
 
 
 

VA-514 Fredericksburg Regional CoC 
FY21 VHSP Application 

 
Attachment 8: Job Descriptions 

 
 
 

 



EMPOWERHOUSE HOUSING ADVOCATE
The Housing Advocate is responsible for providing advocacy to survivors of domestic violence as they 
seek, enter, and remain in independent permanent housing.

PRIMARY RESPONSIBILITIES:

I. Advocacy for housing program - survivors of domestic violence.
A. Promote the safety and well-being of victims of domestic violence with risk assessments 

and safety plans and support their efforts to relocate to housing with all of the supports 
mutually identified in their written safety plan.

B. Assist clients with on-going goals prioritizing safety and stabilization in permanent housing 
and minimizing unnecessary and burdensome regulations not essential to safety.  Utilize 
client contracts for service when needed. Provide all services within a voluntary services 
model using a mobile advocacy and trauma informed approach.

C. Recruit from existing volunteer pool, provide special training, and supervise volunteer 
housing mentors.

D. Work in a team with the Empowerhouse Housing Case Manager, the RGI Employment
Specialist, volunteer mentors, and other Empowerhouse advocates.

E. Work in collaborative partnership with CoC organizations.
F. Assess all survivors of domestic violence requesting housing for housing barriers and help 

them pursue their individual housing plan. Work with other homelessness providers using 
central intake forms appropriate for victims of domestic violence.

G. Participate in assessing and qualifying applicants for domestic violence Empowerhouse 
and rapid re-housing rental subsidy units. Place at least two victims and their families in 
housing units per month. Connect all willing victims with the RGI Employment Specialist 
to assist them in retaining or obtaining employment.

H. Counsel clients by phone, in person, one on one, or in groups.
I. Transport, accompany, and meet participants at the office and in the community for

housing appointments, court, magistrate, or other agencies to obtain safety, housing, 
employment, medical, financial, physical, legal, or other needs related to the housing 
program goals helping them to achieve economic stability and housing stabilization.

J. Perform data entry (Grant, VAData, etc.) and reporting for all contacts and community 
outreach. Maintain confidential filing system for all applicants and participants. Prepare all 
reports as required by supervisor and Grants Manager.

K. Provide on-going follow up, telephone and face to face, with housing clients.
L. Responsible for collecting recommendations and drafting program participant 

expectations, application, and program compliance factors promoting safety and Office on 
Violence Against Women standards and in line with other funding sources.

II. Work cooperatively with the housing locator, PD 16 landlords, vendors, and charitable 
individuals and groups.
A. Develop and maintain a rapport with new supporters promoting the safety, housing, and

financial stability goals of the survivors and program.
B. Assist survivors in obtaining resources for their permanent housing units including but not 

limited to leases, furniture, security, payments, re-location, storage, transportation, etc.
C. Provide education, outreach, promotion of the program, and stewardship to supporters of 

housing program survivors.

OTHER RESPONSIBILITIES:

III. Supervise any assigned personnel (Volunteer mentors, interns, and/or volunteers).
IV. Work cooperatively with other advocates, ensuring proper program development and success.



V. Work cooperatively with the Executive Director in the areas of public relations, fund raising, 
and community education.

VI. Provide assistance in other areas of client assistance as needed.
VII. Attend in-service training, National OVW training, DHCD training, staff meetings, and other 

training as appropriate or needed.
VIII. Perform other duties as needed, such as answering phones, documentation, and other duties 

to maintain agency programs.

QUALIFICATIONS:

Bachelor’s degree in psychology, sociology, or related field or combination of academic study and 
relevant experience required.  Ability to relate easily to individuals from diverse backgrounds.  Must 
have own transportation with adequate insurance.  Must be willing to work flexible hours including 
some nights and weekends.  Must be willing to perform after hours back-up advocacy assistance
related to housing clients as needed.

SUPERVISION:

The Housing Advocate will be supervised by the Assistant Director.  Performance evaluations will be 
done on a yearly basis by the Assistant Director.

WORK SCHEDULE:

This position is classified as non-exempt full-time salaried 40 hours per week.  The regular work-day 
hours are from 9 a.m. to 5:00 p.m.  With supervisor’s direction and approval, a flexible schedule may 
be necessary to perform job duties including client appointments and assistance outreach.



