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JOB DESCRIPTON 
 

CATHERINE BOOTH HOUSE EMERGENCY 
DOMESTIC VIOLENCE SHELTER 

 
TITLE:      Program Manager 
 
STATUS:     Exempt 
 
IMMEDIATE SUPERVISOR:   Director of Domestic Violence Programs 
 
DEGREE OF SUPERVISION:  Monthly meetings with supervisor, 
      Participation in staff meetings, 
      Annual evaluation 
 
POSITIONS SUPERVISED:   All Catherine Booth House Staff 
 
EQUIPMENT USED: Multi-line telephone, photocopier, computer, 

fax, vehicle, security system, TDD/TTY 
 

SALARY RANGE:   $45,000 to $50,000 DOE 
 

A:  DESCRIPTION 
 
Responsible to the Director of Domestic Violence Programs for providing management 
and overall safety, continuity and effective operation of The Catherine Booth House 
(CBH), a 24/7, twelve-unit, 30 day, Domestic Violence emergency shelter based in Seattle, 
WA. 
 
B: MINIMUM REQUIREMENTS/SKILLS: 
 

1. Master’s degree in social work or related field or equivalent experience. 
 
2. Preferred: two years' direct experience with DV survivors in an agency that provides 

shelter, advocacy, and counseling for domestic violence clients. 
 

3. Fifty hours of training on domestic violence and social services to vulnerable 
populations within the past three years. 

 
4. Management experience including experience in supervising and mentoring others. 

 
5. Ability to show leadership and exercise mature and sound judgment in problem-solving 

and the decision-making process.  
 

6. Demonstrated ability to work well independently and as part of a team environment, 
with proven ability to provide leadership and support in the development of team 
decisions and program policies. 

 
7. Experience, ability, and willingness to communicate and work well with staff and 

clients s from a variety of racial, cultural, and economic backgrounds and with 



             Seattle Social Services, Domestic Violence Programs 

 

Job Description: Program Manager, The Catherine Booth House  

 
 

various religious beliefs, lifestyles, sexual orientations, identities, age variance, and 
differing abilities. 
 

8. Experience in networking and advocating with other agencies on behalf of abused 
and/or homeless adults and children. 

 
9. Strong crisis intervention skills with ability to prioritize and handle multiple tasks 

under stressful conditions. 
 

10. Ability to identify economic, social, cultural, physical and environmental factors which 
support or limit family or individual functioning. 

 
11. Adherence to the NASW social work code of ethics including the scrupulous 

avoidance of self-dealing and conflict of interest situations. 
 

12. Ability and willingness to respect and maintain the confidentiality of agency and client 
information, in compliance with applicable law and Salvation Army policies and 
procedures. 

 
13. Ability to successfully complete Salvation Army child safety training and to be 

approved through the background/reference check procedure, in accordance with 
Risk Management and Human Resources protocols.  Successful completion of 
periodic retraining and re-approvals is required for continued employment. 

 
14. Ability and willingness to understand and comply with mandatory reporting 

requirements and laws pertaining to vulnerable adults and children. 
 

15. Willingness to complete 30 hours of domestic violence education per WAC 388-61A-
0350 annually, including a minimum of 5 hours of training each year on providing 
services and advocacy to individuals from marginalized populations. 

 
16. Demonstrated oral and written communication skills in English with ability to type (at 

least 30 words per minute), handwrite, speak, and read at college level. 
 

17. Basic mathematical skills (addition, subtraction, division, multiplication & 
percentages). 

 
18. Strong information technology, database, organizational and record-keeping skills. 

 
19. Non-use of any substance, including alcohol or any drug, which might affect the 

health, safety, or well-being of a client, the public, other workers, and self while on 
the job or on Army premises 

 
20. Willingness to abide by Salvation Army’s drug and alcohol policy. 

 
21. Willingness to complete TB test, CPR, First Aid, and HIV/AIDS certification within 90 

days following employment. 
 
 

22. Must possess a valid WA State driver’s license. 
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23. Must be willing and able to pass The Salvation Army in house driving test and to 
pass a Motor Vehicle Driving Record (MVR) check in adherence with The Salvation 
Army’s MVR Check policy. 

 
 
C: SPECIFIC DUTIES: 
 

1. Supervise and evaluate the CBH Emergency DV shelter program, assuring a high 
level of safety, professionalism and service delivery. 
 

2. Provide direct supervision of the Assistant Program Manager, DV advocates, 
Children’s Program Coordinator, Facility Manager, Shelter Housekeeper and other 
staff, interns or volunteers. 

 
3. Coordinate daily activities of the program with staff, including scheduling of support 

staff and volunteers to assure successful functioning of the overall program on a 
24/7 basis and the provision of individualized case management services for 
survivors on an advocacy-based counseling model. 
 

4. Oversee CBH property, grounds and security systems and any building or 
maintenance project activity, ensuring that the property and grounds are kept in a 
safe, sanitary, and presentable condition. 

 
5. Provide crisis intervention and institute security procedures should a critical or 

threatening situation arise and provide timely and appropriate notification to police, fire, 
emergency medical, and internal and external supervisory authorities. 

