
The Residential Services Program Facilitator has the primary responsibility to support Emergency Shelter 

and Transitional Housing program operations. Program operations include but are not limited to 

answering and directing calls, managing access to participant records, managing internal tracking 

systems, conducting record audits, and completing monthly billing reports. Additional responsibilities 

include but are not limited to: 

1. Maintain confidentiality at all times. Transmit applicant/participant information in an appropriate 

manner with respect for individual privacy and dignity.   

2. Use appropriate discretion and authority to enforce client rights and risk prevention management 

functions and Policy and Procedure including but not limited to confidentiality, grievance, mandated 

reporter, participant rights, incident reporting, and maintenance and access to participant records. 

3. Operationalize the Eligibility, Intake, and Admission Policy and Procedure in the execution of 

assigned role and responsibilities. Screen and direct calls and applications/inquiries for service 

within 24 business hours of receipt. Accept applications Monday through Friday during business 

hours, directly from applicants and by internal and external partner agency referral. 

4. Assist with preparing for meetings and trainings. Prepare or modify a variety of written materials 

(e.g. correspondence, memos, meeting minutes, policy and procedure, and reports, etc.) for the 

purpose of documenting activities and or conveying information. 

5. Utilize internal mechanisms to track timely completion of assessment activities (i.e. Transforming 

Lives Scale, supplemental forms, ACE Questionnaire), program extensions, service plans, and 

discharge plans.  Update tracking mechanisms immediately after a status change occurs. A status 

change includes but is not limited to entry, admission, and exit dates, MDT admission meeting dates, 

income and income source at entry and exit.  
 

Qualified candidates will have at least a high school diploma or GED required; an Associate’s or 

Bachelor’s degree is preferred. Proven experience as an administrative assistant or similar position with 

time management skills to complete a high volume of varied responsibilities in a fast-paced work 

environment. Additionally, the Residential Services Program Facilitator will:  
1. Demonstrate excellent verbal and written communication skills, including the ability to effectively 

articulate CTL’s mission, vision, and message. 

2. Work independently with minimum supervision and maximum accountability. Possess excellent 

interpersonal skills and the ability to work well with all levels of management, staff, and families. 

3. Prioritize and execute multiple projects under demanding deadlines with attention to detail.  

4. Demonstrate advanced computer skills (Windows operating system and Office products, including 

Word, Excel and Outlook). Ability to learn and use any other software programs needed in the 

operations of CTL programs. 

5. Maintain a valid driver’s license and willingness to travel in the community and ability to lift 25lbs, 

sit on floor and rise from floor, bend, stoop, reach, squat, etc. 
 

Competitive compensation and benefits are commensurate with experience and education.  Please send 

resume with salary requirements to LMartin@transforminglives.org  
 

For more information, please visit www.transforminglives.org  
 

The Center for Transforming Lives moves women, children and their families from poverty to 

independence through housing, high-quality affordable child care and financial empowerment services. 

 

Center for Transforming Lives is an Equal Opportunity Employer (EOE) 
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