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YWCA St. Joseph 
Victim Services Department 

 
Job Title:  Resident Advocate 
FLSA Status: Non-Exempt  
Reports to:  Shelter Operations Coordinator 
 
Job Purpose           
 
Meet the needs of service recipients by providing support, information and assistance. 
 
Primary Duties and Responsibilities        

 Assist Domestic Violence Advocates working the shelter shift in providing for the safety 
and security of residents and shelter. 

 Enforce shelter rules and guidelines. 

 Monitor resident activities throughout the shelter and provide assistance as needed in 
regards to retrieving items from storage room, unlocking resident rooms, etc. 

 Assist Domestic Violence Advocate in facilitating crisis intervention and conflict resolution 
as needed. 

 Check completion of resident chores. 

 Clean out vacated resident rooms, take out trash, organize storage areas and similar 
tasks as assigned. 

 Prepare and serve resident dinner meal on weekends and other times that the cook is not 
available.  

 Wash dishes from resident dinner meal (primarily using commercial dishwasher) and 
store appropriately.   

 Check for compliance with Child and Adult Care Food Program during evening meal and 
record the children who ate on proper forms. 

 Perform other duties as assigned. 
 
Qualifications           

 High School Diploma or GED. 

 Previous experience in human services field preferred. 

 Good communication skills. 

 Ability to maintain confidentiality. 

 Ability to relate to diverse groups of people. 
 
Working Conditions          

 Part-time position 

 Employee works in an office environment and is protected from weather conditions and 
contaminants. 

 Work schedule includes working evenings and/or weekends.  
 
Physical Requirements          

 Standing or sitting for long periods, bending, stooping and occasional lifting.  

 Repetitive hand motion (such as typing) 

 Ability, on a consistent basis, to perform activities requiring cooperation, instruction, 
persuasion or speaking with others 

 Ability to communicate effectively in person with consumers 
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Personal Characteristics          
The successful individual will demonstrate the following: 

 Behave Ethically: Understand ethical behavior and professional boundaries and ensure 
own behavior is consistent with professional ethical standards. 

 Build Relationships: Establish and maintain positive working relationships with others 
both internally and externally to achieve the organizations goals of empowering women 
and eliminating racism. 

 Communicate Effectively: Speak, listen and write in a clear, thorough and timely 
manner using appropriate and effective communication tools and techniques. 

 Focus on Client Needs: Anticipate, understand and respond to the needs of consumers. 

 Make Decisions: Assess situations to determine the importance, urgency and risks and 
make clear decisions which are timely and in the best interests of the consumer and the 
organization. 

 Organization: Set priorities, develop a work schedule, monitor progress towards goals 
and track details/data/information/activities.  

 Technological Aptitude: Understand software applications and maintain skills 
necessary to effectively perform key responsibilities through use of company utilized 
programs.  

 
 
Competitive Salary and fringe benefits. YWCA St. Joseph is an equal opportunity employer. 

Women, minorities, people with disabilities and veterans are strongly encouraged to apply. 

*EEO* *AAP* 
 
 


