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JOB ANNOUNCEMENT

Bill Wilson Center is a nationally and regionally recognized leader for providing services to at-risk youth and families. Our agency -- from our executive team to our line staff -- is committed to improving the lives and conditions of the people we serve.  We provide direct services to more than 3,500 children, youth, young adults and families in Santa Clara County. BWC provides services that meet the cultural and linguistic needs of our whole community. We value our unique ethnic diversity as well as the LGBTQ community and non-able body community. Join us and become a difference maker at Bill Wilson Center!  Find out more at http://www.billwilsoncenter.org/bwc_jobs/
Program Supervisor - Interim Housing TEMPORARY 
The Program Supervisor supervises staff working in the BWC Young Adult Shelter for youth age 18-25 as well as the Interim Housing Program for youth age 18-25. This program oversees a shelter for young adults preparing for permanent housing. This position requires collaboration with other BWC programs to ensure youth receive full scope services including employment, education, housing, mental health services and independent living skills.

ESSENTIAL DUTIES AND RESPONSIBILITIES:   

· Provide managerial leadership, oversight and coordination to Interim Housing shelter staff. 
· Handle a aspects of Interim Shelter 
· Work collaboratively with BWC staff in other programs and our community partners in areas such as mental health, social services, probation, employment, and education in order to ensure appropriate services.

· Develop and Maintain all Program Policy and Procedures

· Conduct workshops and trainings to staff.

· Meet with Director on a regular basis for 1:1 meetings, trainings on topics such as employee relations, performance evaluations, staff scheduling, facilitating staff meetings, approvals for staff, etc.

· Maintain appropriate paperwork and standards for all services. Ensure staff compliance with AWARDS data entry including progress notes and other required documentation.

· Responsible for creating reports, reporting data and extracting data as needed internally and for funders and within required timelines.  

· Ensure programs are meeting their required outcomes and goals and that data in AWARDS supports this.

· On-call for program staff 24x7.

· Attend multi-disciplinary team meetings representing Interim Housing program.

· Attend and participate in meetings and work groups as required for program.
· Provide day-to-day support for staff.  Meet with staff regularly to review accomplishments, needs, questions, etc.  Help staff grow in their positions.

· Conduct initial 6-month reviews for new hires and annual performance reviews for staff

· Approve financial requests for staff (i.e., mileage or reimbursement requests) and approve PTO requests

· Follow all agency financial procedures and ensure staff are in compliance with all financial procedures.

· Disciplinary/Corrective actions for staff if needed.  Bring any serious performance concerns to the attention of Director and Human Resources.

· Ensure that site is neat and tidy and report all maintenance or safety issues to Director or Facilities Manager immediately.

· Participate in agency Program Quality Improvement activities and initiatives

· Participate in agency Safety initiatives and proactively report safety issues to management immediately

· Regular attendance is required.

· Other duties may be assigned.

QUALIFICATIONS:


Bachelor’s Degree plus 2 years of relevant experience including managing staff.   Proven leadership skills required.  Ability to train, motivate, mentor and manage staff required.  Knowledge of needs and resources for runaway, homeless and street youth, youth with mental health issues and LGBTQ youth required.  Current CPR and First Aid Certification required (or complete within 30 days of hire). Valid California driver’s license with access to a personal vehicle with current insurance that can be used for company business.  Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations. TB test required.  Bilingual (Eng/Spanish) communication skills highly desired.  Required to be fully vaccinated with booster against COVID-19 (if eligible or agree to receive booster at the time of eligibility)
SALARY RANGE:
Highly competitive salary based on education and experience.  No benefits as TEMP staff, however, BWC offers extensive training, mileage reimbursement, cell phone stipend.
For consideration, please submit cover letter and resume (reference the position name in the subject line and/or cover letter) to:

BILL WILSON CENTER

ATTN: Resumes
FAX: (408) 244-4022

Email:  resumes@billwilsoncenter.org
EEO: 

Bill Wilson Center is an Equal Opportunity/Affirmative Action employer committed to building a team that represents the racial, ethnic and linguistic needs of our community.  People of color, women, persons with disabilities, and persons who are LGBTQ are strongly encouraged to apply.
This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  Because of a need to remain responsive to the needs of our clients and BWC’s operations, responsibilities may be modified at any time.
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