
FAMILY 
ELDERCARE 

Job Descr ipt ion  

Job t it le: Permanent Supportive Housing
 Unit Supervisor 

Reports To: Permanent  Support ive Housing Program 
Manager 

Program: Permanent  Support ive Housing Work Locat ion: Family Eldercare, Rutherford Office 

Posit ion  Status – FLSA Exempt  
Job Grade Classification : 115 Salary Compensation: $54,752-$69,803

 
Position Summary: 

The Permanent  Supported Housing Unit  Supervisor  provides direct  supervision to Permanent  
Supported Housing program staff,  monitors  the effect iveness  of  service delivery,  and ensures  the 
program's daily operat ions. The posit ion will balance the necessary support  and leadership to maintain 
qua lity  while  t r iag ing  c r is is .  The  PSH Uni t  Superv i sor  must  be  ab le  to  comply  with  wr it t en  
s tandards  o f  service delivery, develop competencies and skills of core service staff, and establish 
collaborative team structures.  

Essen tial Responsibilities: 

Supervisory Responsibilit ies  

• Provides supervision , staff performance evaluat ions, and performance improvement  plans.
• Assist  Case Managers in  the complet ion  of job funct ions as needed; provides t rain ing to new

Case Managers and in- service t rain ing in  relevant  subject  mat ters to all Case Managers at  least
quarter ly.

• Organizes, develops, mot ivates, coaches, and supports the t eam by providing organizat ional
st ructure.

• Accompany staff in  the fie ld to monitor  clien t  visit s, respond to crisis situat ions, facilitate  move-
ins, and evaluate  service delivery.

• Part icipate  in  quality assurance dut ies through reviewing  and approving the complet ion  of
progress notes, Care/  Service Plans, and Financial Assistant  Request  (FAR) on  t ime.

• Ensure Case Managers are  encouraging progressive engagement  with all clien ts to maintain
housing stability.

• Ensure compliance with budget  limits, agency/ funder  fiscal policies, and procedures.
• Supervises e lect ronic and writ t en  record- keeping act ivit ies, e.g., database ent ry, incident

reports, and clien t  records.
• Approve t ime off requests and bi- weekly t imesheets of assigned staff.
• In  collaborat ion  with Program Manager-  recruit s, interviews, and t rains new staff.
• Conducts consisten t  supervision  meet ings with staff.
• Review and approve direct  client  assistance and financial assistance request s submit ted by staff.

Program Operat ions  



• Assist  and t rain  Case Managers in  collect ing social assessment  informat ion  to determine what  is
important  to the client  and gather  background informat ion  needed to develop S.M.A.R.T.
person- centered goals, maintain  housing stability and work with support  systems .

• Receive and process program referrals. Assign  client s based on  staff and program capacity.
• Responsible  for  author izat ion  of agency credit  card and direct  financial assistance t racking and

reconciliat ion  in  direct  coordinat ion  with the agency finance team.
• Review data in  program & partner  databases to ensure completeness and accuracy.
• Occasional direct  client  service may be provided in  order  to maintain  the full capacity and

operat ions of the Permanent  Supported Housing program.
• Develop onboarding mater ials and t rain ing and provide new employee or ien tat ion. Coordinate

t rain ing opportunit ies with outside organizat ions to improve service delivery and provide
professional development .

• Perform quality assurance monitor ing of clien t  files and data to ensure adherence with program
standards, HIPPA, and grant  terms and condit ions.

• Develop, implement , and update  policies & procedures.
• Meet ing facilitat ion: provide case managers with support  and guidance in  a group set t ing to

enhance service provision . Facilitate  group discussions surrounding program outcomes, clients,
resources, t rain ing, and depar tment  needs.

• Conduct  employee exper ience surveys to monitor  staff needs, opportunity for  growth and
program efficiency. Report  results to agency leadership.

• Performs other  dut ies as assigned in  order  to ensure services are  provided. Other  dut ies as
assigned include, but  are  not  limited to par t icipat ing in  act ivit ies and/ or  serving in  a support ing
role  to meet  the agency’s obligat ions.

