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525 Hummel Avenue
Lemoyne, PA 17043
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fphcrdirector@gmail.com
www.familypromisehcr.org
A community response for homeless families.

Family Promise of Harrisburg Capital Region
Executive Director
Our Organization:

Family Promise of Harrisburg Capital Region (FPHCR) is a nonprofit agency that serves families who recently lost their homes. We are one of over 200 Family Promise affiliates in 41 states.  Each Family Promise operates a program called an Interfaith Hospitality Network (IHN).

Job Objective:  
To provide management for all FPHCR programs. The Executive Director (ED) will oversee and supervise staff and participate in comprehensive case management to families experiencing homelessness. The ED trains and recruits volunteers and congregations, serves as a liaison to the community, oversees Day Center operations, and participates in fund raising and public relations. The position is flexible to meet the needs of families and adapt with program growth. 
Accountability: 

Accountable to the Board of Trustees. 
Responsibilities:  
1. Administer FPHCR programs:

· Manage all administrative tasks relating to FPHCR and the Day Center. 
· Partner with the Board of Trustees to establish and carry-out policies and procedures.
· Serve on Board committees (Finance, Fund Development, Human Resources, Public Relations, and Network Relations). 
· Recruit and maintain volunteer congregations.
· Train volunteers and create training opportunities for volunteers as needed. 
· Organize & run bi-monthly volunteer leader meetings. 
· Connect directly to volunteer leaders in providing support, information, and training. 
· Communicate with volunteers on a weekly basis to update family information.
· Hire and supervise staff, including goal-setting and accountability. 
2. Case Management:

· Work alongside case manager for the following tasks: telephone screening and referrals, intake interviews, criminal history checks, assessment and selection of guest families, and maintaining updated database system through FP Force (salesforce).
· Oversee and participate in case management tasks, such as: developing, reviewing, and adjusting of family permanency plans, daily implementation of family goals, holding families accountable to goals, advocating for families, maintaining records using FP Force system, conducting discharge process, assessing and making decisions as to 30-day extensions for families and appropriate discharges.
· Coordinate opportunities for life skills, parenting, and budgeting growth.
· Provide services, advocacy, and resources to families according to their needs. 
· Model positive relationships and communication skills. 
· Be on-call in case of emergencies. 
3. Day Center Operations:

· Provide consistent staff coverage at the Day Center.  
· Responsible for dealing with crisis situations in a safe, effective manner. 
4. External:
· Act as a resource for other agencies seeking referral information on guests.

· Participate as a member of service provider coalitions.

· Maintain current resource file for agency.

· Interact with other service providers as a team player when such interaction is for the benefit of clients.

· Build partnerships with other organizations, congregations, and businesses to better serve the needs of our families. 

· Actively work with Public Relations committee to market the program through media, newsletters, social media, videos, blog posts, FPHCR website, etc. 
· Represent FPHCR in the community through speaking engagements. 

· Network with local business leaders to build support and awareness of FPHCR.

· Empower volunteers into leadership roles.

· Recruit Board Members.

· Record information on business partners and addresses in FP Force. 
5. Fund Development:

· Work closely with Fund Development committee to coordinate and execute fund raising strategic plan.

· Cultivate, maintain, and build relationships with individual, congregation, foundation, and business donors.
· Research and submit grant applications.

· Assist in planning, attending, and advertising fund raising events.

· Write and coordinate annual appeal letter. 

· Develop fund development committee members into leadership roles.
6. Program Development:

· Work with business, non-profit, and congregational partners to creatively meet the needs of our families and the local community.

· Work with the Board to create strategic planning goals and implement them.

· Assist in fund development efforts in order to sustain and build programming. 

Environment:

· This is a highly responsible professional position providing assessment, management, and advocacy services to homeless families with children.
· Office environment, with irregular travel within the region. 

· Duties are performed with a high degree of independence under the supervision of the Board of Trustees. 

Minimum Qualifications:

Experience and training within social work or a human service field; valid State of PAdriver’s license and clean driving record. Fluent in technical skills related to Microsoft Office, Word, Excel, Outlook, presentation software, case management database systems (salesforce preferred), and internet research. Proven professionalism, flexible communication styles and demonstrated ability to work with individuals from diverse backgrounds required.  Must possess good problem solving skills, have analytical ability and a positive attitude. Highly self-motivated.  
Education and Experience:
Bachelor’s or Master’s degree in social work or related human services field with 3 or more years of experience – or – associates degree in human services with 7 or more years’ experience in the field. Experience in management and working with homeless families preferred. 
Skills Needed:
· Counseling:  ability and experience in counseling clients in a social service setting.

· Communication: ability to make presentations to large groups and communicate both written and oral effectively.

· Planning and organizational:  ability, to handle multiple tasks simultaneously.

· Interpersonal: ability to work effectively with a wide range of people.

· Leadership:  ability to make decisions, solve problems, and delegate tasks.

· Technology: ability to communicate through e-mail, use computer programs (Word, Powerpoint, Excel, case management database system), and office machines. 

Working Hours:  40 hours per week, salaried position with on-call responsibilities 
SALARY:  $40,000-$50,000 range based on experience    
To apply and be considered, send all of the following documents to fphcrdirector@gmail.com:

· A cover letter expressing your interest in our organization and how your experience matches our needs/requirements.  Please include your availability for further discussion and your preference for contact (email or phone).
· A resume including appropriate work experience, dates of employment, specific applicable training and education.
· Three (3) references, stating the relationship, years known, and contact information (including email and phone). 
