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Job Descr ipt ion  

Job t it le: RRH Program Coordinator Reports to: Rapid Rehousing Program Manager 

Program: Rapid Rehousing  Work Locat ion: Family Eldercare, Rutherford Office 

Posit ion  Status – FLSA Exempt  
Job Grade Classification : 115 Salary Compensat ion: $58,572.80  - $65,000.00  

Summary: 

The Rapid Rehousing Program Coordinator  provides direct  supervision to rapid rehousing program 
staff and monitors the effect iveness of service delivery, ensures the daily operat ions of the program, 
and informs program design  and decision- making by incorporat ing staff and client  feedback. The 
posit ion  will balance the necessary support  and leadership to maintain  quality while  t r iaging cr isis, 
adher ing to writ ten  standards of service delivery, developing competencies and skills of core service 
staff, and establishing collaborat ive team st ructures. 

Essen t ial Responsibilit ies: 

1. Supervisory Responsibilit ies 
• Provides supervision , staff performance evaluat ions and performance improvement  plans.  
• Organizes, develops, mot ivates, coaches, and supports the t eam by providing organizat ional 

st ructure  and individual and team supervision .  
• Accompany staff in  the fie ld to monitor  clien t  visit s, respond to crisis situat ions, facilitate  move-

ins, and to evaluate  service delivery. 
• 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  report s, 

progress notes 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.  

2. Program Operat ions 
• 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 rapid rehousing program.  
• Develop onboarding mater ials and t rain ings and provide new employee t raining and or ien tat ion . 

Coordinate  t raining 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.  



 
 

Educat ion  an d Exper ien ce: 
 

• 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. 
• Preference for  candidates with Bachelor’s or  Master’s Degree in  Social Work or  re lated fie ld of 

study. 
• Preferred Homeless Management  Informat ion  System database experience. 
• Must  have reliable  t ransportat ion , valid Texas Driver’s License, act ive automot ive insurance, and 

a sat isfactory motor  dr iving record. 
• Must  be able  to meet  minimum standards for  a cr iminal background check. 

 
 

Com petencies: 

Any combinat ion  of the suggested educat ion  and exper ience will be considered for  this posit ion . In  
addit ion , the following will be considered: 

• Commitment  to Housing First  and Trauma Informed Care pr inciples and ending and prevent ing 
homelessness and housing instability. 

• Bilingual and/ or  American  Sign  Language is a preferred skill. 
• Demonst rated ability to work under  pressure and meet  deadlines while  maintain ing a posit ive 

at t itude and providing exemplary customer  service and employee exper ience 
• Ability to exercise  sound judgement , diplomacy, and maintain  good working relat ionship across 

the organizat ion  and with community collaborators. 
• Proficiency in  Microsoft  Office Suite  including SharePoint  
• Knowledge of community- based services and resources - AND/ OR public benefit s programs 
• Excellen t  in terpersonal communicat ion  skills 

Wor kin g Con dit ion s/ Physical Requir em en t s: 
This posit ion  operates in  an  office  environment  with remote work flexibilit ies. 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 te smoking 
environments. 

• Ability to interact  with clients, volunteers, staff, family and outside community partners  
• Ability t o safely and successfully perform the  essent ial job funct ions consistent  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 tendance consisten t  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 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 further 
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 r ight  to modify 
any Company policies, procedures, and processes based on  organizat ional needs. 

 
Pr int  Employee Name: 

 
Employee signature: Date: 

 