SHELTER DIRECTOR

The Shelter Director is responsible for the coordinated advocacy for the residents of the domestic violence 
shelter, for the delivery of shelter services, and for management of the facility and the overall shelter program.

PRIMARY RESPONSIBILITIES:
I. Client advocacy.

A. Counsel clients by phone, one on one, or in groups using a trauma informed and voluntary 
services model.

B. Assist residents in achieving the goals they set.
C. Provide information and referrals, as needed or requested by residents.
D. Coordinate and provide emergency assistance and transport and/or accompany residents to 

shelter, magistrate, or other places to obtain housing, physical, or employment needs.
E. Help residents to address immediate and crisis needs including safety, medical, and food  

first and move as quickly as possible to focus on their housing plans 
F. Coordinate in house programs such as support and/or educational groups.
G. Create housing plans with the heads of household.

II. Shelter services management.
H. Maintain resident files with appropriate documentation and forms.  Update forms as 

needed.  Collect needed information and do data entry necessary for VAdata.
I. Supervise and schedule all shelter staff, maintaining ongoing contact and communication 

regarding the residents, ensuring that job duties are being performed, and performing 
annual evaluations.

J. Ensure the ongoing maintenance, supplies, and upkeep of the shelter building and reporting 
all maintenance and supply needs to administration.

OTHER RESPONSIBILITIES:
III. Supervise all shelter staff and any other assigned interns or volunteers.
IV. Maintain contact with CoC housing partners and other local agencies participating with community 

and regional meetings, when held.
V. Work cooperatively with the Executive Director in the areas of public relations, fund 

raising, and community education.
VI. Attend in-service training, staff meetings, and other training as appropriate or needed.
VII. Perform other administrative duties such as answering telephones, data entry, on-call shifts and 

other duties as needed to maintain shelter and agency programs.

QUALIFICATIONS:
Bachelor's degree in psychology, sociology, or related field.  Ability to relate easily to individuals from 
diverse background.  Must have own transportation with adequate insurance.  Must be willing to work 
flexible hours including some nights and weekends.  Must be willing to be on call for back-up shelter or 
hotline assistance.

SUPERVISION:
The Shelter Director will be supervised by the Assistant Director.  Performance evaluations will be done 
on a yearly basis by the Assistant Director.

WORK SCHEDULE:
This position is classified as exempt full-time salaried, and usually will require more than 40 hours 
of work per week.  The office work-day hours are generally from 6:30 AM to 2:30 PM.

























Housing Locator (Lead)  
Micah Ecumenical Ministries 
 
Position Summary: 
The Housing Locator is a shared community position responsible for working collaboratively with local shelter, 
rapid rehousing, permanent supportive housing, and prevention case management staff to identify housing 
opportunities for clients experiencing or at imminent risk of homelessness. The Housing Locator works across 
community agencies, specifically Empowerhouse, Loisann’s Hope House, Micah Ecumenical Ministries, and 
Thurman Brisben Center. This position is required to actively seek out and maintain relationships with local 
landlords and property managers. The Housing Locator provides training to staff and clients on housing 
opportunities and tenant/landlord roles and responsibilities. The Housing Locator is an integral member of the 
CoC’s Homeless Response System. 
 
Responsibilities: 

• Proactively seek out new housing opportunities and resources to assist clients with obtaining housing. 
• Maintain a Housing Directory to include information on available units (location, rent, bedrooms, baths, 

pet policies, etc.) and documentation of all contacts with landlords and property managers. Provide 
consistent updates on housing availability. 

• Maintain ongoing relationships with landlords and property managers, including acting as a liaison 
between landlord and clients as needed. 

• Maintain close working relationships with CoC case management staff and engage in frequent 
communication with partner agencies. 

• Meet with clients and case managers to establish housing needs and understand client barriers to 
housing. Show clients potential units in collaboration with case managers. 

• Conduct housing quality inspections and complete associated paperwork per grant guidelines. Advise 
and advocate for clients with regard to quality standards. 

• Confirm that all rental properties are rent reasonable and complete associated paperwork per grant 
guidelines. 

• Facilitate agency payment of application/holding fees for identified units. 
• Review and negotiate leases on behalf of clients in collaboration with case managers and clients. Ensure 

leases meet fair housing and legal requirements. Assist clients in understanding their leases. Attend lease 
signings. 

