
 
 

 

Evening Services Manager 
 
Mary’s Place provides safe and inclusive shelter and services for women, children and 
families on their journey out of homelessness. We operate a women’s day center and 
several 24x7 family centers/shelters in King County. We serve hundreds of families–
moms, dads, and children–providing a safe place for them to be inside and together at 
night, along with food, showers, clothing, and access to housing and employment 
resources. We believe that no one’s child should sleep outside. 
 
Valuing diversity and championing equity are core values at Mary’s Place. Mary’s Place is 
an equal opportunity employer with a culturally diverse work environment and a 
commitment to social justice. 
 
Position Description 
 
We are seeking a responsible and energetic individual with a passion for serving families 
at our nighttime shelter locations. The Evening Manager will work with homeless parents 
and children who are in need of a safe setting to find refuge at night. General 
responsibilities include supervising evening staff, coordinating and facilitating evening 
activities, providing basic care and crisis management, and maintaining a set program 
schedule. 
 
Key Responsibilities 
 

• Managing supervisor for a team of up to ten evening support staff 
• Ensure all responsibilities are carried out and enforce Mary’s Place rules and 

policies 
• Facilitate an established nightly schedule including evening activities, dinner, 

accepting donations, space transition, and clean up 
• Provide crisis management and set appropriate limits as needed 
• Maintain a calm demeanor and model positive behavior 
• Establish volunteer activities and develop positive relationships with volunteers by 

facilitating involvement and interaction 
• Communicate regularly with other staff members and leadership to ensure 

consistency and quality of service 
• Maintain client records and documentation 
• Provide resources and referrals to families as needed 
• Work with Coordinated Entry for All, emergency response personnel, and families 

calling needing services to facilitate intakes 
• Maintain HMIS database and oversee accurate data entry including regular 

communication with King County technical support team 



• Participate in regular supervisory meetings and lead staff meetings as well as 
weekly community meetings 

• Embrace the Mary’s Place mission of empowering homeless women and adhere to 
staff guidelines as outlined in the Employee Handbook 

• Perform other duties as assigned by supervisor 
 
Skills/Qualifications  
 

• College degree in social services or related field or equivalent experience; 
experience working in a shelter setting or with homeless population strongly desired 

• Ability to lead a team; previous supervisory experience preferred 
• Demonstrated problem solving, conflict mediation, and crisis management skills 
• Ability to set appropriate boundaries and maintain calm demeanor in a chaotic 

setting 
• Highly motivated, resourceful, flexible, and possesses a positive attitude and sense 

of humor 
• Ability to perform physical and repetitive motions 
• Ability to sit, walk, stand, bend, squat, climb, kneel and twist on an intermittent or 

continuous basis 
• Ability to access and produce information from a computer 
• Strong reading, writing, speaking and listening skills 
• Strong communication and documentation skills 
• Exhibits compassion and empathy; works well with men, women and children from 

all ethnic, social, economic and sexual orientation and backgrounds 
• Ability to travel between Mary’s Place sites during working hours as needed 
• Attention to detail, interacting with others in-person and through email, using critical 

thinking skills to strategize, develop and implement business plans, create and edit 
documents, listen and participate verbally at meetings. 

 
Physical Requirements 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. 

• While performing the duties of this job, the employee is regularly required to talk 
and hear. 

• The employee is frequently required to stand, walk, use hands to finger, handle, or 
feel, type, and reach with hands and arms; and requires the ability to occasionally 
push, pull, lift and/or carry supplies up to 25 pounds. 

• Work takes place in a social services environment where long periods of sitting, 
working on a computer, walking to various work areas, going up and down stairs, 
and standing are required. 

• Travel to program sites and meetings outside the office and around the county are 
necessary. 

In compliance with the ADA Amendment Act, should you have a disability that requires 
assistance and/or reasonable accommodation with the job application process, please 
contact the Human Resources department. 



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. Mary’s Place will attempt to satisfy requests as long as the accommodation 
needed is reasonable and no undue hardship to Mary’s Place would result. 
 
Mary's Place is an Equal Opportunity Employer 

 
 

Employee signature below constitutes employee's understanding of the 
requirements, essential functions, and duties of the position; as well as 
confirmation of the ability to perform the essential functions as outlined.  
 
______________________  
Printed Name                                                                            
 
              
Employee Signature       Date 

 
 

 