 
6. Identify and report on health and safety risks, accidents, incidents, injuries and 

property damage. Comply with workplace policies and procedures for risk 
management and workplace health and safety, including the correct utilization of 

appropriate personal protective equipment. 
 

7. Oversee the screening, hiring, supervision, orientation, training, evaluation and 
termination of staff, volunteers and interns, ensuring that both Salvation Army 
personnel policies and applicable laws are met.  

 
8. Oversee personnel record-keeping responsibilities such as payroll and other records 

as needed to ensure compliance with Army policies and local, state and federal 
requirements. 

 
9. Participate in the planning, development, and implementation of program policies 

and procedures, keeping the Policies and Procedures Manual up to date. 
 

10. Maintain accurate program records, files, outcome reports, databases and statistics 
to satisfy strict deadlines.  

 
11. Collect and report upon contract outcomes, service, demographic and other 

statistics; assure fiscal accountability; and monitor all government contracts to 
ensure compliance with contract provisions. 
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12. Assist with budget preparation and monitor program financial status with the help of 
accounts personnel and in conjunction with the Director of Domestic Violence 
Programs. 
 

13. Participate actively in fund generation activities including cooperation with Salvation 
Army grant writers and DHQ development personnel. 
 

14. Take advantage of opportunities to speak to and educate civic and other groups 
representing CBH and The Salvation Army. 
 

15. Act as community resource liaison, which includes networking with other social 
services agencies and funders, assuring maintenance of current reference lists, and 
keeping staff informed of current shelter laws, best practice and community 
resources. 

 
16. Develop annual training plans for CBH staff and provide intra-agency and 

interagency trainings at the request of the Director of Domestic Violence Programs. 
 

17. Oversee the coordination and development of the CBH donations, gifts-in-kind, and 
Christmas and other seasonal/holiday events programs 
 

18. Assure that CBH is represented in relevant community coalitions and activities by 
both personal participation and delegation to other staff 
 

19. Ensure that CBH operates in concert with the philosophies of The Salvation Army 
and in such a manner as to bring credit to The Salvation Army 
 

20.  Participate in the unified activities of the Salvation Army Seattle Social Service 
programs including joint in-service trainings and seasonal events and participating 
as a representative on committees for special projects/events, as needed. 

 
21. In conjunction with the Assistant Program Manager and with back-up from the 

Director of Domestic Violence Programs as needed, be responsive to emergency 
calls from shelter staff on a 24/7 basis. 

 
22. Perform other duties, which may from time to time be required at the request of the 

Director of Domestic Violence Programs.  
 

D: PHYSICAL REQUIREMENTS AND ENVIRONMENTAL CONDITIONS 
 

 Ability to sit, walk, stand, bend, squat, climb, kneel, and twist on an intermittent or 

continuous basis 

 Ability to grasp, push, pull objects such as files, file cabinet drawers, and reach 

overhead. 

 Ability to operate telephone and a TTY. 

 Ability to operate a desktop or laptop computer. 

 Ability to lift 40 lbs (usually file boxes). 

 Ability to access and produce information from a computer. 

 Ability to understand written information. 
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 Ability to operate an automobile. 

 Ability to safely follow instructions pertaining to the use and storage of all workplace 
chemicals. 

 Ability to properly operate all safety and security systems, which may include 
intrusion alarm, fire alarm, automated gates, door locks and key card systems. 

 Ability to conduct visual inspections of the workplace on a continuous basis, through 
direct observation, walking inspections and the use of video monitors. 

 Ability to rapidly travel over uneven surfaces, up and down steps, stairs and ramps 
as necessary to perform duties of the position. 

 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  While 
performing the duties of this job, the employee is occasionally exposed to unsanitary, 
wet and dirty conditions, strong odors, fumes or airborne particles, and toxic or caustic 
chemicals. The noise level in the work environment is usually moderately loud – to 
occasionally very loud. 
 
Qualified individuals must be able to perform the essential duties of the position with or 
without accommodation.  A qualified person with a disability may request a modification 
or adjustment to the job or work environment in order to meet the physical requirements 
of the position.  The Salvation Army will attempt to satisfy requests as long as the 
accommodation needed is a reasonable and no undue hardship would result. 
 
E: RELIGIOUS NATURE OF THE SALVATION ARMY The Salvation Army, an 
international movement, is an evangelical part of the universal Christian church. Its 
message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission 
is to preach the gospel of Jesus Christ and to meet human needs in His name without 
discrimination. Policy decisions are set by local administration through its Territorial and 
Divisional directives and its Advisory Board. 

 

F: ACKNOWLEDGEMENT 

This job description has been designed to indicate the general nature and level of 
work performed by employees within this classification. It is not designed to contain 
or be interpreted as a comprehensive inventory of all duties, responsibilities and 
qualifications required of employees assigned to the role.  

 

I understand and respect the purpose of The Salvation Army and agree to work 
within the guidelines it sets. 
 
      _________________________ 
Signature, Employee    Date 
 
            
Signature, Witness     Date 
 

Domestic violence survivors and/or persons from minority populations are 
encouraged to apply. 
 

Send resume and cover letter to ciara.murphy@usw.salvationarmy.org 