• In collaboration with case managers, mediate client/landlord conflicts as needed. 
• Develop and facilitate training and workshops for clients and case management staff including tenant 

rights and responsibilities, housing discrimination, finding and securing rental housing, communications 
with landlords, and fair housing. 

• Maintain understanding of grant guidelines and housing/homelessness best practices. 
• Enter required data into the local Homeless Management Information System. 

 
Team Participation 

• Participates in staff meetings and other group activities essential for the operation of an effective service. 
• Participates in team discussions regarding client progress and lack of progress, with possible solutions to 

ensure best support for the client’s success.  
• Promotes good community relations and utilizes community services and resources.  
• Attends scheduled training programs for professional development that includes, at a minimum, 

trainings required by Micah and by regulatory and accrediting bodies. 
• Assumes on-call responsibility as assigned. 
• Performs other duties as assigned. 

 



 
Minimum Qualifications 

• Bachelor’s degree or combination of academic study and relevant experience required. 
• Ability to work with diverse populations and persons experiencing a housing crisis. 
• Strong interpersonal and communication skills. 
• Exceptional problem solving skills. Ability to provide creative solutions. 
• Ability to make independent decisions when circumstances warrant such actions. 
• Flexibility and adaptability to changing needs. 
• Ability to work in a fast-paced environment. 
• Personal integrity and confidentiality. 
• Proficiency in Microsoft Office Suite. 

 
Preferred Qualifications 

• A minimum of 3 years of experience in property management, housing management, and/or real estate 
preferred. 

• Experience working with vulnerable populations (homeless, substance abuse, mental health, etc.) 
• Experience in conducting group training preferred. 

 
Supervision: 
The Housing Locator will be supervised by the Home Development Leader. Performance evaluations will be 
completed by the Home Development Leader on an annual basis and Continuum of Care Coordinator and the 
CoC’s Pursuit of Housing Partners on a biannual basis.  
 
Work Schedule: 
This position is classified as program staff, full-time exempt. A flexible schedule will be necessary to perform 
job duties including client appointments. Position will require night and weekend work. 
 
_____________________________________________        ______________________________________ 
Employee Signature      Supervisor 
 



Health	Care	Navigator		
Micah	Ecumenical	Ministries		
 
The Health Care Navigator is responsible to the Residential Recovery Navigator as the primary case manager 
for the Residential Recovery Program. He/she receives referrals, supports guests in implementation of their 
goals and managing day-to-day operational needs of the eight-bed licensed group home. The end goal for the 
health care navigator is expeditiously connecting new guests to services and supports that put them on a path to 
healing, housing stabilization and lasting impact.  
 
Responsibilities: 
 
Manage Residential Recovery Program Activities 

• Assist with program referrals, intakes, assessments and success planning. 
• Address immediate health and safety concerns of guests, including appropriate support for ADLs. 
• Facilitate daily goal setting and accountability meetings, through individual and group settings. 
• Engage guests, at the earliest point possible, in dialogue about housing opportunities.  
• Leverage support of Micah’s ministries and community resources when supplemental assistance is 
determined more appropriate for a guest’s needs. 
• Transport or arrange transportation for guests who need warm hand offs to community resources. 
• Manage operational duties of the ministry in the absence of the Residential Recovery Navigator 
• Coordinate with the Residential Recovery Navigator to facilitate appropriate discharge plans, with 
attention to health and housing sustainability. 
 

Community Engagement 
• Assisting guests in navigating community supports, including doctor’s appointments, housing referrals, 
job connections, mental health services and other benefits, including assisting with the SOAR process. 
• Build relationship with community-based partners, including referral sites.  
• Develop educational opportunities, such as budgeting, meal planning, etc., that further guest 
stabilization.    

 
Administration 

• Overseeing quality assurance of respite guest files, including case notes, intake paperwork and ongoing 
progress reports.  
• Manage data collection and reporting related to Residential Recovery Program services 
• Monitor appropriate administration of medication. 

 
Team Participation 

• Participates in staff meetings and other group activities essential for operations 
• Leads team discussions on client progress, including non-compliance and lack of progress, and helps to 

develop possible solutions to ensure best support for the client’s success.  
• Promotes good community relations and utilizes community services and resources.  
• Attends scheduled training programs for professional development that includes, at a minimum, 

trainings required by Micah and by regulatory and accrediting bodies. 
• Assumes on-call responsibility as assigned. 
• Performs other duties as assigned. 

