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House Manager (Shelter) 
 

Summary: Reporting to the Director of Shelter Services, the House Manager is responsible for 

overseeing the operation of the facility. The House Manager is also responsible for supervising the 

frontline workers in the facility in the provision of service to guests.  The House Manager will have an 

exceptional understanding of the policies and procedures of Shelter Nova Scotia in order to model 

behavior that is in line with the mission, vision and values of the organization. 

 

Responsibilities 
 

Guest Service Delivery  

 Scan the horizon and make recommendations for changes to Shelter Nova Scotia and facility 

specific policies and procedures  

 Monitor to ensure guests are provided with effective service; make recommendations for changes 

to and new service delivery/programs 

 Ensure Shelter Nova Scotia’s mission, vision and values are modeled  

 Work to promote the culture of Shelter Nova Scotia including the core competencies, the Four 

Agreements, Gallup Strengths and Support and Challenge 

 Demonstrate commitment to ethical behaviour that promotes quality guest service and 

professional interactions with colleagues, guests, and community partners 

 Ensure the provision of service as per the contracted service level agreements are fulfilled; ensure 

service delivery information is captured to provide a snapshot of the quantity and quality of 

service delivery  

 Ensure the facility specific Operating Policies and Procedures are implemented 

 Participate in case conference as required 

 Ensure guest meetings are scheduled and held.  This meeting is to be chaired by the HM or 

delegate 
 

Human Resources Management 

 Provide leadership for the recruitment and selection process; make recommendations for hire 

 Provide the leadership for the performance management process; including assessments and 

annual performance supports, make recommendations for the termination of employment 

 Ensure employees are well oriented to the position, performance is managed, employees have 

clear direction and timely and specific feedback and training needs are identified 

 Responsible for building a sense of teamwork and cooperation with employees; and schedule and 

chair team meetings 

 Responsible for ensuring scheduling and payroll are completed; approve overtime  

 Book mandatory training and facilitate training opportunities for employees 
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 Participate in labour management meetings with the union as required  

 Ensure the Collective Agreement is properly administered 

 Schedule and monitor the on call function; respond to and support urgent issues 24/7 
 

Occupational Health and Safety (OHS) 

 Ensure there is an Occupational Health and Safety Representative identified or assume the role 

until there is (no more than 4 – 6 weeks); ensure the Representative receives the required training 

 Train the Occupational Health and Safety Representative  

 Meet with the OHS Representative monthly; ensure minutes of the meeting are posted and sent 

to the Home Office; follow up to ensure the action plans from the monthly meeting are 

implemented; report on individual OHS activities at the monthly meeting or sooner as required 

 Ensure the information on the OHS bulletin board is accurate and complete  

 Ensure OHS issues, incidents and complaints that are reported are followed up on or resolved on a 

timely basis 

 Ensure OHS checklist is implemented, issues are identified and/or resolved and results are 

reported at the monthly OHS meeting 
 

Hazards (Exposure to hazardous material (e.g. body fluids) sharps (e.g. needles) chemicals and noxious 
agents (e.g. infectious material) 

 Hazards associated with working in physical contact with guests with possible exposure to body 
fluids, infections, and communicable diseases.   

 Guests may exhibit unpredictable or volatile behaviors due to mental health and addictions issues 
(diagnosed or undiagnosed); require an understanding of the behavioral results of trauma 

 The potential for unexpected death and prospective realities of end of life transitions 
 

Mental, Visual and Physical Demand 

 Working with guest group often leads to ambiguous situations that are stressful for the employees, 
management, and guests. Issues encountered are not easily unraveled, and solutions are at times 
difficult to address and achieve; 

 High stress environment, requiring sensitivity and confidentiality, and significant degree of visual 

and mental acuity; 

 Challenging, fast pace and constantly changing environment, with multiple interruptions and 

competing demands; 

 Must be able to manage personal self-care and wellness so not to impede on carrying out above 

duties 

 Must have a critical understanding of power dynamics and support 
 

Facility Management 

 Ensure a HIFIS admin in place 

 Complete daily inspections of all areas of the facility to ensure Shelter Nova Scotia standards are 

being maintained 

 Assess the issue or situation and determine the best response; obtain quotes for maintenance and 

repairs as required 
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 Ensure the maintenance and repair work is completed to specifications in the contract; sign off to 

indicate the work was completed and/or the goods were received 

 Make recommendations for capital projects as required 

 Follow up on the maintenance and repair of equipment in the facility 

 Monitor the existing service contracts such as pest control, garbage removal, snow removal, etc 

to ensure service levels are being delivered; follow up as required 

 Purchase items to maintain and repair the facility 

 Run errands and purchase supplies and equipment as required 

 Ensure donations are accepted and processed appropriately  
 

Financial Management 

 Provide input into the annual budget process 

 Monitor, track and report petty cash as per the budget  

 Make fiscally responsible decisions by ensuring expenditures are within the current fiscal budget 

 Ensure month end reports are completed 

 Complete financial billings reports; submit invoices to the Central Office 

 Complete and submit cheque requisitions for reimbursements and advances 
 

Other 

 Check house email 

 Perform the On Call function as required 

 Perform frontline responsibilities as required 

 Attend management meetings; assume responsibility for related tasks  

 Participate in project work as a member of a committee 

 Attend community meetings as a Shelter Nova Scotia representative 

 Liaise with community partners to maintain positive relations 

 Complete forty hours of professional development annually by attending workshops, seminars, 

webinars, reading books and journals, completing projects, watching movies, developing and/or 

providing new training modules, giving public, and/or presentations, etc.; provide a 500-word 

reflection on each activity. 

 With the Central Support Team, identify ways for effective cost savings across the organization. 

