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Position Title:   Assistant Miryam’s House Program Director/Lead Case Manager   
Site:    Miryam’s House 
Status:    Hourly, Full-Time, Non-Exempt,  
Salary Range:  P35 ($18.69/hr.)  
Benefits:  Based on Transitions’ employment policies Health, Vision, Dental, Life, Disability, Retirement,  
        Sick, Paid Time Off (Holiday and Vacation). 
Hours: 40 hours per week, includes occasional evening/weekend shifts if needed 
Reports To:  Housing Services Director  
 
General Summary:  In keeping with Transitions’ mission and core values, support the day-to-day operations and provide 
professional case management, life skills training, and supportive services to move Miryam’s House women towards 
successful independence. 
 
A. RESPONSIBILITIES 
 

1. Maintain a nurturing, supportive, empowering, and safe household environment for participants, their visitors and 
volunteers. 

2. Reflect the mission and organizational values of Transitions in all interactions with applicants, participants, 
alums, sponsoring community members, donors, coworkers and volunteers. 

3. Responsible for intakes, development of client-driven treatment plans, meeting regularly with assigned 
participants and post-residency follow up.   

4. Model healthy behaviors and interpersonal communication skills, and commitment to personal and professional 
growth as part of the therapeutic environment.  Be available to all participants as needed for support and life skills 
development and use sound judgment in utilizing the on-call backup when needed. 

5. Use best-practice professional crisis intervention skills in addressing any emergency.  Be aware of and 
communicate to program staff and Director of Housing Services significant community dynamics and concerns. 

6. Clearly communicate program expectations related to rules and appropriate behavior to participants and alums in 
a supportive, non-shaming manner.  Set limits constructively and use good judgment when discussing or granting 
exceptions to house rules. Set appropriate professional and personal boundaries.  

7. Be familiar with the short- and long-term goals and strategies of each participant and alum case plan, and 
design/target steps and interventions to support the plan. 

8. Oversee community meals, daily household chores and other participant activities occurring during the shift.  If 
any participant moves in or out of the house during the shift, ensure that all needed activities and documentation 
are completed.  Initiate U.A.’s and B.A.’s as appropriate and necessary. 

9. Receive and document donations, support and/or supervise volunteers, students and student interns as needed.  
10. Work with staff of WH, TLC, EduCare and New Leaf to ensure best use of resources and the referral network 

between transitions programs.  Promote vocational services to all participants and alumni. 
11. Facilitate and plan skills group on a yearly basis to support individuals and community,  
12. Create staff and volunteer schedule on a monthly basis.  
13. Oversight of the program and food fees. 
14. Supervise House Coordinator, Alum Case Manager and Night Staff.  

a. Providing weekly supervision  
b. Responsible for annual reviews. 

15. Attend monthly case manager meeting 
16. Miryam's House FCS (Foundational Community Supports) coordination. 

a. Coordinate all alums FCS enrollments with Alum Case Manager. 
b. Enroll participants in FCS when applicable.  
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c. Process all participants FCS enrollments and provide supporting documents when a client is denied.  
d. Monthly case notes and services hours. 
e. Attend FCS meetings  

17. Attend monthly trainings.  
18. Complete monthly CMIS (Community  Management Information System) tracking in the Spokane CMIS system. 
19. Event Planning with House Coordinator and Alum Case Manager. 

a. Attend community events for MH and other Transitions programs. 
20. Be on-call or back up on-call 1-2 monthly min.  
21. Staff back up for the housing coordinator, alum case manager, and overnight staff duties when necessary.  
22. Mediate conflicts with participants as conflicts arise. 
23. Coordinate supply orders with House Coordinator and schedule of appropriate housing maintenance. 
24. Collect and review timesheets monthly. 
25. Other duties as assigned. 

BACKGROUND AND REQUIREMENTS: 
Required Knowledge, Skills, & Abilities  
 

Knowledge 
1. Knowledge of and minimum of three years’ experience in nonprofit social service delivery to women including 

specific knowledge of issues around mental illness, poverty, addiction and social/emotional disorders, 
landlord/tenant laws and fair housing laws.  

2. Knowledge of trauma informed care.  
3. Knowledge of harm reduction and voluntary services models. 
4. Knowledge of retention-focused human resources. 
5. Knowledge of strengths-based approaches. 

Skills/Abilities 
1. Possess strong organizational skills, ability to prioritize workload and effectively problem solve. 
2. Ability to use MS Office (word, excel, office, internet explorer) software, HMIS experience preferred, Microsoft 

365. 
3. Ability to identify system problems and conceptualize and implement solutions. 
4. Ability to work with and communicate with diverse populations including individuals in crisis. 
1. Ability to network and collaborate with other area service providers, funders, donors, and the public. 
2. Ability to facilitate a collaborative work team with multiple demands and contract requirements. 

 
Education and Experience 
BSW plus three years’ experience in social work position. 
1-2 years of supervisory experience. 
3 years of experience in non-profit social service delivery. 
 
Preferred: 
MSW or LCSW. 
Experience working with people struggling with addiction and/or mental illness. 
Experience in HMIS and FCS. 
Experience working in a team environment and collaborative setting. 
5 years of experience in non-profit social service delivery. 
 

Transitions values diversity in its work force and is committed to Equal Opportunity and Affirmative Action. 
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