 
Core	Competencies	
	 •	Decision	Quality		
	 •	Resourcefulness	
	 •	Situational	Adaptability	



•	Ensures	Accountability	
•	Interpersonal	Savvy	

	
Knowledge	and	Skills:	 		
Knowledge	of	the	principles,	practices	and	techniques	of	instruction	and	behavior	management	practices	
for	persons	with	mental	illness	and	in	emotional	crisis;	Knowledge	of	effective	supportive	counseling	
practices	and	techniques;	Ability	to	prepare	accurate	records;	ability	to	establish	rapport	with	the	guests,	
their	friends/family	and	visitors;	Ability	to	communicate	effectively,	orally	and	in	writing.	Ability	to	
establish	and	maintain	effective	working	relationships	with	other	staff.	Good	physical	condition,	
including	the	ability	to	physically	assist	participants	who	may	be	of	limited	mobility;	ability	to	function	
calmly	in	stressful	situations;	ability	to	observe,	assess	and	record	individual	behaviors	and	functioning;	
Ability	to	follow	directions,	work	independently	and	respond	to	crisis	situations	both	behavioral	and	
medical.	
 
Qualifications and Skills 
Minimum	Bachelor’s	Degree	in	a	human	service	with	at	least	one	year	working	with	a	special	needs	
population	(i.e.	homeless,	mentally	ill,	substance	use,	etc.)	or	commensurate	experience	or	training.	
Demonstrated	knowledge	of	skills	in	behavioral	health,	success	planning,	community	rehabilitation	and	
case	management.	Must	have	an	understanding	of	relationship-based	service	models	and	be	comfortable	
working	alongside	volunteers.	Must	be	a	self-initiator	and	be	able	to	problem	solve	various	life	issues.	
Medication	Management,	Ther-ops	and	CPR	certification	required	at	hiring.		
	
	
_____________________________________________	 						_____________________________________________	
Employee	Signature	 	 	 	 						Supervisor	
	



Hospitality Navigator  
Micah Ecumenical Ministries 
The Hospitality Navigator is responsible to the Executive Servant-Leader for supporting those living on the 
street in addressing basic needs and accessing the resources necessary to regain permanent housing. While the 
Hospitality Navigator is the primary case manager for those experiencing street homelessness, responsibilities 
may be accomplished directly or through volunteers. The end goal for this position is building relationships 
with those living in places not meant for human habitation, engaging them in meaningful activities, and 
connecting them with appropriate supports so that housing instability can be addressed as quickly as possible 
through self-resolution or community housing programs.  

Responsibilities include: 

Oversee Hospitality Ministries 
• Manage daily operations at the hospitality center, including donations, journey, community partners 
and survival assistance. 
• Promote community relations related to Micah’s hospitality ministries, including monitoring foot 
traffic around the day center and responding to community concerns.  
• Provide training and support for volunteers carrying out hospitality activities, including maintenance of 
relevant handbooks and resource tools.  
• Serve as the primary contact for other hospitality-related ministries, as assigned (i.e. furniture bank, 
community dinners, transportation, etc.) 

 
Build relationships 

• Collaborate with volunteers in order to build relationships with those frequenting the hospitality center. 
• Conduct outreach in places not meant for human habitation, as necessary for people who do not 
connect regularly with the hospitality center.   
• Collect information on any unmet needs and suggest or design new responses in collaboration with 
staff/community partners. 
• Serve as an active resource for shelter and housing-related needs of hospitality center guests, including 
triage through the community’s coordinated assessment system.  
• Know guests well enough to advise housing team on possible shared housing matches. 

 
Engage guests in meaningful activity 

• Support volunteers in engaging guests in service opportunities (give back/trial work), including 
issuance of incentives.  
• Advise housing and income teams on guest’s needs, based on their level of participation in available 
activities (i.e. give back, groups, on site community services).  
• Coach guests, as appropriate, in employment readiness needs, such as hygiene, dress, identification, 
transportation, attitude, scheduling, and other support for their barriers to substantial gainful activity.  

Connect guests to appropriate supports 
• Support volunteers in addressing immediate health and safety concerns of hospitality guests. 
• Support volunteers in orientating new guests to the services available through Micah and the 
community.  
• Facilitate warm hand offs to appropriate resources (i.e. Job help center, SOAR, moss clinic) to enhance 
housing stabilization opportunities.  
• Troubleshooting needs of hospitality guests when needs exceed volunteer capabilities. 
• Monitor hospitality center guest list, and ensure that program participant data is updated as appropriate.  