Com pet en cies: 

• Proficiency in  Microsoft  Office Suite  including SharePoin t
• Commitment  to Housing First  and Trauma Informed Care principles and ending and prevent ing

homelessness and housing instability.
• Ability to guide case managers on  client ’s needs and coordinate  clien t  services.
• Ability to execute  st rong verbal and writ t en  communicat ion  skills.
• Demonst rated ability to think crit ically and approach challenges with an  opt imist ic, “can  do” 

at t itude.
• Demonst rate  Administ rat ive problem- solving techniques.
• Ability to collect , analyze and share program data for  the purpose of quality and outcome

monitor ing.
• Ability to monitor  program effect iveness.
• St rong at t ent ion  to detail and except ional organizat ional skills.
• Ability to work efficient ly and pr ior it ize  responses to changing needs of the program.
• Ability to develop and maintain  st rong collaborat ive working relat ionships with peers,

volunteers, and stakeholders.
• Ability to cult ivate  and sustain  professional boundaries with peers, volunteers, and external

partners.
• Ability to produce quality work, adhere to contract  requirements, and work independent ly with

minimum supervision  and as par t  of a t eam.
• Commitment  to Diversity, Equity, and Inclusion .

Educat ion  an d Exper ien ce: 



• Bachelor’s or  Master’s degree in  social work or  re lated fie ld of study, preferred.
• 2- 3 years of supervisory exper ience st rongly preferred.
• 1- 3 years’ exper ience working with marginalized populat ions which must  include people

exper iencing homelessness.
• Demonst rated ability and exper ience providing mentorship, supervision , program support .
• Experience and ability to analyze reports and data to ident ify t rends and to manage teams.
• Proficiency in  Microsoft  Office Suite , par t icular ly SharePoin t .
• Database management  exper ience st rongly preferred.
• Non- profit  knowledge or  exper ience preferred.
• Homeless Management  Informat ion  System (HMIS) database exper ience, preferred.
• Must  have reliable  t ransportat ion , valid Texas Driver’s License, act ive automot ive insurance, and

a sat isfactory motor  dr iving record.

Addit ion al Not es: 
• Clear  mult i- state  cr iminal background and motor  vehicle driving record.

Wor kin g Con dit ion s/ Physical Requ ir em en t s : 

This posit ion  operates in  an  office  environment  with remote work flexibility. There will be rout ine 
use of standard office  equipment  such as computers, phones, and photocopiers. The role  will 
require  contact  with current ly and formerly homeless individuals who may have mental illness, 
substance use disorder , - AND/ OR-  t rauma exper iences. Program Coordinators may be exposed to 
cigaret t e  smoking environments.  

• Ability to interact  with client s, volunteers, st aff, family and outside community partners
• Ability to safely and successfully perform the essent ial job funct ions consisten t  with the ADA,

FMLA and other  federal, state  and local standards, including meet ing qualitat ive and/ or
quant itat ive product ivity standards

• Ability to maintain  regular , punctual at t endance consistent  with the ADA, FMLA and other  federal,
state  and local standards

• Ability to lift  and carry up to 30  lbs.

Tr avel  
This posit ion  requires moderate  t ransportat ion  and will require  use of a personal vehicle. Typical 
workdays will be based at  Family Eldercare  offices with occasional community visits. Travel is 
re imbursed at  the approved IRS mileage rate .  

Ackn owledgem en t  an d Review: 

By signing this job descr ipt ion , I acknowledge that  I meet  the qualificat ions, and am able  to perform 
all job funct ions, dut ies, and responsibilit ies with or  without  reasonable accommodat ions. I fur ther  
understand that  I am responsible  for  prompt ly and effect ively communicat ing in  writ ing to the 
Company any need for  accommodat ion. I acknowledge that  I have read, understand, and may 
receive a copy of this Job Descr ipt ion . I fur ther  understand that  Family Eldercare  reserves the right  
to modify any Company policies, procedures, and processes based on  organizat ional needs.  

Pr in t  Em ployee Nam e: 

Em ployee Sign at u r e: Dat e: 




