
Shelter Aide-Reception Position Description 

  
Organization:    Interfaith Hospitality Network of Greater Cincinnati 
Position:  Shelter Aide-Reception (PT) 
 
Required Qualifications: 

 Experience working in social services setting. 

 Experience working with homeless populations preferred. 

 Experience working in Microsoft Office Suite. 

 Ability to use computer effectively, including email. 
 
The ideal candidate will embody:   

 Commitment to serving those in need. 

 Reliable and dependable attendance. 

 Excellent problem solving ability. 

 High degree of initiative and autonomy. 

 Excellent written and verbal communication skills. 

 A good sense of humor in a sometimes high-pressure environment. 

 Appreciation and sensitivity for a culturally diverse staff and client base. 

 Ability to lift up to 35 pounds. 

 Ability to perform routine manual work such as cleaning. 
 
Summary: 
The Shelter Aide serves families by providing consistent and reliable customer service to guests and visitors at the IHNGC day center. 
This position is new to the organization, but will encompass a dynamic set of tasks that primarily revolve around interfacing with 
guests in shelter and greeting visitors and directing them to the appropriate staff or area. It requires a high degree of autonomy, 
problem-solving skills, and initiative in times that seem slow and fast-thinking when times seem fast-paced and challenging.  

 
Responsibilities: 
Facility 

 Maintain safe and secure environment by managing door traffic (visitors, guests and clients that come and go throughout 
the day) 

 Greet and direct visitors and use good customer service skills 

 Ensure a safe and orderly work environment for clients, free of debris and clutter 

 Assist with light building maintenance and repairs 

 Assist with cleaning and sanitizing client areas, where turnover happens, including locker room, restrooms, kitchen areas 

 Maintain inventory of client supplies, research pricing for items and place orders when needed 

 Processing donations, including greeting donor and having them fill out paperwork, as well as organizing in appropriate 
storage area 

 Assistance with facility laundry, as needed 

 Assistance in organizing donations within client clothing closet 
Shelter Guests 

 Provide clients with requested information and materials from case managers 

 Assist with closing duties by making announcements, communicating with guests and relaying messages 

 Preparing welcome and exit baskets for clients, as needed 

 Work with clients to help them understand the rights and responsibilities associate with being in shelter 
Administrative  

 Receive mail and packages and distribute to staff and guests 

 Answer and direct phone calls and emails 

 Operate copy/fax/scanning machine 

 Exercise data entry skills in Microsoft Word and Excel 
Team 

 Other duties that arise 
 
Accountability: Accountable to the Director of Operations  
 
Benefits: (pro-rated premiums for part-time status apply): medical, dental, life, vision; retirement; casual/flexible work environment. 
 



Hours: 12pm-5pm, Monday-Friday, some flexibility required 
 
To apply: Send resume and cover letter to Director of Operations, MerryBeth McKee at merrybeth@ihncincinnati.org.  

mailto:merrybeth@ihncincinnati.org