 
Street Case Management 



• Work with staff and volunteers to identify most vulnerable street homeless for targeted case 
management. 
• Establish and implement housing-focused goals with those identified as most vulnerable. 
• Meet with street case management guests as often as possible to assess needs and progress on goals.  
• Assist street case management guests with transportation to goal-related appointments, as necessary. 
• Track and document progress of street case management guests in HMIS. 
• Represents Micah at community by-name list meetings.  

 
Team Participation 

• Participates in staff meetings and other group activities essential for operations 
• Participates in team discussions on guess progress and lack of progress, and helps to develop possible 

solutions to ensure best support for the client’s success.  
• Promotes good community relations and utilizes community services and resources.  
• Attends scheduled training programs for professional development that includes, at a minimum, 

trainings required by Micah and by regulatory and accrediting bodies. 
• Assumes on-call responsibility as assigned. 
• Performs other duties as assigned. 

 
Core Competencies 

• Nimble Learning 
• Situational Adaptability 
• Interpersonal Savvy 
• Resourcefulness 
• Strategic Mindset  

 
Knowledge and Skills 

Understanding of community resources; experience in office management; basic computer skills; good written 
and verbal communication skills; ability to develop relationships with clients and assist them through clear 
processes; familiarity and comfort working with volunteers. Must be a self-initiator, have organization skills 
and be able to problem-solve. Interest in serving the homeless population is of paramount importance. Must be 
capable of supporting and utilizing volunteers for the tasks at hand.  

Qualifications 

Minimum Bachelor’s degree in a human service, with one year working with a special needs population (i.e. 
homeless, mentally ill, substance use, etc.) . Demonstrated knowledge of skills in behavioral health, community 
rehabilitation, case management and resource acquisition, including entitlement programs. Works 
independently with strong sense of focus, task-oriented, non-judgment. Willingness to transport guests, as 
needed. Ability to work in a variety of settings and to be culturally sensitive and appropriate.  

           

____________________________________  ____________________________________ 
Employee                         Date                               Supervisor                Date    



Housing Stabilization Navigator   
Micah Ecumenical Ministries 
 
The Housing Stabilization Navigator is responsible to the Re-housing Navigator for assisting chronically homeless Micah 
guests in moving from homelessness into permanent housing. The end goal for the Housing Stabilization Navigator is to 
ensure that Micah guests, once re-housed have all the tools and resources necessary to remain in permanent housing. The 
Housing Stabilization Navigator’s role in the stabilization process begins when the guest signs their lease and is driven by 
client need. Housing Stabilization Navigators are expected to work with a caseload of formerly homeless clients, some of 
which will need more intensive services than others.   
 
Responsibilities: 
 
Case Management  

• Meet with participants in their homes, at least monthly and more often as appropriate, to assess needs specifically 
related to housing, noting other issues that could impede housing stabilization. 

• Schedule and conduct meetings with participants to review their budget and work on longer-term stabilization 
goals which address employment/income, money management strategies, family/parenting, interpersonal 
relationships, self development, vocational/educational needs.   

• Refer participants to other community resources to gain support for goals and follow up to ensure referrals were 
completed. A referral may include providing or setting up transportation for a client to access the resource 
effectively. It may also mean accompanying them and/or setting up an advocate to attend a meeting with the 
participant. Resources may be external to the organization or internal (SOAR, PATH, Step Forward). 

• Track and document client progress. 
• Hold clients accountable for achieving goals and objectives as identified on their initial stabilization plan. 

 
Documentation & Processing of Financial Assistance (subsidies, other) 

• Report appropriate financial assistance needs, including rental and utility subsides, by required deadlines. 
• Document and maintain up to date information on services provided and funds expended in the HMIS 
• Place and maintain up to date grant mandated documentation in client hard copy file 

 
Team Participation 

• Participates in staff meetings and other group activities essential for the operation of an effective service. 
• Participates in team discussions regarding client progress and lack of progress, with possible solutions to ensure 

best support for the client’s success.  
• Promotes good community relations and utilizes community services and resources.  
• Attends scheduled training programs for professional development that includes, at a minimum, trainings required 

by Micah and by regulatory and accrediting bodies. 
• Assumes on-call responsibility as assigned. 
• Performs other duties as assigned. 