 Perform other related duties as assigned 
 

Technical Competencies  
 

 Concentrated education and experience in mental health and addictions programs 

 Bachelor degree in Social Sciences, Social Work, Nursing, Human Services from a recognized 
educational institution or equivalent education and experience 

 3-5 years’ experience working in a supervisory role in the professions of community corrections 
and/or homelessness and housing and/or mental health and addictions 

 Experience and working knowledge of coaching, supervising and mentoring front line workers in 
crisis driven environments 
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 Certification in the following or the ability to obtain: Standard First Aid/CPR Level “C”; Non-Violent 
Crisis Intervention; Applied Suicide Intervention Skills Training (ASIST); Workplace Hazardous 
Materials Information System (WHMIS); Safe Food Handlers certification 

 Ability to remain alert, awake, and vigilant at all times while on duty 

 Ability to successfully pass the Child Abuse Registry check and/or Government of Canada 
Personnel Screening  

 Basic level of proficiency in Microsoft Office Suite (Explorer, Word, Excel, Outlook) 

 Experience with interviewing, counseling, and intervention techniques 

 Knowledge of NS Department of Community Services, and other government and community 
resources is considered an asset 

 Knowledge of HIFIS is an asset 
 

Core Competencies 
 

Achievement Motivation: Is energetic and committed to meeting goals and targets set, even when tasks 
are repetitive; actively reviews schedules and plans to avoid unnecessary over runs; wants to do things 
well and consistently delivers to best of own ability; willing to respond to reasonable requests to do 
tasks that go beyond normal scope of job. 
 

Attention to Detail: Accomplishes a task through concern for all the areas involved, no matter how 
small.  Proofreads documents to ensure correct grammar, spelling and formatting. Monitors and checks 
work or information and plans and organizes time and resources efficiently. 
 

Business Orientation: Consistently delivers required business results; sets and achieves achievable, yet 
aggressive, goals; consistently complies with quality standards and meets deadlines; maintains focus on 
the organization’s goals in keeping with fiduciary and financial responsibilities and integrity. 
 

Client Service: Is dedicated to meeting the expectations and requirements of clients in a manner that 
provides satisfaction for the client and fosters client loyalty. Is respectful of others, helping or serving 
them to meet their needs by discovering those needs and figuring out how to best meet them. 
 

Commitment to Learning: Demonstrates a commitment to learning by proactively seeking opportunities 
to develop new capabilities, skills, and knowledge; acquires the skills needed to continually enhance 
his/her contribution to the organization and to his/her respective profession. 
 

Commitment to Reflective Practice: Has capacity to regularly take a conscious look at emotions, 
experiences, actions, and responses, and using that information to add to his or her existing personal 
and professional knowledge base, as it is an important way to bring together theory and practice.  
 

Communication: Able to write in a variety of communication settings and styles; can get messages 
across that instigates appropriate actions; orally communicates positively in a variety of formal and 
informal settings; actively listens. 
 

Developing Others: Involves a genuine intent to foster the learning or development of others with an 
appropriate level of need analysis.  Its focus is on the developmental intent and effect rather than on a 
formal role of training.  It requires a genuine intent to develop others with some thought or effort and 
does not include routinely sending people to formal training programs. 
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Flexibility:  Is open to change and new information; adapts behavior and work methods in response to 
new information, changing conditions, or unexpected obstacles. Adjusts rapidly to new situations 
warranting attention and resolution. 
 

Gratitude: Identifying and appreciating the goodness and hope in "what is" and "what will be". 
 

Initiative: Identifies what needs to be done and confidently takes action to achieve standard of 
excellence beyond job expectations. 
 

Planning and Organizing: Sets priorities, goals, tracking systems and timetables to achieve maximum 
productivity. Is able to change focus to another task at short notice; able to manage stress that may 
arise with conflicting priorities. 
 

Relationship Building: Able to develop, maintain, and strengthen relationships with others inside or 
outside of the organization who can provide information, assistance, and support; gains support for 
ideas and motivates others to advance the objectives of the organization and influence outcomes; 
understands the global impacts of behavior with peers, clients and stakeholders; able to present key 
points of an argument persuasively, negotiate and convince others. 
 

Respect for Confidentiality: Understands the confidential nature of the work and respects that 
confidentiality by sharing information only on a need to know basis. Protects the confidential 
information of the clients. 
 

Risk Management: Plans for and manages risk. Communicates the impact of identified risks and 
recommends corrective action. Develops solutions to mitigate risk and maximize value. Evaluates 
controls to help mitigate negative outcomes through prevention or detection and correction. Quantifies 
and assigns probabilities to risks and opportunities (level and likelihood). 
Ensures ongoing compliance with regulatory requirements. Focuses on clients and stakeholders in the 
planning stages. Effectively manages the necessary structure and internal and external resources 
required to achieve the plan. Conducts periodic review of activities to ensure work in compliance with 
risk objectives. 
 

Teamwork and Cooperation: Works cooperatively, with a positive attitude with others to achieve 
common goals. Willingly co-operates; is friendly and cooperative. Keeps other team members up to 
date.  Addresses conflicts or issues within the team in a positive and open manner.   
 

Values Diversity:  Demonstrates an understanding of the impact of personal behavior in creating an 
inclusive and respectful workplace. Responds respectfully and effectively to all people, regardless of the 
similarities and differences. Behaves in a manner that recognizes, and values the collective mixture of 
differences and similarities of people. Supports diversity of thoughts and ideas in dealing with others. 
Readily seeks opportunities to learn in order to enhance interactions within a diverse workplace. 
 

Hours of Work 
 

Although your working hours will generally amount to approximately 40 hours per week, your position 
will be highly versatile and will require that you respond to a variety of administrative and operational 
needs for which further hours may be required. 
 
Salary Range: $51,000 - $55,000        Benefits & Vacation: Available 


