintain great relationships with others, excellent
customer service skills and a good overall understanding of appropriate human
relations. Awareness of and sensitivity to the service population’s culture and
socioeconomic characteristics.

● Judgment: ability to make prudent and timely decisions; ability to exhibit sound and
accurate judgment; ability to explain reasoning for decisions. Ability to recognize when
the wrong decision has been made and make adjustments quickly

● Language Ability: High Ability:  ability to read, analyze, and interpret technical
procedures and governmental regulations; ability to write process manuals and compel
staff to adhere to processes.

● Problem Solving Ability: ability to identify and/or prevent problems before they occur;
ability to formulate alternative solutions to problems when necessary; ability to
transfer learning from past experiences to new experiences of similar nature.

Equipment Utilized
Duties of this position will require regular use of these types of machinery and equipment:

● Personal Computer and supporting software programs. e.g.: Google Suite, Microsoft
Office

● Electronic databases
● Other office equipment including, but not limited to, printers and copiers

Physical Requirements
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable



accommodations may be made to enable individuals with disabilities to perform the essential
functions.

● Frequently sit, stand, climb, walk, lift, pull/push, carry, grasp, reach, stoop/crouch, and
talk.

● Active mobility for up to 2 hours at a time
● Move, lift and/or carry up to 25 pounds in accordance with State of Washington (WA)

Labor & Industry (L&I) standards

Working Conditions
While performing the essential duties/responsibilities of this job, the employee may be
exposed to:

● No known adverse hazards
● Performs duties primarily in an office,  public environment, and/or shelter
● Generally works indoors, but occasionally works outside in varying weather conditions
● Client Population may include persons involved in gangs, with substance abuse

concerns, homelessness and/or tendencies towards violent behavior.

Family Promise of Spokane retains the discretion to add to or change the duties of the
position at any time.

This document is not a contract.
__________________________________________________________________________________


