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Job Description: Live-in Housing Support Manager
Accountability:
The Live-in Housing Support Manager is accountable to the Board of Directors
Tasks and Responsibilities:
The duties of the Live-in Housing Support Manager include, but are not limited to, the following:

Resident Support:

- 
Maintains close contact with residents in order to support them on an individual and group basis; and refers them to appropriate external services and programmes as required through the Mennonite New Life Centre of Toronto (MNLCT) Case Manager
-
Assists residents with homemaking and life skills issues
-
Works on ensuring that the common areas of both units are aesthetically pleasing and inviting, and that the common areas of the shared houses are home-like
-
Provides community building opportunities for residents including gardening, garbage and snow removal
-
Keeps regular stock of supplies to ensure basic needs (food, toiletries etc.) of residents are being met, and communicates with board and volunteer co-ordinator when supplies are needed

-
Communicates regularly with MNLCT Case Manager on all issues pertaining to resident well-being, housing and social issues
-
Facilitates group meetings, and uses conflict resolution and crisis intervention skills to solve difficulties between parties
-
Collects rent from residents who are able to contribute towards their shelter 
-
Required to be on-site according to schedule mutually agreed upon with the Board

- 
Required to be on-call through a designated line for resident emergencies during MNLCT off-hours or to ensure another approved party is on-call

- 
Responsible to ensure there are temporary on-call and live-in support workers to cover vacation or sick leave by maintaining a roster temp relief supports. 
- 
Hire and train on-call and temp relief workers.
-
Keeps informed of Aurora House and external policies, procedures and directives. Where appropriate, works with residents to assist in creation of own house rules. 

- 
Assists with coordination of all move-ins and outs, ensuring keys are distributed and returned, and security codes are issued and changed 

- 
Is present at all times for any required visits inside residence for repair or service or ensures other appropriate chaperones are scheduled. 

-
Ensures live-in quarters and residents’ units are clean and in good repair and well maintained

Resident Selection and Vacancy Filling:
-
Works with intake panel regarding filling vacancies to determine the best fit with existing residents
Financial - Expenditures:
-
Supports book keeper regarding accounts payable and troubleshoots when necessary

-
Obtains signatures and distributes cheques accordingly

-
Assists Aurora House Treasurer with maintaining household maintenance and inventory records
Financial - Revenue:
-
Receives and records incoming funds
-
Keeps up to date on all Aurora House and MNLCT external policies, procedures and directives related to incoming funds
-
Strives to collect arrears, and lists bad debts of ex-residents with credit bureau
Maintenance – Administration:

-
Receives, records and processes work orders to be done internally or externally by trades


Keeps up to date on warranties expiration, and on required or advised service schedules
-
Maintains record systems regarding units, keys and locks, security codes, repairs and damages

-
Liaises with external cleaner and ensures regular, thorough cleaning of all residents’ units

-
Ensures that pest control checks are done, and that pest control treatments are completed when required

-
Maintains phone, internet, cable and security system

Communications & Liaison:

-
Liaises effectively with the Board, the Case Manager, the conflict mediation team, the  volunteer coordinator, and volunteers

Public Relations:

In conjunction with other MNLCT and Aurora House representatives:

-
Responds to neighbourhood questions about Aurora House and troubleshoots neighbours’ and community issues
-
Represents Aurora House at community or other related meetings when required

Other:

-
Works closely with the MNLCT staff team and assists 

General:
-
Attends Annual General Meetings, Board of Directors and other meetings as required

Communications with Aurora House Residents:

The Live-in Housing Support Manager is required to maintain a good rapport with Aurora House’s residents, and to be respectful, supportive and caring in all their communications with them. 