 
Qualifications and Skills 
Minimum Bachelor’s Degree in a human service with at least three to five years working with a special needs population 
(i.e. homeless, mentally ill, substance use, etc.) or commensurate experience or training. Demonstrated knowledge of 
homelessness, behavioral health, success planning, community rehabilitation and case management. Able to be flexible 
and appropriately handle stressful situations. Excellent communication skills, including the ability to network with 
landlords and develop relationships with community service providers.  Must have an understanding of relationship-based 
service models and be comfortable working alongside volunteers. Must be a self-initiator and be able to problem solve 
various life issues.  
 
_____________________________________________       ______________________________________ 
Employee Signature      Supervisor 
 



Housing Locator (Support)  
Micah Ecumenical Ministries 
 
The Housing Locator is a shared community position responsible for working collaboratively with local shelter, 
rapid rehousing, permanent supportive housing, and prevention case management staff to identify housing 
opportunities for clients experiencing or at imminent risk of homelessness. The Housing Locator works across 
community agencies, specifically Empowerhouse, Loisann’s Hope House, Micah Ecumenical Ministries, and 
Thurman Brisben Center. This position is required to actively seek out and maintain relationships with local 
landlords and property managers. The Housing Locator provides training to staff and clients on housing 
opportunities and tenant/landlord roles and responsibilities. The Housing Locator is an integral member of the 
CoC’s Homeless Response System. 
 
Responsibilities: 

● Maintain ongoing relationships with landlords and property managers, including acting as a liaison 
between landlord and clients as needed. Set up meetings to discuss program, and act as a seller alongside 
Lead Housing Locator to bring in new landlords. 

● Maintain a Housing Directory to include information on available units (location, rent, bedrooms, baths, 
pet policies, etc.) and documentation of all contacts with landlords and property managers. Provide 
consistent updates to Housing Locator on housing availability. 

● Review and negotiate leases on behalf of clients in collaboration with case managers and clients. Ensure 
leases meet fair housing and legal requirements. Assist clients in understanding their leases. Attend lease 
signings as needed. 

● Maintain understanding of grant guidelines and housing/homelessness best practices. 
● Proactively communicate with current supporting landlords to update available properties and upcoming 

lease end dates that are currently occupied by our tenants with in 60 days of lease end date. 
● Assist  Lead Housing Locator when needed to develop and facilitate training and workshops for clients 

and case management staff including tenant rights and responsibilities, housing discrimination, finding 
and securing rental housing, communications with landlords, and fair housing. 

 
Team Participation 

● Participates in staff meetings and other group activities essential for the operation of an effective service. 
● Participates in team discussions regarding client progress and lack of progress, with possible solutions to 

ensure best support for the client’s success.  
● Promotes good community relations and utilizes community services and resources.  
● Attends scheduled training programs for professional development that includes, at a minimum, 

trainings required by Micah and by regulatory and accrediting bodies. 
● Assumes on-call responsibility as assigned. 
● Performs other duties as assigned. 

 
Minimum Qualifications 

● Bachelor’s degree or combination of academic study and relevant experience required. 
● Ability to work with diverse populations and persons experiencing a housing crisis. 
● Strong interpersonal and communication skills. 
● Exceptional problem solving skills. Ability to provide creative solutions. 
● Ability to make independent decisions when circumstances warrant such actions. 
● Flexibility and adaptability to changing needs. 
● Ability to work in a fast-paced environment. 
● Personal integrity and confidentiality. 
● Proficiency in Microsoft Office Suite. 

 



Preferred Qualifications 
● A minimum of 3 years of experience in property management, housing management, and/or real estate 

preferred. 
● Experience working with vulnerable populations (homeless, substance abuse, mental health, etc.) 

 
Supervision: 
The Housing Locator (Support) will be supervised by the Housing Locator (Lead). Performance evaluations 
will be completed by the Housing Locator on an annual basis.  
 
Work Schedule: 
This position is classified as program staff, part-time non-exempt, 20-25 hours per week. A flexible schedule 
will be necessary to perform job duties including client appointments. Position may require night and weekend 
work. 
 
 
_____________________________________________        ______________________________________ 
Employee Signature      Supervisor 
 


